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To the TAS

The TA (teaching assistant) system has three purposes. The first is to have
outstanding students take on auxiliary educational duties, enhancing university
education as a whole. TAs support lecture and practical courses along with lab
experiments, providing advice to undergraduates, etc., in order to enable more detailed
and focused forms of educational guidance. The second purpose is to provide students
with opportunities for educational training. The experience of participating in education
from the perspective of an instructor rather than a student is positioned as an important
career opportunity for students hoping to become teachers and researchers in the future.
Finally, the third purpose is to provide payment for these activities and thus provide
students with financial support.

TAs have never been simply administrative assistants for classes. While they do
receive pay, their tasks are not undertaken in the spirit of a part-time job but the multiple
levels and facets of supporting university education. For example, it is important to make
clear to learners the reasons why they learn and the significance thereof, encouraging
them to create new knowledge in relation to the knowledge acquired so far.

As part of this learning process, TAs play the role of supporting students in
experiencing deeper learning as active learners. This means that they must possess the
specialized knowledge addressed in the course, understand the instructor’s educational
intent, and assess the students’ learning status as they work. At the same time, through
their involvement with university education as TAs, they can also expect to enhance
their fundamental competencies for working persons, such as communication capacity.

Hiroshima University calls its TA system “Hirodai TA,” dividing it into PTA, QTA,
and TF levels. Hiroshima University supports its TAs in their activities as independent
educators through the TAs’ helping students to deepen their understanding and learning
of Hiroshima University’s educational activities.

Hiroshima University Center for Academic Practice and Resources



I . Education at Hiroshima University

Peace-pursuing cultured individuals with international
experience
University of World-Wide Repute and Splendor for Years Into

the Future

Guiding Principles
Hiroshima University will fulfill its role as a national university based on the five
guiding principles,

The Pursuit of Peace

The Creation of New Forms of Knowledge

The Nurturing of Well-Rounded Human Beings

Collaboration with Local, Regional and International Communities
Continuous Self-Development

Hiroshima University provides all its students with an education which questions
and debates the meaning of peace. It also cultivates peace-pursuing cultured
individuals with international experience, in other words, global talent who are able
to take an active part in international society, pursuing peace and understanding others,
and in possession of the knowledge and ability for action.

Hiroshima University’s Unique Educational System
m Goal-oriented educational program HiPROSPECTS®

Initiated in Academic Year (AY) 2006, this educational system unique to Hiroshima
University informs students individually of their goal-attainment level on a regular basis,
providing the necessary support so that they will graduate from the university with
expertise and abilities higher than they hoped for at the point of admission, through a
clear understanding of their level of comprehension and points for improvement.



https://www.hiroshima-u.ac.jp/prog

HiPROSPECTS®
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m First-Year Internships (social experience

Since AY 2009, all first-year undergraduates have taken part in first-year internships
such as social experience at external corporations or organizations, work experience,
volunteering, and so on. This program is intended to connect university learning and
social experience to provide an opportunity for students to consider their own future
career paths and professional aptitudes, while also promoting meaningful use of the time
spent at university.

https://www.hiroshima-u.ac.jp/gcdc/internship/preintern

m Becoming a Global Citizen: Lectures by Globally Active Special
Instructors

The “Becoming a Global Citizen: Lectures by Special Instructors” program brings
globally active leaders in sports, the arts, the sciences, business, etc. to speak to new
students in all Schools about their own time at university, their experiences overcoming
difficulties, and so on. From AY 2008 onward, this program has become a part of the
Introduction to University Education course, with all new students required to attend
two lectures.

[Reference] https://www.hiroshima-u.ac.jp/nyugaku/manabu/kyoyo news



/prog
/gcdc/internship/preintern
/nyugaku/manabu/kyoyo_news

Hiroshima University’s Three Policies

Admission Policy
m University overall policy
https://www.hiroshima-u.ac.jp/nyugaku/policy

m Policies for Schools and Graduate Schools
https://www.hiroshima-u.ac.jp/nyugaku/policy/ap

Curriculum Policy
m University overall policy
https://www.hiroshima-u.ac.jp/nyugaku/policy

m Policies for Schools and Graduate Schools
https://www.hiroshima-u.ac.jp/nyugaku/policy/dp

Diploma Policy
m University overall policy
https://www.hiroshima-u.ac.jp/nyugaku/policy

m Policies for Schools and Graduate Schools
https://www.hiroshima-u.ac.jp/nyugaku/policy/dp



/nyugaku/policy
/nyugaku/policy/ap
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/nyugaku/policy/dp
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IT. Overview of the Hirodai TA system

Overview and objectives of the Hirodai TA system

The Hiroshima University TA system is composed of three types of TAs: PTAS
(Phoenix Teaching Assistants), QTAs (Qualified Teaching Assistants), and TFs
(Teaching Fellows). By moving through the three stages as they engage in education,
TAs are expected to deepen their understanding progressively, enhance their own
research capacities and broaden their perspectives.

Features of the three levels of TAs: PTA/QTA/TF

As shown in Figure 1, the Hirodai TA system is composed of three levels: PTA, QTA,
and TF. The range of eligible TA duties grows broader with each level (see page 8 for
details).

For example, TFs may handle duties directly involved with education, such as
creating syllabi or teaching classes independently, under the supervision of the teaching
staff. Salary amounts also vary by level.

Required

training/qualifications

b - TS

QTA

Qualified Teaching Assistant

il

PTA

Phoenix Teaching Assistant
. »

Fig. 1 The three TA levels and their training/qualifications




[Qualifying Requirements]
PTA: No special requirements.
QTA: Participation in the “Qualifying — TA Program” is required (see Table 1 for
details).
TF: Requirements include experience as a QTA or equivalent as well as completion
of the Preparing Future Faculty Course or Basic Preparing Future Faculty (with
credit).

Table 1 Features of the three TA levels
€ Ready to become a teacher

HTAs for whom requirements include experience as a QTA or

equivalent as well as completion of the Preparing Future Faculty

Course or Basic Preparing Future Faculty (with credit).

H Actively engaged in syllabus creation and independent class

teaching, with instructor guidance.
L 4

QTA



Qualifying - TA Program

The Qualifying — TA Program is held four to five times a year, around the beginning
of the first and third terms. It usually takes place on the Higashi-Hiroshima and Kasumi
Campuses, but was held online in AY 2020.

This qualifying program is made up of General and Subject-Based sections (see Table
2 for details). Its main content includes the knowledge required to work as a QTA, such
as the scope of duties of adjunct staff at Hiroshima University, an overview of the
Hirodai TA system, the content of specific duties, issues of diversity, and so on.

The purpose of this program is to provide students interested in becoming involved
with education at Hiroshima University with a space to learn practically what
“supporting education” means, and to confer QTA qualifications on them.

The program generally targets students acquiring QTA qualifications for the first time
and those renewing outdated qualifications and students and faculty/staff interested in
the use of the Hirodai TA system and QTAs.

In addition, TA seminars are held each term with the aim of providing opportunities
for students to learn what it means to “support education” in practical way.

Table 2 Main content of the TA Seminar

Results for AY2021
1°* term
2" term Teaching classes as a TF
3™ term To be active as a Hirodai TA ° in English,
4™ term Discussions




III. Duties of Hirodail TAs

The classes covered by Hirodai TAs include lectures, seminars, laboratory sessions,
practical sessions and so on. Depending on the class format and its instructor, the TA’s
specific duties will differ. In all cases, it is important to confirm the class syllabus in
advance and grasp basic information such as the purpose and goals of the class and its
grading criteria. Moreover, TAs may be required to cover duties such as preparation and
assistance with students before and after classes, in addition to in-class duties.

Below is the Hirodai TA job description, as well as a list of the major duties of each
level of TA and specific examples categorized by class format. Be sure to check this
information when working as a TA.

General duties

Figure 2 puts together the general duties of a TA. Be sure to confirm the various
activities required before and after class, during class, and outside classes.

Before and after class Support for creating the class environment and enhancing class efficiency

= Preparing class/lab equipment in advance and clearing up afterward

= Assisting with preparation and printing of handouts, teaching materials,
etc.
= Assisting with grading of short papers and quizzes

= Supporting students in preparation for class presentations/reports

Assistance during class and support for the creation of deeper learning

During class
- Distributing materials and operating ICT devices
- Maintaining class rules (cautioning chattering students, etc.)
= Giving advice and answering questions to students during group work
= Assisting with student guidance during field trips, etc.
Outside classes Support for students' independent learning

= Giving advice on studying
= Supporting independent learning

- Answering class-related questions

Fig. 2 General duties

10



Main duties for each of the three levels of TAs

Table 3 shows the main duties to be handled by each of the three levels of TAs (PTA,
QTA, and TF). Generally speaking, these apply to the duties for online classes as well.

Check your duties as a TA with reference to Table 3, and consult with your class
instructor if anything is not clear.

Table 3 Main duties of each TA level

TA levels
Main duties PTA |QTA
* Attendance management
Distributing and collecting attendance slips, checking student | O (@)
attendance records
* Preparation of draft lesson plans
Creating draft lesson plans for the relevant class, to be | X X
corrected/guided by the instructor in charge
* Creation of draft PowerPoints and reference handouts
Creating draft PowerPoints and reference handouts, to be | X X
corrected/guided by the instructor in charge
* Assistance in making handouts, teaching materials and
other documents (based on instructor’s content) X o)
Creating reference materials based on instructor’s directions
* Printing teaching materials
Printing the required number of copies of teaching materials, per | O (@)
instructor's directions
* Material distribution
Distributing teaching and reference materials in class, based on | O (@)
instructor’s directions
7.Assistance with gathering teaching and reference
materials
X (@)
Gathering reference materials and data needed for teaching materials,
based on instructor’s directions
.Creation of draft class reports/assignments (to be
confirmed/guided/corrected by the instructor)
Creating draft class reports/assignments, to be corrected/guided by the X X
instructor in charge

11



* Preliminary grading of class reports/assignments

Evaluating class reports/assignments on a preliminary basis, to be | X X

corrected/guided by the instructor in charge

12



Simple grading of multiple-choice tests

° Work at the Learning Support Counter

Advising and guiding students who need support for math, physics,

English, or chemistry classes

3’ Examination Supervision

Supervise examinations under the guidance and responsibility of the
course instructor

a Note: TFs may supervise examinations independently, but QTAs
must work with faculty members to assist in supervising

examinations.

24 Creation of preliminary grades

Creating preliminary grade evaluations based on instructor’s

directions

25 Grading/evaluation of final exams and reports

Grading, managing grades, and transferring grades to report cards

26 Non-class-related work

13




Examples of lecture course TA duties

Here is an overview of TA duties in lecture courses.
The duties below are only examples; for detailed duties, please check the class

14



Examples of practical course TA duties

Here is an overview of TA duties in practical courses.
The duties below are only examples; for detailed duties, confirm the class syllabus
and confer with the instructor in charge.

@ _Examples of PTA. QTA and TF duties
o Read up on seminar topics and problems in advance.

o In the case where quizzes are administered, collect and organize quiz answer sheets.

o Assist with installation and operation of educational devices (audiovisual equipment
such as projectors, microphones, and two-way systems).

€ _Examples of QTA and TF duties

o Act as discussion facilitator during the seminar.

o Gather required references for seminar teaching materials based on instructor’s
directions.

15



Examples of lab course TA duties

Here is an overview of TA duties in lab courses.
The duties below are only examples; for detailed duties, confirm the class syllabus
and confer with the instructor in charge.

€ _Examples of PTA. QTA. and TF duties
o Thoroughly confirm the operation methods for lab equipment in advance.

o Distribute and collect attendance slips for the students in the lab.

€ _Examples of QTA and TF duties

o Prepare and wash lab equipment for experiments, organize reagents, prepare, assist,
and clear up simulation experiments, etc.

o Explain experiment procedures and precautions to students under the instructor’s
guidance.

o Advise students on correct handling of lab equipment and how to achieve accurate
experimental results.

o When doing experiments in groups, support students’ safe handling of dangerous
reagents and glass equipment.

o During fieldwork, clearly transmit instructor directions to students and assist in their
guidance and safety management.

16



IV. Stance as a Hirodai TA

Hirodai TAs are expected to function as intermediaries between class instructors and
their students. Moreover, they are expected to approach students and respond to their
individual requests and needs, working in cooperation with instructors to consider what
kind of support is needed to deliver better classes.

Here let us remind ourselves of the five important points of serving as a Hirodai TA:
(1) responsibilities and attitudes of TAs, (2) preventing harassment, (3) consideration of
diversity, LGBT issues, etc., (4) protection of privacy, and (5) accessibility
considerations.

(1) Responsibilities and attitudes of TAs

The final responsibility for class content, educational methods, grading and so on lies
with the class instructor. TAs may come up with opinions and proposals for class
practices during their duties, but they are not authorized to carry these out without prior
permission from the instructor. Instead, these opinions and proposals should be
conveyed to the class instructor; consistent communication and cooperation between
TAs and instructors will lead to new findings which will in turn lead to improvement in
the class itself.

Student interactions, relationship between TA and students

With regard to questions and consultations from students, it is important as an
educational practice not to provide exact answers but to give only hints that will lead
students to research and think for themselves. TAs can also take time to reflect on
questions they do not know the answers to, consulting with the class instructor in order
to prepare advice for the next class session or meeting with the student. If you are unsure
of your answer, do not provide careless answers or answers without sufficient
preparation.

Some students might try to become friendly with their TAs. While maintaining good
student relations is important, the nature of the relationship between TAs and students
IS not the same as the relationship between friends. Keep in mind your respective
positions as TAs and students in order to maintain a good relationship.

17



Approaching classes from the “role of a teacher”

During class, the TA is in the teacher’s position: in addition to familiarizing
themselves with the class content and objectives in advance so as to be able to respond
to student questions, they may also admonish students who are chattering or give
instructions to latecomers. Be sure to maintain the appropriate dress, appearance,
language, and behavior as an educator. When forced to be absent from TA duties, contact
the class instructor in advance for instructions.

Balance with academics

While TAs are in the “teacher’s position,” the main occupation of students is their
academics. Acting as a TA provides various discoveries as an educator, but should never
interfere with the TAs’ own classes and research. To this end, Hiroshima University caps
th

18



(2) Preventing harassment

The Employment Regulations of Hiroshima University prohibit acts of harassment. Persons
engaging in harassment will be subjected to penalties and disciplinary actions. Correctly
understand what harassment is and interact appropriately with students.

Sexual harassment

This can be defined as unwanted and inappropriate sexual language or behavior which
disadvantages the other party academically or professionally, or negatively affects the
academic or workplace environment. Language or behavior such as those below may constitute
sexual harassment regardless of gender.

o Persistently asking for contact information or asking the other person for a date against
their will.

o Touching the other person’s body or hair or gazing at them when there is no professional
need to do so.

o Imposing stereotypical gender roles of “femininity” or “masculinity” on another party

o Showing or using sexual images or videos when there is no professional need to do so.

Power harassment/academic harassment

This can be defined as inappropriate language or behavior using a superior position in a school
or workplace to disadvantage the other party or to negatively affect the academic or workplace
environment. Language or behavior such as those below may constitute academic or power
harassment.

o Private use or leakage of personal information obtained professionally.

o Forcing another party to take on general or personal work unrelated to education or research.
o Refusal to accept an assignment or report without a valid reason.

o Allowing personal feelings to affect attitudes in a professional context.

o Corporal punishment, public humiliation or scolding disguised as guidance.

o Refusal to impart information to specific students without a valid reason.

How not to become a perpetrator of harassment

o Students are not your subordinates. Always respect their feelings and positions, even if
they are younger than you.

o Disciplining or admonishing students with bad attitudes or rule-breaking does not
constitute harassment. Handle the situation rationally without becoming emotional. Avoid

19



bringing personal feelings or values into educational instruction, or imposing them on
others.

If you become a victim of harassment

TAs conduct their duties in accordance with the class instructor’s directions. In some cases,
those directions may exceed the scope of TA duties or include inappropriate language or
behavior. If this happens, do not hesitate to consult your instructor or the Harassment
Consultation Office as soon as possible.

Hiroshima University has created the Hiroshima University Harassment Prevention
Guidelines to raise awareness about harassment and to prevent the occurrence of harassment.
Be sure to understand what constitutes harassment thoroughly in order to avoid becoming either

a perpetrator or a victim of harassment.

[Reference] Hiroshima University Harassment Prevention Guidelines

® https://www.hiroshima-u.ac.jp/harass/siryo/quideline

Harassment Consultation Office

1 Higashi-Hiroshima Campus Harassment Consultation Office (Central
Library Basement)
Monday to Friday, 10:00 to 17:00
1 Kasumi Campus Harassment Consultation Office (Common Building
Floors 1-3)
Monday to Friday, 13:00 to 19:00
1 Higashi-Senda Campus Harassment Consultation Office (Common
Facility Building B B-107)
Reservations open once a week, 13:00 to 17:00

E-mail harassos@hiroshima-u.ac.jp

20
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(3) Consideration for diversity, LGBT issues, etc.

Hiroshima University’s goals are to accept diverse component members, respect
individual ideas, eliminate discrimination, and enable all its members to fulfill their
potential in a safe environment. To this end, TAs are also to consider diversity, LGBT
issues and so on with regard to students in the pursuit of their duties. In particular, check
Hiroshima University’s guidelines on the enroliment of LGBT+ students.

General language and behavior in class

During class, all students are equally respected regardless of gender expression. No
student is to be excluded, disrespected, or given difficulty while attending class due
to reasons of gender expression.

Take good care to avoid drawing undue attention to students’ gender expression
during class. Moreover, discriminatory jokes, mockery, or teasing in class based on
sexual identity, orientation, expression, or physical sexual characteristics will not be
tolerated. Be very careful to avoid questions or directions forcing students to expose
private issues. Freedom of speech and freedom of religion are protected on campus.
Refer to the guidelines below for more details.

[Reference] Policies and Guidelines for Respecting Gender and Sexual Diversity
(December 2019)

* https://www.hiroshima-u.ac.jp/system/files/133428/Policies and Guidelines for Respe

cting Gender and Sexual Diversity JP.pdf

21
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(4) Protection of privacy

TAs frequently encounter students’ personal information when distributing and collecting
attendance cards or upon report submission. Leakages of personal information may lead to
suing for damages or calling the university’s social responsibility into question. Be very careful
when handling students’ personal information such as grades and email addresses.

Precautions for obtaining and using personal information

1. When obtaining personal information for TA duties, first explain clearly to the relevant
parties in writing, etc., what it will be used for. At this time, obtain only the information

needed and nothing else.

2. Use personal information only within the scope of the usage purpose and for no others,

even work-related purposes.

3. Do not reveal personal information obtained in the course of TA duties to anyone within or

outside the university.

4. Never take information related to TA duties out of the university. When carrying

information within the university, be extremely careful to avoid losing it.

5. Store personal information (in particular, students’ grades, contact information, etc.) with

great care, based on the instructor’s directions.

6. When handling personal information on a computer, etc., use the following security settings.

PC Antivirus software installation, updates to latest versions of the OS and
software, password lock, immediate deletion of information that is no

longer needed

When personal information must be transported, avoid easily lost USB memory sticks, etc.,
and use cloud storage with suitable access settings. In this case as well, delete information

which is no longer needed immediately.
The university’s OneDrive or other similar services may be used as the “cloud storage with

suitable access settings” referred to above. For other services, see the Media Center’s

“Hiroshima University Cloud Services Usage Guidelines.”

22



“Personal information”:

Information concerning an individual which can be used to identify that individual.
Specifically, basic information such as name, date of birth, gender, address, telephone
number, MyNumber, family composition, etc., as well as information which may reveal
something about individual lives such as academic background, student number, grades,
credit card number, health record, hospital records, site of birth registration, photographs,
video images, etc.

[Reference] Hiroshima University Cloud Services Usage Guidelines
* https://www.media.hiroshima-u.ac.jp/aboutus/cloudguide/

(5) Accessibility considerations

Some students at Hiroshima University require consideration for accessibility (ease
of use/participation) due to visual or hearing impairments, or difficulty with writing or
mobility. In order to ensure that all students have equal opportunities to learn, TAs are
asked to provide the needed consideration and help to students r

23
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Accessibility Center

The university Accessibility Center is located on the Higashi-
Hiroshima Campus and handles related consultations. Online
accessibility lectures are also streamed via Bb9.
TEL:082-424-6324

E-mail:achu@hiroshima-u.ac.jp

URL.: https://www.achu.hiroshima-u.ac.jp/

24



V.Q&A

Various doubts and questions may arise in the course of performing Hirodai TA duties.

25



judgment. Check these situations thoroughly in advance with the class
instructor.

Is it harassment if a TA attends students’ after-class parties?

A Attending such parties is in itself fine. However, it may become
harassment if the TA uses their position to enforce party attendance or if the
party involves immoderate behaviour (underage drinking, etc.). If
attendance at the party is by free will and if the party is conducted
moderately and bears no connection to academic evaluation in class, there is
no problem.

What should I do if I am suddenly unable to perform TA duties?

A First, follow the instructions from the class instructor. In some cases,
additional procedures are required; apply as soon as possible to the relevant
School or Graduate School office, etc.

Is it possible to perform TA duties if the class times listed on the syllabus for my

course overlap with the class times | will be working on as a TA?

A If for some reason you are able to work as a TA for another class during
your course time, please consult with the instructors of both the class you
are taking and the class in which you will work as a TA to determine whether
you can secure study time for the class you are taking and the educational
effect of your TA work.

Q Will being a TA interfere with my research work?

A TA duties take up time not only in-class but also before- and after-class
for preparatory work, meetings with class instructors, support for students,
and so on. Therefore, if the time required for TA duties becomes excessive
or in the case where complications arise, first consult with your class
instructor. The Hirodai TA system is intended to enable its TAs to enhance
their understanding of their own educational activities through providing
support and assistance as an educator in class.

Will the TA salary lead to problems with tuition exemptions?

A If you have additional sources of income other than the TA salary and the
total income exceeds a stipulated amount, you may become ineligible for

26



Hiroshima University tuition exemptions. Check with the Student Services
Group (tuition exemption officer) for more details.

[Reference] https://www.hiroshima-u.ac.jp/nyugaku/gakuhi/jyugyoryo

27
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VI. Glossary

The glossary is a list of useful terms for TAs as independent educators taking part in
educational activities at Hiroshima University.
Make use of them in your TA duties when communicating with the class instructor,
and also to deepen your understanding of your own educational activities.

(Alphabetical order)

Active learning|

A collective term for teaching and learning methods which incorporate active
participation of students into a study process, rather than the method of education in a
form of lecture given unilaterally by a teacher. Through learning actively, the learners
develop versatile capabilities including cognitive, ethical, and social capacities, culture,
knowledge, and experience. Active learning includes discovery learning, problem
solving learning, experiential learning, and investigative learning. Group discussions,
collaborative learning, debate, and group workshops are also effective methods of active
learning.

[Source] MEXT website “Toward a qualitative change in university education in order to construct new futures: Toward uni

versities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary® https://www.mex

t.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048_3.pdf, accessed August 18, 2020,

Class numbering
At Hiroshima University, classes are categorized by learning stage, main language

used, and academic field (field/subfield). In addition, each class is assigned a “lecture
classification code” in order to distinguish courses separately.

[Source] Hiroshima University website “Momiji Student Information System” " https:/momiji.hiroshima-u.ac.jp/momiji-top/I

earning/numbering.html, accessed XX YY, 2020,

Early Hiroshima University Graduate School courses for undergraduate students
Hiroshima University offers academically excellent undergraduate students intending

to enter graduate school the opportunity to enroll in graduate school courses for credit.
In this system, the credits earned apply only when enrolling in the relevant Hiroshima
University Graduate School after graduation; students may include these credits up to

28



those stipulated by the Graduate School, not exceeding 10, in the credits required to
complete the graduate course. The objective is to link undergraduate and graduate
education more closely.

[Source] Hiroshima University website “Momiji Student Information System” " https://momiji.hiroshima-u.ac.jp/momiji-top/I

earning/soukirisyu.html, accessed August 18, 2020,

FD (Faculty Development)
The overall term for the organized initiatives intended to improve and increase

faculty’s pedagogical content and teaching methods. At Hiroshima University, it is
defined as “the overall term for organized initiatives involved with quality development
of the teaching staff, focusing on improvement of educational content and methods, in
order to realize the University’s guiding principles and objectives.”

[Source] MEXT website “Toward a qualitative change in university education in order to construct new futures: Toward
universities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary” " https://w
ww.mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048_3.pdf, accessed August 18,
2020, ; Hiroshima University website, “FD activities at Hiroshima University (Response),”" https://www.hiroshima-

u.ac.jp/about/about/organization/education/fd, accessed August 18, 2020,

GPA system

A type of student evaluation. Grades for each class are assigned on a five-level basis
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other Schools. Students may select one program and, upon receiving permission, take
courses from this program from their second year onwards.

[Source] Hiroshima University “Guide for AY2020 Applicants: What can you study at Hiroshima University?”, p. 14

Online learning system
Systems that support teaching and learning through the use of ICT, such as LMS

(Learning Management System) and online conferencing tools, are called "online
learning systems”. The university is developing and operating the system for smooth
use, including data linkage with the "Momiji" student information system. The use of
the system is not determined by the university as a whole, but is left to the discretion of
the faculty member in charge of the system.

[Source] Hiroshima University website “Hiroshima University online learning system” ° https://webct.riise.hiroshima-u.ac.jp

f/index.html, accessed August 18, 2020,

A collection of the outcomes of the learning process over a long period of time (for
example, learning objectives/plans and check sheets, reference materials collected for
assignments and their current status, reports/essays, grade/credit reports, etc.). As
needed, these can be selected systematically to evaluate achievement, including the
learning process, in order to determine the issues that need to be worked on in order to
progress to the next level.

Hiroshima University conducts various initiatives such as e-portfolios and teaching
license portfolios.

[Source] MEXT website “Grand design for higher education toward 2040 (Response,” “Glossary” (https://www.mext.go.jp/b_
menu/shingi/chukyo/chukyo0O/toushin/1411360.htm), Hiroshima University website (https://home.hiroshima-u.ac.jp/eport/ ,
http://s-ja.hiroshima-u.jp/upload_files/download_files/e-portfolio_system_manual_Japanese.pdf) (all accessed August 18,

2020)

\Preparing Future Faculty Course, Basic Preparing Future Faculty{
A course offered by Hiroshima University for graduate students seeking TF

qualifications and those interested in university education and the work of university
faculty. Eligible students of the Preparing Future Faculty Course are those who
belonging to Educational Studies Program, Doctoral course, Graduate School of
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humanities and Social Sciences and eligible students of the Basic Preparing Future
Faculty are M2 and above students in all graduate schools.

Quarter (4-term system)|
Hiroshima University divides each of its two semesters in half to create a four-term

class system. From AY 2015 onwards, term courses (eight-week courses meeting twice
a week) have been added to the existing semester courses (sixteen-week courses meeting
once a week, held in the first or second semesters), with the former as the main course
format.

[Source] Hiroshima University website “Introduction of quarters” (https://www.hiroshima-u.ac.jp/sgu/page03_01, accessed A

ugust 18, 2020)

Specified programs
Programs at Hiroshima University intended to offer learning in fields not handled at

specialized levels in major programs (see above) (advanced language study, etc.) or
qualifications (curator, school librarian, etc.).

[Source] Hiroshima University “Guide for AY2020 Applicants: What can you study at Hiroshima University?”, p. 14

The detailed lesson plan for each course. Generally includes the university course
name, class instructor, course objectives, content for each class, grading method and
criteria, specific directions for study preparation, textbook and reference books,
conditions for enrollment, etc., as a basis for students to prepare for each course. Should
clearly indicate course goals, student learning content, study preparation content,
grading method/criteria, etc.

[Source] MEXT website “Toward a qualitative change in university education in order to construct new futures: Toward uni
versities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary” (https://www.me

xt.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048_3.pdf, accessed August 18, 2020)

TA (teaching assistant)
An initiative in which outstanding students are given the opportunity, as an

educational opportunity for them, to provide advice and educational assistance in
learning and practical work to under
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[Source] MEXT website “Toward a qualitative change in university education in order to construct new futures: Toward un
iversities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary” (https://www.me

xt.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048_3.pdf, accessed August 18, 2020)

Tutor system

A system at Hiroshima University in which multiple faculty members are assigned to
departments and courses as tutors for individual students, providing overall support for
learning, university facility use, etc. from enrollment through graduation.

[Source] Hiroshima University “Guide for AY2020 Applicants: What can you study at Hiroshima University?” p. 95

32



VI. Materials

16 4 1
A G )
DuCh Ho ablDx X Y
« )

1,x = A ] i ( 16 4 1 i 102 )xi s0Kb
sL-ADUNCE Ho ablID(DPUICK He=KUT™ 3KgwudHDUICT Hu,
ablD g &=dd a"DvVIch Hs ablDer C - 1 #2TAPIE O)s L \

{>x +H . e AHN HXPNSsdAwl ( 20 3 28 1 70
)X Yo © TRIXNHRC
2 ¥x X3x TAs 1 AMR , eXNSiHL 50 Bz 1 >
AN, eNn X Y ( 16 101 N ( H ) ) FAi
nFMS=LC
( x .=e )
2 VETE AP Oz Vs HB gV s = o e
TS ° N | e Thens=*L | fx YV 5 ~i
NzAXDKAE X0 x © Annds s =1 s*LU
X s "hkFkne  Xx nwAc
( )
3 TAZ ] ¥+ U x\ A z T ( e/ =G
-1 POV 5 & T aw X Ser U F s +iax
noAac
« W)

4 TAn=z1 HLpn>xxmbl =\ X\ z Vs =& py\ n+Ac
« )

5 TA = sty H[=\ U W +° ‘ F
) A P ‘ - s Fblb =zFz o
Ve T pSe X sIS X gt v =ZV n#
Y c
2 a . e S 1z A\ DUMCE Hs ablD « 7 vdkel
) 28 2 12 Hoy % EH . e s \ ¥V Ser B F
LE S dalal oc
« )
6 TAX Z | e L w z\ nrAc
( = )

33



7 TAX X s uflz X sgr 4 2+i83axn+—Ac
1) s \ sA+HlL  yOK=IDV TIe ¥nc

(2) {s=2 <% ¥ M e ¥ne

(B) TA x> X  OXM e FNC

@ YV x ‘ S w By *v  RenS

(5) A ’ | (DC)eTAR=L =+ = Y

Ix Vv s w ar *ustiens
C )
8 ¥ 5 TRIXXETAX | x siz ¢ = \ DU
MEK Ko ablD  « 7 vdkeXl 28 2 12 Hoy °  CH
N s \ U Ser I TRLIxNHAG

X Z 16 4 1 >4 +HAG

( 21 3 16 7 . )
X Z 21 3 16 x4 = ¥>x s*i XDUCE Ho ablDx
x % X =z 20 4 1 x4 +AG
( 227 19 . )
X Z 22 7 1 x4 =zZ#¥x s*i >XDUCE Ho ablDx
x % X = 22 4 1 x4 +AG
( 23 419 7. )
X Z 23 4 19 x4 = ¥>x si *xDuUICE Ho ablD
pod x % X = 23 4 1 xd +wAG
( 28 530 7. )
X Z 28 5 30 x4 =Z¥x s*i xDuCK Ho ablD
pod x % X = 28 4 1 xd +AG

34



A\ DUICHE W ablD  « 7 vdkv

28 2 12
H 4 ° FH
*x vdkvlz VT 1 2 APy UG SeRADUICE Ho ablD - 1 *TAP

n: S hod [k xXXL © TRap>xmXAG

STA x €3 TA Yo 2(

35



oTA X e g TA Yo 3( )

4 TA = ] <y VxV A z “ e T ey =G
T pSV 5 i Ser L F s +Raxn—Alc
PTA Zz X xS = QTA zsdsdva d TIxé+ KDYID4Y >
dHEaDKV 71 +  Z TFZPTA, ¢ QTAX 51 v L { >
H  x3n ©  +Hlenanblcre N TAw mbl y z xn
elnz Y »L  (er Zz [V vblbYs T xoyml  Ser 4w
AG

Sg RA K UgHs ablDs g4~k & Z RA X A S S TA >

Awe nxdrr [m o s rilenembAc

° > Y=g TA Yo 7C =)

5 {{x vz TAw: =1 | © mble, YV snfl v X7
4 mxXBken, g m> zZ {we Ene  zoouym TA Yo o> 2

m FTJaoj, L x4 s =2+lEnG
@ s\ sinlL  pOK=IDU TS ¥nC

TAwe =i 3 A Sgr 199K=1DV] T1e =i
NG
3] 1s=1 <% ¥ " © ¥Fnc
(3) ¥V ‘ S © By *v  HRene
) \ ' { ¢ 1 =DCPryy VO TANR=L +i Z
IyDCx V5 v ar *vsHilenS
DCeTANnzl =& = DCnzlx T s =zZyr"., =Y m

TA S sihlernG

2\ H w x V&g TA Yo 7C = )

6 TAX [ x s Ufl HAY H oy x vz TA Y 5
T4 x3 nHAaG

@ s Y siA+i  prOK=IDV The ¥nc

TA % s =z TAXx AHN  eNPNSAHA g s TAX
>+ fb  sgr L ©K=IDY TS +=lgns
(2)TA  xI>%= X  OSM nhEnG
ZU TA s> x S\ 2 sdg TASel =z=u {, g TAxI
© Ayl Sdx x Soe\| Hiws, FRENG
(3)DCeTANnzlL =& Zz YDCx V 5 ®w ag *vs-i¥rnc
DCeTANnzl +& = DCnzlx T s =z ", =ZY m

TA S sihlernG

36



7 F > nydt v zl ZTA x sI9 eifzre
FJTAX S FNSreo s¥xfilz il NTAX s 7 WLl x
v = Syz s e FNEerr o y! Hiog TRhenG

gV H w x =z 7 uvdkeisWfu TA Xt gi+Hd e WX
v z sSWEu TA X« © HAG

a_._x €

9TANzl svul Z TAs & » =zunbz {>x e & H

(=) H_!,_Fr]G

10 7 vdkvls Thaxxss, © z ' vbibYin T ooy N
¥ Ser b Tlrnemblisxn-ic

> vdkvlz 28 2 12 x4 +=HAG

( 28 11 11 5 . )

> vdkvlz 28 11 11 s34 +AG
( 7 23 7 . )

> vdkvlz > HAG
( 241 5. )

> vdkvlz x4 A6
( 4 3 31 5 . )

> vdkvlz x+ HAC
( q . )

> vdkvl =z | HAG

37



DUICK Ho ablD .
Implementation Report of Phoenix Teaching Assistant (PTA)

\ /Student Name
\ /Student ID
N H v /Affiliation
TANnzl ZY9 12} /Name of the class in charge of TA
’ { /Name of Instructor
{ /A /Period of Employment
A /Actual Time
/The Contents of Duties
° PTAe furnm zyn Ik /Gains from being a PTA
‘#x U ks & /Other Comments
0 A>x sgr A7 s o ==zuc
All of the above contents have been approved by the instructor in charge of
the class.
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DUVCE Ho ablDp
Result Report of Qualified Teaching Assistant (QTA)

\ /Student Name
\ /Student ID
N H v /Affiliation
‘"TAnz1l ZY 2} /Name of the class in charge of TA

°

’ | /Name of Instructor

/Number of Participants
/Duties

°

°

{ / /Period of employment
A /Actual Time

°

- & > /Activity report & Self-evaluation

o

a- 1> 3 {wre nzlxxpux < Y=L mnec
1s 7 % sor ' zh3dfu sex oXyule zFos, C

Yy > > /Evaluation: Grade of preparation
y n i+ *=Fmbuy/Very well done y =Fmbuy/well done y gdn#:
&+ /Neither y XsUlmbyfu/Not very good y mb y<«¥ug/Not
good
Ty > s/Evaluation: Appropriateness of teaching
y n 3+ =Fmbu/Very well done y =Fmbuy/well done y gphdn#:
&+ /Neither y XsUlmbyxfu/Not very good y mb y<«fug/Not
good
21 DX /Evaluation: Behavior toward students
y n i3+ *=Fmbuy/Very well done y =Fmbuyu/well done y ghdn#:
&+ /Neither y XsUUmbyfu/Not very good y mb y<«fug/Not
good
° 94 > ° /Evaluation: Understanding of students
y n i3+ *=Fmbuy/Very well done y =Fmbuyu/well done y ghdn#:
&+ /Neither y XsUUmbyxfu/Not very good y mb y<«fug/Not

good

Jryg i° sntl snfl { snflyp
Gains (for students, for QTA, for instructor in charge, etc.)

0 A>x sgr A3 Is = ==y

All of the above contents have been approved by the instructor in

charge of the class.
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DucE He=kU TF,
Report of Teaching Fellow (TF) Activities

A /Student Name
A /Student ID
v /Affiliation
"TAnzl =z=u v /Name of the class in charge of TA
) { /Name of the Instructor
/Number of Students
I / /Period of employment
A /Actual Time
- Y /Activity report & Self-evaluation

.1 > =3 {e nzlxxprux e 5nL  mne {s
4 sgr b zh3+dfu sIex exXyyle zllFosr G

" TE X 5’ X X  /Assessment: Preparation
y n 3 *Fmbuy/Excellent y =Fmbuy/Good y gphdn+: ¢+ /Standard
y Xeslmby<«fuy/Poor y mby<fyg/Very poor
"TF x 9 W osA —E Y H L0
Assessment: Understanding of the course (learning outcome, construction of
the course)
y n 3+ *Fmbuy/Excellent y =Fmbuy/Good y gphdn+: ¢+ /Standard

y Xeslmby<«fu/Poor y mby<fyg/Very poor
" TE xg 21 Dox /Assessment: Behavior toward students

y n 3 *Fmbuy/Excellent y =Fmbu/Good y gphdn+: ¢+ /Standard

y Xeslmby<«fu/Poor y mby<fyg/Very poor
" TE X 2’1 A=k ° /Assessment: Understanding of students

y n#+*=Fmbuy/Excellent y =Fmbuy/Good y phdn#:  xr /Standard
y Xeslmby<«fu/Poor y mbyfyg/Very poor
TR N g sgr U hilDezlFfos: ©
"VBONE, LIVE, O BWWSZIA OO3PI, 022I32NONSZBAA 37, PS, B1BA NS08PYZ L, OSMYHTSA
TR X U pxTdEvracey  =SHG6
Please give advice to the TF for his/her future teaching and learning
activities.

0 A% sor A9 s o =s=zuc
All of the above contents have been approved by the instructor in charge of

the class.
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The following materials were used as reference when compiling this handbook, for which
the editors are most grateful.

o “What can you learn at Hiroshima University? Guide for AY2020 Applicants”

o “Guide to Hiroshima University 2019-2020”

o MEXT *“Glossary” (Toward a qualitative change in university education to construct new
futures: Toward universities cultivating lifelong learning and the ability for independent
thought (Response), 2012

https://www.mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/
04/1325048 3.pdf (last accessed August 18, 2020)

o MEXT “Glossary” (Towards 2040 - Grand design for higher education (Response), 2018
https://www.mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2018/12/
17/1411360 6 1.pdf (last accessed August 18, 2020)
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[Editors’ Notes]

The new TA Handbook has been compiled in accordance with the practice of education at
Hiroshima University and its educational environment, with the cooperation and support of the
Hiroshima University Center for Academic Practice and Resources and the TA System
Planning and Management Working Group. From AY2016 on, Hiroshima University has
adopted a new three-level TA system, with many TAs active in each School and Graduate
School. It is hoped that this Handbook will be put to use by everyone involved with the TA
system at Hiroshima University.

Finally, the creation of this handbook has drawn on various reference materials and examples
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