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Preface 

 Welcome to the "Teaching Team" of the Department of Integrative Biology. We congratulate 

you on obtaining a teaching assistantship. Teaching Assistantships (TAs) are awarded to 

students with excellent academic performance. Please do not consider it as "just-a-job" to 

help you through Graduate Studies but rather as a privilege. Teaching is an important 

complement to your training. Not only is teaching an excellent opportunity for learning, but 

also an experience of great value for future employment. Teaching reinforces your own 

knowledge base. Additionally, teaching offers an opportunity to develop leadership, self-

confidence and interpersonal relationship skills. 

 Synergistic interactions between research and teaching are recognized widely, and especially 

promoted in the IB Graduate Program. By recruiting you as a Teaching Assistant, the 

Department has entrusted in you our confidence in your abilities to contribute to the 

continued success of our research and teaching program. As a Teaching Assistant you are in 

the unique position of being a link between faculty and students, and your performance has a 

great impact on undergraduate students, and consequently, on the advancement of biological 

sciences, and the reputation of the Integrative Biology Department and the University of 

South Florida. 

 Established rules and regulations, set by the College of Arts and Sciences and/or Department 

of Integrative Biology, exist to guide teaching assistants. To help you understand your new 

responsibilities as a Teaching Assistant, we have compiled the main points in this handbook. 

Additional information for TAs may be found on the following websites: Graduate Catalog 

http://www.grad.usf.edu ; Integrative Biology (IB) Graduate Program on IB Grad 

Organization on CANVAS at https://webauth.usf.edu/login  
 We will make every effort to keep you informed of any changes in rules and regulations, and 

to assist you in your development as a researcher and a teacher. Please contact the IB 

Graduate Office for any questions that may arise. By working together, by letting us help 

you, we believe that you will have a rewarding, challenging and enjoyable experience as a 

Teaching Assistant. 

 

IB Graduate Office 

Director: Dr. Kathleen Scott 

Phone: 974-5173; E-mail: kmscott@usf.edu, BSF 132 

Assistant to the Director: Ms. Christine Brubaker 

Phone: 974-4747; E-mail: brubaker@usf.edu, SCA 112C 

 

 

 

 

  

http://www.grad.usf.edu/
https://webauth.usf.edu/login
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Coronavirus (COVID – 19) UPDATES   

Return to Campus 

• USF encourages students to take steps to reduce the risks associated with COVID-19. 

influenza and other infectious diseases.  Coronavirus (COVID-19) website available at 

https://www.usf.edu/coronavirus/  

 

Please refer to the information provide on the coronavirus website and consult with the 

Instructor or faculty member of your course for more guidance. 

 

 

 

/coronavirus/
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Hierarchy of responsibility 

 TA must always defer to the faculty member or other individual in charge of the course or 

labs. 

 TA cannot negotiate an “I” grade. 

 All change of grade forms are co-signed by TA and person in charge. 

 Late withdrawal must be co-signed. 

 If in doubt, check with supervisor or graduate director. 
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You are a student too 

 Pursuit of your degree is your TOP priority. 

 Invest time in your students, but invest more in your own research and classes. 

 Limit yourself to 20 hours weekly on TA tasks if you are appointed at .50 FTE/20 hrs per 

week. 

 Get help if you’re having trouble getting everything done in 20 hours. 
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Responsibilities of teaching assistants 

As Teaching Assistants, you represent the IB Grad Program and the University of South Florida; 

therefore, you are expected to perform duties in an exemplary fashion. The key to your success is 

to perform the following tasks:  

Maintain communication with the professor in charge of the laboratory or course. 

 Although our policy is to encourage TAs to develop their independence and creativity, the 

faculty or course coordinator assigned to oversee the laboratory is always available to help 

you in the understanding and performance of your assignment. Those individuals will also 

monitor your class and evaluate your teaching performance. Please do not hesitate to go to 

them for any questions that you may have regarding your teaching and proctoring 

responsibilities.  

Be well prepared to teach 

 Take time to ensure that the course organization and requirements are clear to students. This 

way you will have enough time to correct any problems that may occur. Your syllabus must 

be compatible with those of others teaching the same course.  

 In addition to understanding the laboratory experiments assigned to you and making the 

appropriate preparations, you should organize your presentations or lectures so that they will 

be effective. Provide students with an opportunity to get clarification on points covered in the 

lecture. Students will know when you are ill prepared for the material you are to cover in a 

given lab. Save yourself the embarrassment and NEVER go to class under prepared.  

Keep the laboratory organized, clean and safe 

 Good organization and maintenance of a tidy laboratory will save you both time and 

headaches. Good organization promotes safety, a major concern for all.  

Supervise the use of equipment and laboratory materials  

 Because of a lack of experience, students may not use the equipment and laboratory materials 

in a proper way and damage them. Thus, your supervision is essential regarding this matter. 

Learn your students’ names 

 By no later than the third class meeting, you should have learned your students’ names. 

Taking attendance or passing back assignments can help you to get to know your students. 

Or, if you have a hard time memorizing names, you might have the students make name 

cards that can sit on their desk.  

Dress appropriately 

 Proper dress is applicable to both you and the students. Shorts and sandals are not acceptable 

for the laboratory, and a violation of USF lab safety rules, because these cannot protect you 

against accidental spills. 
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Compose and Grade Exams and Laboratory Notebooks 
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Working with faculty 

Develop a good relationship with faculty 

 Most faculty/TA relationships are cordial, but some difficulties can arise. Here are some 

pointers that can help to encourage a healthy faculty/TA relationship. At the beginning of 

each semester, you will meet with the lab coordinator so that you can ask these and other 

questions. 

 Discuss all the faculty’s expectations at the beginning of the semester.  

o When supervising the lab, will you be responsible for obtaining supplies and 

materials, keeping track of materials, designing, and revising experiments, giving 

demonstrations? 

o Will you be evaluating papers, lab reports, quizzes, student participation? Are the 

criteria for grading clear? Will the instructor review disputed grades?   

o Will you have a chance to try new things and present new ideas? 

o How many office hours per week? 

o If your TA work is taking more than 20 hours per week, what should you do so as not 

to create conflict? 

o Get tension out in the open; the IB Graduate Director is available, if needed, for 

consultation. 

o Communicate frequently with your faculty research advisor and/or your lab 

coordinator. 

 Take initiative. Remember you are building your own teaching portfolio. Remember to clear 

everything with the instructor of record.  
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Laboratory sections  
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Lecture sections 

Lecture TAs are assigned to help professors who teach large-enrollment lecture courses. 

The specific duties the Lecture TA should expect to perform include, but are not limited to 

the following. 

 Attend all lectures to be prepared to assist the professor as needed. 

 Help write and proof exams.  

 Grade exams. 

 Maintain regular office hours to respond to student questions. Depending upon the nature of 

the course, as many as six-eight hours per week may need to be scheduled office hours. 

Lecture TAs 
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Policies for TAs regarding “I” and withdrawals 

 Teaching Assistants should NOT negotiate an "I" (Incomplete) grade without explicit 

approval from the TA supervisor and/or the professor in charge of the course. When an "I" 

grade is assigned, an "I" grade contract form must be completed and co-signed by the TA and 

the professor in charge of the course.  

 ALL change of grade forms MUST be co-signed by the professor in charge of the course. 

None will be approved without the co-signature.  

 NO late withdrawals will be approved unless they are co-signed by the professor in charge of 

the course. 
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Creating a positive classroom climate 

How to get your students prepared for the lab 

 In some classes, you might organize “pop quizzes”, pre-lab outlines, and group discussions 

of predicted results. Your lab TA supervisor or Lab coordinator might require a particular 

approach, and you’re expected to take that one to maximize consistency across sections.  
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Plagiarism 

What it is, how they do it, how to deal with it. What is it?  

 Plagiarism is defined as any uncredited use of another person’s information or ideas, whether 

intentional or not. This includes copying someone else’s words or interpretations without 

acknowledgement, copying or purchasing a paper and turning it in under your own name, or 

even accidentally forgetting to put quotation marks around a source in order to distinguish 

that source’s words from your own. The most common type of plagiarism, however, is 

paraphrasing by only changing a word here and there and then failing to credit the source.  

How do students do it? 

 Students are now very familiar with the internet, so it’s very convenient for them to 

plagiarize. And they will. The key to detecting plagiarism is to think like the student. One of 

the best things you can do before grading a lab report or paper is to “Google” the subject of 

the assignment and examine the first 10 useful websites. 

How does a TA prevent/identify plagiarism?  

 The best prevention is explain the consequences of plagiarism. Usually, they don’t realize (a) 

what plagiarism actually is, or (b) how serious of an offense it is. This situation can be fixed 

through class activities or homework on plagiarism. Your syllabus should outline exactly 

what happens if a student is caught plagiarizing. The penalties can range from a deduction on 

the assignment to a FF for the course (failure for academic dishonesty, which cannot be 

erased via grade forgiveness). See the following pages for more plagiarism and cheating 

information.  

Some dead give-aways to look for 

 Sentences or paragraphs not in the same style as the rest of the paper. - Writing style does not 

fit the student’s abilities or normal writing style. References to figures, lab partners that don’t 

exist. - Changes in font, type size, etc. throughout the paper. The occasional bold-faced term 

is especially indicative of educational websites that are giving definitions of terms. - Repeats 

of groups of sentences. If they’re using the copy and paste functions on the computer, they’ll 

sometimes accidentally hit “paste” twice, resulting in a repeat. Because the work is 

essentially done for them, they usually won’t proofread it to see if it makes sense.- 
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CITL Generative AI Course Policy Considerations 

 

From the CITL Website available at 

/citl/documents/citl_generative_ai_course_policy_recommendations.pdf
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Proctoring assignments 

 The Department requires that Teaching Assistants proctor examinations in non-major courses 

and courses for which there are no assistants. The IB Undergraduate Program Assistant, Ben 

Peoples, makes these proctoring assignments. 

 The Undergraduate Program Assistant shall make all proctoring assignments. 

 If you are scheduled to proctor, it is your responsibility to be there or to tell the 

Undergraduate Program Assistant (well in advance) of your inability to make that 

assignment, at which time another proctoring assignment will be given to you. 

 Acceptable excuses for not proctoring are class or teaching responsibilities at the same time; 

illness; attendance at a meeting of a scientific society. Your own decision that you do not want 

to do it is not acceptable. 

 Proctors ARE REQUIRED to contact the instructor they have been assigned to proctor for at 

least two days prior to the exam to receive any specific instructions. Please contact instructor 

via email, voice mail, or in person.  

 Complaints should be addressed to the IB Graduate Director 

 NOTE: Proctoring assignments will be sent via email to assigned TAs usually for the whole 

semester during the first 2 weeks of the semester. 

 Ben Peoples, Undergraduate Program Assistant and he can be contacted via Teams or via e-

mail which is bpeoples@usf.edu, SCA 112 

mailto:bpeoples@usf.edu
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Unexcused absences of TAs for proctoring assignments 

Unexcused absences are penalized as follows: 

 First - a letter advising the student of the seriousness of this error will be sent to the student. 

Copies will be placed in the student's file and sent to the major professor. The IB graduate 

director will talk with the teaching assistant. 

 Second - the TA will receive a mandatory, one-semester suspension from financial support, 

i.e., the next semester (not summer) the student will not be supported with a TA. 

 Third - the TA will be dismissed immediately. 

 Note: these misses (first, second, third) are over the time limits of continued support (6 or 10 

semesters for MS and PhD Students, respectively), not per semester. 
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Guidelines for the use of proctors 

 Proctors are appointed to assist faculty members in the supervision of students during 

examinations. Student assistants are not to be used for other purposes (teaching, class 

monitoring, etc.). Instructors must be available at the examination to provide direction. 

 Professors must make requests for proctors at least one week in advance of the examination. 

This will allow the Undergraduate Program Assistant to make the proctor assignments and to 

deal with conflicts well in advance of the exam. Faculty making late requests will have to 

find other sources (not TAs) of proctors. 

 Examinations should be scheduled for the same room in which lectures are presented. This 

will keep required numbers of proctors to a minimum. No proctors are assigned to laboratory 

exams without unusual circumstances. 

 Because of the large variation, among faculty, in numbers of proctors requested, the 

Integrative Biology Graduate Faculty adopted the following guidelines. Deviations require 

approval of the Department Chair. 

Room Size     Number of Proctors  Number of Students 

Small room  (LIF 260), class size  0   less than 30 students 

Large room  (LIF 272)   0 - 1* proctor  30-55 students 

Small auditorium (CHM 105)  1 - 2* proctors  55-100 students 

Large auditorium (CHM 111)  2   100-200 students 

Giant auditorium (ENA 105)  3   more than 200 students 

 

*only for situations where the instructor must move between classrooms 
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Collective Bargaining Agreement 

Please be aware of the following information, which is Article 10 of the collective 

bargaining agreement between the Board of Regents and the Graduate Assistants Union. 

 An employee shall not be required to perform assigned duties when disabled or otherwise 

unable to perform them because of injury, illness, jury duty, required U.S. military service, or 

when unable to so perform because the employee's presence is required elsewhere because of 

injury, illness, or death in the immediate family. Immediate family shall consist of mother, 

father, spouse, sister, brother, child, or other relative living in the employee's household. 

 The employee shall notify the supervisor in advance of each leave. Leave under this Article 

shall be with pay for up to five days per semester appointment. Each employee shall be 

credited with such five days at the beginning of each semester and shall use leave in 

increments of not less than one day. For example, an employee scheduled to work six hours 

on Monday and three hours on Tuesday, who is unable to perform assigned duties on these 

days for any of the reasons described above, would be charged with two days of leave, 

regardless of FTE appointment, or number of work hours scheduled. The leave provided 

under this article shall not be cumulative. 

 The employee's department is responsible for recording sick leave used; therefore please 

inform the IB Graduate Secretary should you ever have to take leave.  


