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INTRODUCTION

This brochure is issued to help you, the
Teaching Assistant (TA) at Hosei Uni-
versity, to understand your roles and re-
sponsibilities for carrying out productive
work that is part of a graduate student’s
life.

A TA is not just an assistant to faculty
members or just a part-time worker even
though you get paid by the university. TAs
play a part in higher education through
a role of supporting faculty teaching and
student learning holding an intermediary
status between student and faculty. Ex-
pectations for higher education are run-
ning high in Japan, and qualities of each
course are also required. As a TA, you
play a significant role in ensuring quality
education at the university.

You face various teaching challenges
and situations. While everything about

teaching could not possibly be included

in this brochure, you can find information
on things such as ethics, campus offices,
resources, and services available to you
and your students. We hope that the TA
experience will be a great opportunity
in your educational and research career
which may lead to you becoming a re-
searcher or a faculty member.

Faculty Development Center
Center for Higher Education
Development and Support
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PART 1 : TA ROLE ADJUSTMENT

Purpose of the TA system

Hosei University established the TA system to enrich its undergraduate education

and to provide teaching opportunities for graduate students who are in good aca-

demic standing by letting them help faculty members with the conduct and delivery

of courses (labs, seminars, etc.) and tutoring to undergraduate students. Also the

university sets the system to give TAs financial support to keep their student life

more fruitful.

In other words, the TA system is a kind of an internship program for graduate stu-

dents that provides training opportunities to be prospective faculty members.

Responsibilities and expectations

Services provided by TAs include, but are not limited to the following:

0]

Work done during class hours

Assist faculty course instruction (distributing materials, operating machines
and monitoring quizzes, etc.)

Assist faculty to establish a positive classroom environment conducive to learn-
ing (taking attendance, maintaining classroom order, lab safety checks, etc.)
Student support (giving advice and/or answering questions, hands-on tech-
nology, facilitating group discussions and/or supporting active learning, etc.)
Assist faculty to lead field trips during class hours

Work done during non-class hours

Support student presentation preparation

Assist faculty to prepare materials and/or print handouts

Set up and put away machines

Set up and put away lab material

Assist faculty attendance management (sorting attendance cards and/or reac-
tion papers, typing in attendance information, etc.)

Mark quizzes (exc. periodic tests and examinations)

Assist faculty to check and mark reports (exc. periodic papers)

Student support (giving advice and/or answering questions, etc.)

Assist faculty to lead field trips during non-class hours




(8) Other work as stated by each department

Support student thesis writing
Assist with learning activities and events organized by each department
Be a departmental website master

(4) Prohibited work for TA

Grading

Only faculty members are responsible for grading.

Concretely,

e TAs shall not mark periodic tests, examinations and papers. Regardless of
this, TAs are eligible to mark multiple choice questions for these exams.

e TAs shall not score and grade student attendance, quizzes and papers.

Secretarial work and/or work related to academic associations of faculty

members which are not related to course instructions




PART 2: PAYMENT AND RESTRICTIONS

Payment

Hosei University makes payment for TAs based on a per class basis, not per hour.
Payment for 1 class is 4,200 yen (incl. tax). E.g., if you are in charge of 2 classes per
week and work for 4 weeks in a month, you will get 33,600 yen (incl. tax) per month.

In the case you engage in extra work for marking guizzes and / or reports, another
commission-based payment will apply (see the appendix on page 16-19).

Working restrictions

TAs are restricted to work as below:
(1) Undergraduate classes
- TAs are limited to work 5 classes per week during a semester.

(2) Graduate classes
- TAs are limited to work 6 classes per week during a semester.

(3) School of Correspondence Education classes
- TAs are limited to work 4 classes a day per school week.

Please note that TAs are subject to the Rules and Regulations of the Hosei Univer-
sity Board of Trustees, the University, the Graduate School, the Faculty, and depart-
ment in which they hold employment.




PART 3 : PROCEDURES

Notice of Working Conditions ( 35 EIS&4E5E )

Hosei University will issue “Notice of Working Conditions ( #5812 )” to each
TA upon starting work in a fiscal year. TAs are responsible for reading and under-

standing the conditions.
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Work Report (HENIREE)

TAs are required to submit a
“Work Report (HE1#REE)” every
month. Fill in the date, the day of
the week and the course title as
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well as the faculty name, the num- e

ber of classes and the workplace. >
“Work Report (HE13R & E)” must
also bear the official seal of the

faculty. Be sure to submit “Work
Report (H#1#REE )" every month
to the relevant Department Office.

This report is directly connected

to the Human Resources Division

for payment.
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One-time registration for “My Number ( V17 >/\—)”
and bank account

Employees at Hosei University need a one-time registration for “My Number (¥
- 7 >~ /\—=)” and bank account for payment. Fill in the registration form for “My
Number ( ¥-17>/{—)" sent from the contractor, Payroll Inc., and a form for a bank
account (#f5RAOME &% - ZH[E ) provided by Hosei University. The completed
forms must be sent back to the senders.




PART 4 : WORK ATTITUDE

Your role as a teacher

A TA plays a role as an instructor in a class and students regard a TA as a teacher.
In other words, a TA is expected to behave like an educator. Being late or absent
without permission is not tolerated; furthermore, engaging in activities not related
to the class is strictly prohibited. Perform your daily duties with a teacher’s sense of
responsibility.

Your role as a student

The university will tell you that being a student is your primary role, that your stud-
ies take precedence over everything else. This is the reason that the university limits
working conditions.

Ask the faculty

Faculty members are primarily responsible for their classes. TAs shall follow the
instructions of the faculty member. Any inquiries regarding course instructions or
anything unclear to you, make sure to consult the faculty member.




PART 5 : SAFETY MANAGEMENT

Whenever you operate devices, work with tools or prepare experiments, be sure to
follow the faculty’s instruction instead of acting on your own. In the event of an acci-
dent, earthquake or any other emergency, follow the instructions of the faculty.

PART 6 : PROTECTION OF PERSONAL INFORMATION

The university handles a huge amount of personal information. TAs will come into
contact with personal information of many students. Be especially careful not to lose
data contained in paper documents, PCs, USB memory sticks, etc. Actively perform
security settings and make sure that the personal data are not leaked or lost.

In the event of data leakage, do not act upon your own judgement, report immedi-
ately to the faculty or the office.

PART 7 : HARASSMENT PREVENTION

The university brings together people with diverse opinions and ways of thinking.
Do not push your own ideas or opinions on other people, rather consider their view-
point and act with respect for his/her opinion. Visit “Hosei University Statement on
Diversity” at http://www.hosei.ac.jp/english/about/outline/diversity/.

If you encounter situations where you harass others or are being harassed, do not
hesitate to contact the Harassment Consultation Office at stopharrass@hosei.ac.jp.
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