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A Timeline

for

New to TRU
Teaching Assistants
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Draft- will need to be adapted to different faculties
Who’s who … important people
· Chair:  handles:  contract, student concerns, policy issues.
· Division/Faculty Secretary:  handles office supplies, can prepare documents and generally knows almost anything you need.
· Coordinator:  handles:  
· Labs:  handles schedules student open time
· Resources:  keeps a list of materials and resources for courses and what is in the TRU library.  Also, report broken classroom furniture or equipment to and she will make sure it’s taken care of.
· TRUFA (union) rep for sessionals:  handles questions regarding Collective Agreement.
· International Student Advisors:  See http://www.truworld.ca/internationalstudents/supportservices.html for the current list, handles:  translation needs, concerns about student well-being or attendance issues.
· Class rosters:  Tracy Barth, tbarth@tru.ca, 371-5776 handles:  questions about class rosters, waitlists etc.  Or, you can walk down to International Admissions OM 1412 and talk with anyone there. 
· Other:  
General Campus Info
ITServices:  ITServiceDesk@tru.ca or 371-6800 can help you with computer problems as well as help you access your F: drive files from off campus.  Be sure to save all your files to that drive. If you save under my documents you will not be able to retrieve from home.
Library is available for library skills, research skills, etc.  Use the link from TRU homepage. There are collections in both the old library as well as the new House of Learning. There are some prescheduled workshops but you can also book a session.  You need to be present with students. Have a specific goal in mind. 
Campus-wide seasonal events:  Beginning of semesters:  Orientation and some kind of food event; Feb Reading Break:  Teaching Practices Colloquium- TRU’s one day teaching conference; Winter semester International Days; Thursday cultural arts events- check the university calendar of events.
TEACHING ITEMS

AS SOON AS POSSIBLE PRIOR TO THE START OF CLASSES:

· Your voicemail, email, network account and switchboard information needs to be set up via the secretary.  PROVIDE the secretary WITH AN EMAIL ACCOUNT THAT YOU USE REGULARLY SO YOU DON’T MISS IMPORTANT BEGINNING OF SEMESTER MESSAGES.
· View the course outline and prepare to ask questions about anything that is unclear. You may want to check previous course outlines which the secretary can provide or access them on O: drive – Course Outlines 
· Familiarize yourself with Blackboard or Moodle programs if your supervisor intends to use one. 

· Bulk copying is available quickly by using the Print Services forms.  You can take the form down to Print Services in OM 1206 or put in Interdepartmental mail.  You can also arrange to pick up from Print Services or have your copies delivered.  
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IN THE FIRST WEEK OF CLASSES

PAPERWORK:

Note that all Teaching Assistants must have a summative evaluation in the first year of their employment.  In order to have right of refusal for future employment, talk to the Chair of the Performance Review Committee at the beginning of the semester to see if you should have a review done during the semester.  Ask the ESL Chair to give you that name.  See the Collective Agreement- which you can also access from the Home, Faculty website page:   (http://cariboo.tru.ca/trufa/Collective_Agreement/TRUFA_Collective_Agreeement

_2004-2010.pdf).
· DO NOT CHANGE ROOMS IN THE FIRST 2 WEEKS. Students are adding and dropping courses and there needs to be consistency of where a class is both for logistics for the Chair and for safety/emergency issues.
· Your schedule, email and phone number (different prefixes, so check!) should be on a schedule that is posted on your office door (also give a copy to your secretary).  You may want to establish an envelope for drop off/ pick up work - handy for you and students to communicate.
· Provide an alternative email address to keep up on correspondence during the first weeks as critical information may come up regularly 
· If you are missing students but they appear on your class list, you can call Records for an update as to whether they are still registered.  
DURING THE SESSION:

· International student concerns of a personal nature can be discussed with the International Advisors.  Check the TRU World webpage – linked from the TRU homepage.
· The Writing/Math Center is open daily in the House of Learning, 2nd floor. Check for hours. 
· Attendance is important.  10% absence means a student will need to repeat.  Check with your supervisor how to manage this. 
· Questions regarding university procedure, protocol, etc. can be directed to your supervisor. If you feel there is a case of cheating or plagiarism, let your supervisor know. See the attached flowchart for guidance. 
MIDTERM TIME

· Exams are not necessary, but student progress reports are, particularly if a student is doing poorly.  Midterm grades can be given to students by interview or email. 

Check with your supervisor or the Chair as to this procedure. It is a good idea to keep a hard copy of communication with students in case you need to remember later. 
· No final exam can be done in class time unless it is 15% or less of the total grade.  You can’t have students hand in a 10%  assignment, plus do a 15% exam in the last week of classes as this would equal 25% of the final grade. 
· You may receive requests for communication regarding students "on probation."  You will need a midterm percentage and comments to send back.

· It is helpful to write the behaviour expectations for students during exam time on the board and go over those expectations prior to the day of the exam.  See the attached example. In many cultures, sharing information is the norm, so being explicit is important. 
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FINAL EXAM TIME

· No student who misses a final exam can organize with you to rewrite it.  They must go through the registrar.
· Final exam marks must be sent to the Registrar within 5 business days after the exam was given.  Your supervisor will have access to the class list on TRU Online (same page you can check the class roster.  Grades must be done within 5 days of final exams or the last class.  Make copies for yourself in case of errors.  You need to be available for the your supervisor and possibly the Chair in case there are any questions from students after the grades have been posted.  Make sure grades are posted on time as this can affect students registering for the next semester and it saves headaches for everyone. 
PERSONAL AND OTHER

· Talk to payroll to find out details of how often you are paid and how the holiday payout works – keep all pay slips for future calculation of the time you have accrued.  Some things you should know are:


-  holiday pay is paid out at the end of a contract, so if your contract is extended, 

   your holiday pay is added to that contract.  In the event that you are paid first, 
  
   you will have to pay back the holiday pay and it will be reissued at the end of 
  
   the contract.


-  If you have questions about the Collective Agreement, you can ask the Salary 

   and Working Conditions Committee rep (SWCC) or the shop steward.  As of 
  
   
   Sept. 2007, the former is Jason Brown and Bruce Thomson, and the latter is 

   
   Jeanette Murray.

· You may be able to arrange long term parking passes online. Check with the secretary.  :  You will get towed if you don't show a parking pass.  At the least, you will likely receive a parking ticket which is currently a $50 fine. The parking pass needs to be bought each session. 
· You can get a library card by going to the cashier for a photo card, then take it to the library. 

· You can book tv/dvd and PowerPoint equipment through local 5070 (Old Main 1st floor at A/V.

· You can book a Computer Lab through local 5897 (check in advance if the machines have the program you plan to use already set up – you can't download on your own). You may need to book this through roombookings@tru.ca
· Other room bookings are done through 

· There are 2 photocopy machines, one is in the       You will need a code which you can get from the secretary. 
· Sometimes the email system gets backed up – if you are worried a message didn't reach you or another, call the person.
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Academic Honesty Procedure Flowchart

Instructor suspects academic

dishonesty has occurred

Instructor Contact and advise student
that academic dishonesty is
suspected.

Suggest a resolution and
direct student towards
Policy ED(24)5-0

Instructor forwards case to

appropriate chairperson

Chair Call a meeting with the student
and instructor, and recommend
that the student contact the
Office of Student Affairs for as-
sistance and/or presence at the
meeting.

No

Chairperson is Case dismissed.
satisfied that No record is

academic dishon- maintained.

esty has occurred

Yes

Student accepts

the suggested Yes
resolution.

Chairperson forwards case to the Dean

Dean Dean attempts to resolve case. Resolution is
reached.

If resolution is not reached, the Dean for-

wards case information to Academic Honesty

Committee & Office of Student Affairs

Notify the student in writing that the case
is being referred to the Academic Honesty
Committee

May make written submission to Academic
Honesty Commitee within 7 days.

May make written submission to Academic
Honesty Commitee within 7 days.

11/05/04

respondence with the Academic Honesty Committee includes the
Student’s name, Student #, Instructor name, suggested resolution,
and whether the student has accepted the resolution or not. Please
forward all correspondence to the Academic Honesty Committee
Secretary, Office of the VP Student Affairs.

Instructor still Case dismissed.
believes that No record is

academic dishon- maintained.
esty has occurred

Yes

Student accepts Yes Instructor forwards case to
the suggested appropriate chairperson

resolution. Chair Forward case to Dean

Dean Forward case information to
Academic Honesty Committee &
Office of Student Affairs

May be required to alter the
resolution of the instructor if the
student has previously commit-
ted academic dishonesty. (see
Possible Resolutions below)

Will provide the student (copied
to the instructor) with informa-
tion in writing about the allega-
tion, the resolution and the
process of appeal.

Will forward documentation of
the case, the allegation and the
resolution to the Office of Stu-
dent Affairs and the Registrar’s
Office.

The Academic Honesty Committee will receive and
review all relevant documents and determine an
appropriate resolution.

AHC May request meeting with student and instructor. In
such cases, both parties must be consulted.

Possible  *No Sanction «Other Reparations
Resolutions  eReprimand #Failure of Course

*Reduction of Grade

Repeat Student will receive a failing grade for the course, and
Offence the committee may recommend that the TRU President
suspend the student from TRU

AHC Will provide the student (copied to the instructor) with
information in writing about the allegation, the resolu-
tion and the process of appeal.

Will forward documentation of the case, the allegation
and the resolution to the Office of Student Affairs and
the Registrar’s Office.





Case Report Form
Academic Integrity Policy ED 5-0 
Student Name:  




  Student Number:  




Instructor Name (print):  




 Department 



Course Number/Name:  



 Term/Semester/Date:  



Assignment/Exam: 











Description of violation of Academic Integrity Policy ED 5-0:  




Instructor Recommendations for sanction in this case: 
Can be any or all of the following: 

1) “0” given for assignment/exam. 

2) “F” given for course grade 

3) Successful completion of STSS 107 – Performing to Academic Standards 

4) Other (to be defined by instructor) 








IN ALL CASES: a copy of this form AND AVAILABLE DOCUMENTATION is to be sent to the Chair of the Academic Integrity Committee by the Dean of the faculty in which the infraction has occurred (or with which the student is affiliated) within 30 days of the infraction occurring. 
I, _________________________________ (PRINT STUDENT NAME) have been made aware of Academic Integrity Policy ED 5-0, as well as my alleged violation of this policy.  My instructor has informed me of his/her proposed sanction and has explained the consequences of a first and a repeat offence (i.e., in the case of a second offence the resolution may change and the committee may recommend to the President that the student be disbarred from TRU).  I am aware that, as per Policy ED 5-0, I may make a written or verbal submission to the Academic Integrity Committee.  In this case my instructor will also be invited to do the same. Alternatively or additionally, I have the right to an appeal as per the Appeal Policy ED4-0. 

I agree that I have committed the alleged act of academic dishonesty (please check the appropriate box below). 

      Yes            No 
I accept the sanction recommended by my instructor (please check the appropriate box below). 

      Yes            No 
Signature of Student 




Date 
Signature of Instructor 



Date 

Department Chair 
As per Policy Ed 5-0, all cases in which the Academic Integrity Policy is alleged to have been breached must be reviewed by the Chair of the Department in which the infraction has occurred (and/or with which the instructor and student are affiliated). 

I agree with the particulars of the case described on the previous page: 

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No 

If you have checked “no,” please explain.  








Signature of Department Chair (PRINT NAME) 


        Date 

Dean 
As per Policy Ed 5-0, all cases in which the Academic Integrity Policy is breached must be reviewed by the Dean of the Faculty in which the infraction has occurred (and/or with which the instructor and student are affiliated), and all cases that reach the Academic Integrity Committee must have been forwarded from the Dean’s Office (rather than from the instructor or chair). 
I agree with the particulars of the case described on the previous page: 

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No 

If you have checked “no,” please explain.  








Signature of Dean (PRINT NAME) 


                                   Date 

Initial Letter of Contact:  To the Student ‐ Used by Instructors, Deans & Chairs 
To be sent by courier and/or email, or if that is not possible, by regular post and/or email.
Date 

Student Name 

Address 

Student # 

Dear: 

ʺParticulars of case including form of dishonesty as set out in Policy ED 5‐0.ʺ 
ʺProposed resolutionʺ 
The case will be forward to TRU’s Academic Integrity Committee (AIC) within 7 academic days (i.e., 7 days during which your program is in session) of the date of receipt of this letter. As provided for in this policy, students can accept the proposed resolution or not. In either situation, the case is reviewed and recorded by the AIC. If our records indicate that this is not your first offence, the resolution suggested by the instructor may be overturned and a more serious penalty imposed. 

Students have the right to appeal as per policy ED 4‐0.  Please contact the Manager of the Office of Student Affairs, at (250) 371‐5738, for further advice on studentsʹ rights and responsibilities. 

Yours truly, 

ʺDean, Chair or Instructorʺ 

cc:  Office Student Affairs 

Dean, Chair and Instructor ‐ whichever two are not signing this letter
Revised:  January 20, 2010
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