New Faculty and Visitors Handbook
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1. I ntroduction

la
TheUniversity of California Office of the President maintainsa general Faculty
Handbookapplicable to all UC campuses. It can be foundon-lineat:
http://www.ucop edu/acadadv/acadpa s’handbook/
Whileit iswritten primarily for ladde rank faculty many sectionsare applicable to non
Senate faculty and other academic appointments. Topics covered indude

* Key features of theuniversity

* University govenance and administration

* Teaching and student relations

* Grievances

* TheUC Libraries
E and many areas relating to appointment and advancement, research, benefits and
privileges etc.

1b.
Genegd informationis adso available at:
http://www.ucsd.edufaculty.html
This coves:

e Academic units
Faculty groups
Campusservices
Policies
Student suppott
Additiond resources
Local information

lc

Therules and regulationsand al department listings can be foundin the General Catalog,
available at the Price Center Bookdore or on-line

http://www.ucsd.edu/catal og/

1d.
Theacademic and administrative calenda is available at:
http://registrar.ucsd.eduver2/academics/caendas/calendas.html

le

A full list of UCSD Academic Senae educationd policies and procedures can befound
a:

http://www-senate.ucsd.edu/epg.htm




2. M athematics Department Visitors L evel of Services
Approved by Mathematics Department Coundl 9/13/01

Visiting Teaching Faculty

Private Office (If possible)

LongDistance Authorization (Maximum $15/mo.)
UCSD ID Card - Paid by Department

Computer Accounton Departmental Server

Copier Use (Indructiond & Research/No current limit)
Mailing Charges (Research/No current limit)

Technical Typing Services (Indructiond & Research)
Office Supplies (No current limit)

Use of Computer Workstationin Office

0. Useof Graduae ComputingLabs

HOONOOAWNE

Visiting Researchers (UC salaried)

Shared Office

LongDistance Authorization (Grant Funded only)
UCSD ID Card - Paid by Individud

Computer Accounton Departmental Server

Copier use (Grant Funded only)

Mailing Charges (Grant Funded)

Technical Typing Services (Priority 3 behind Permanent and Visiting Teaching
Faculty)

Office Supplies (Grant Recharged only)

Use of Computer Workstationin Office (If possible)
0. Useof Graduae ComputingLabs

NookrwbhE

B © ©

Visiting Scholars (Non-UC Funded)

Shared Office

Shared Local TelephoneUse

UCSD ID Card - Paid by Individud
Computer Accounton Departmental Server
Copier Use (Grant Funded only)

Mailing Charges (Grant Funded)

Office Supplies (Grant Recharged only)
Use of Graduae Computing Labs

ONOOAWNE



3. Information especially for new faculty and visitors
3a.Overview

1. UCSD hasa10week quater it isvery fast-paced, particularly if you are not
used to this system. We try to cover the equivalent of a semester® worth of
material in 10 weeks.

2. Thestudents are often not as prepared as you expect they may beand may need
review before too much new material is covered.

3. TheUndergraduae Affairs Office DThe Front Desk, staffed by Holly Proudfoct
and Scott Rollansis the main point of contact for administrative requests and
genea course related questions Y ou woud goto them for:

a. Issuesregarding your classes; enrollment etc

b. Accessto TritonLink Bthe UCSD Student/Class Information site. From
here you can download class rogers, see phobsof enrolled students and
email aclassligt.

c. Textbooks

d. TA dlocations

e. Sample syllabi hard copies; aso available at
http://www.math.ucsd.edu/ - unde GResources D Course SyllabiO

f. Incompletes, special exam requests, overflow exam rooms etc

4. Yourspon®risagoodsource for course history and more academic questions It
isther responsbility to hdp you obtain theinformation and materials you need to
perform your duties.

5. Main Administrative Deadlines are:

a Endof 2" week to add classes
b. Endof 4" week to changegrading option or drop without pendty
c. Endof 9" week to dropwith a WO

3b. Classes

1.

Undeagraduae Math classes are amog aways scheduled to meet for 50 minutes
each Mondg/, Wednesday, Friday with a discussion section met by ateaching
assistant (TA) each Tuesday or Thursday.

Be sure to provide by handout on your webdte, or both
a. A gyllabusat thebeginning of thequater
b. Wha you bdieve a student should know before starting this class
c. Homework expectations
d. How youwill grade theweighting of thevariouscomponents
e. Date of exams



3. Typically aclass hastwo midterms and afind. Students appreciate thefirst
midterm to be before the end of Week 4, thelast opportunity to drop a class
withouta QVObeng assigned.

4. Schedule of Classesis available at:
https://www-act.ucsd.edu/cgi-bin/blink.pl/3/faculty/schedule of classes.pl

5. Beontimeto class. Locate andingpect theroom(s) you have been assigned prior
to thefirst day of class. Mod lecture hdls are electronically fully equipped.

6. Useamicrophone paticularly inthebigge classroonms. Wireless Microphone
areindalled in al largelecture roons.

7. Do NOT sign Add/Drop cards Students add/dropAvait list etc throughan ontline
registration system, WebReg. (Exception: extendon students if space available)

8. Do notleave town during finds. Exam results are generally dueat the Registrar
by noonof theweek following thefinds. Absences require prior permission from
the Char and another indructor mug cover theclass.

9. About3 office hours per week are expected fromthelecturer. Students appreciate
additiond office hoursin exam periods

3c. UCSD Policy on Integrity of Scholarship
The policy itself can be found at:
http://www-senate.ucsd.edu/manual/appendices/app2.htm, but in brief is as follows:

1. When you find a suspected case of cheating, report it to the new Academic
Integrity Coordinator (AIC), Dr. Tricia Bertram Gallant, (858-822-2163; email:
aic@ucsd.edu).

2. The AIC will report your case to the Dean of Student Affairs of the appropriate
college, who will contact you to discuss the evidence, possible consequences for
the student, and procedures

3. You, of course, can meet with the student yourself to discuss the issue, but
don’t have to.

4. The Dean of Student Affairs will arrange to meet with the student. If the
student accepts the charges, you are finished, except for assigning whatever grade
you think is appropriate.

5. If the student decides to contest the charges, either you (or if you prefer, the
AIC) will appear at a formal hearing where both sides of the case will be
presented. The Hearing Board will decide based upon the “preponderance of the
evidence”.

6. Please note that throughout this process only instructors have the right to bring
or drop charges of academic dishonesty, and to assign the grade. The Council of
Deans imposes any administrative sanction (e.g., probation or suspension).



3d. Teaching Assistantsand Graders

Duties and Responsibilities For Teaching AssistantsbJohn Egge's

The demandson a teaching assistant may vary from one professor and course to another;
however, the workload should not exceed 20 hours per week on average and should
nomally range between 10 and 12 hours per week, unless there is an exam scheduled.
Here is an approximate outine of a teaching assistant® workload in a lower division
course during atypical week:

Conduct discussion sections 4 hours
Hold office hours 4 hours
Prepare for sections and office hours | 2 hours
Meet with instructor 1% hour
Maintain records 1 hour

A more detailed set of indructionsto TAsis provided bdow.

Meet with the instructors of the courses in which you will assist. Do this BEFORE
thefirst lecture. Discuss office hours, syllabi, duties, etc. It isrecommended that you set
up a weekly meeting time with your ingructor. You will find tha everything runsmore
smoothly if you meet with the ingructor on a weekly basis, if even for jug a couple of
minutes.

Conduct discussion sections. Here are some genega guiddines for conduding
successful discussion sections

a) Sectionsprovide a chance for students to ask questionsand get feedback, which is not
easily donein a large lecture. Generaly, a TA is expected to go over homework and
exam problems with students. Thisis an oppotunity to demongrate conaete applications
of prindples covered in class. The focus should be on the ideas behind the problems,
with less emphasis on details of calculations and mechanical procedures. Encourage
students to think aboutthe methodsthey use, advantages of aternaive methods ways to
check thar answers, and theeffect on a problem of changing the conditions

b) Make sure the students can hear you clearly. Ask the class for quiet if necessary. Your
presentations on the boad should be neat and ordely. This is hard to judge near the
boad, so occasiondly step back to get the studentsOperspective. Make frequent eye
contact with the students.

c) Maximize student input Ask the students wha they like and didike, to hdp you
determine wha is useful to them. Encourage questionsN ask some of your own if
students don®  Getting students to participae and do problems at the boad is aso
encouraged. Although efficiency may be sacrificed, the students will learn from each
othe® mistakes. They will become more involved and less likely to simply copy down
wha you put on theboad withoutundestanding it. Furthermore, they will learn how to
explain ther reasoning clearly, usng prope mathematical languaye



d) If thefirst lecture of the quater is on a Friday, sectionsdo not meet on the previous
Thursday; smilarly, if the first lecture is on a Wednesday, sectionsdo not meet on the
previous Tuesday. If the first lecture is a Monday, ask the ingructor whether sections
should meet tha week.

Make arrangementsto cover absences. Being absent from your dutiesasa TA isonly
judified in the case of amath-related activity (such as presenting a pape at a meeting), or
a family emergency. Your students depend on the relationship they have with you as
thar TA and expect tha you will be available for them throughoutthe quater In the
event tha you are unable to condud your discussion (or computer 1ab) sections it is your
responsbility to notify theingructor and arrangefor another TA to cover your sections
If you will be absent for four (4) or more days, you mug submit a graduae student
departmental leave form (see endosaure); this also applies to absences at the beginning of
a quater. Failure to obtain approval via a leave form could result in your pay being
withhdd for the period of the absence.

Meet regularly with theinstructor. As mentioned above it is advisable to meet weekly
with theindructor. These meetingsshould be brief; they often last less than 15 minutes.
Regular meetings help you and the ingructor to stay in touch and resolve problems
promptly. Try to set up aregular meeting time with theingructor at the beginning of the
guater. Asaminimum, you should stay in regular contact with theingructor via email.

Attend the instructor@® lectures, if aked. Some ingructors may ask you to attend
lectures. Attending the lecture once per week should suffice for lower division courses,
althoughit may be advisable to attend more often in an advanced uppe division course
since doing so could save on preparation time. It is useful to attend lectures occasiondly
in any case, since doing so alows you to see theingructor@ style and perspective on the
course material.

Prepare thoroughly for office hours and section meetings  Get the homework
problems as soonas possible from theingructor. Be sure you can do all of them ahead of
time, usng the methods and notation presented in class and in the textbook The
textbooks for many classes, induding the calculus sequences, have ingructor solution
manuds available; you may check these out at the Front Desk.

Hold office hours. You should alow a minimum of one (1) hour pe lower-division
section and two (2) hours per uppe-division section. In some calculusclasses, an hourin
the calculus lab can replace an office hour. Do not schedule office hours during the
lecture. Conault the indructor to ensure tha the ingructor@ hours do not conflict with
yours, in order tha students have a wide choice of hoursto seek hdp. Some students, for
example, have jobs and cannot attend moming office hours. Overflow rooms are
available when office hours become too crowded. Y ou might choo% to hold extra office
hours on exam weeks. You may also reserve a classroom through the Front Desk for
review sessons



Prepare homework and exam solutions. Many ingructors like to have homework and
exam solutions available on the web or at Soft Reserves. Make sure phoboopied
solutions are clear and legible. Be aware tha pendl and certain pen colors do not
photocopy well.

Keep records. Keep al therecordsfor the studentsin your sections even if theclass has
a Grader for homework. Do a careful job, following the ingructor® procedures closely.
Gradebooksare available from the Front Desk. Y ou are encouraged to keep records on
Microsoft Excel, which is available onthe PCs and Macs in our computer labs Save your
records to the departmental file server (eudid). Thefront desk will, uponrequest, email
you a roger in Excel format. Always keep current pgoe copies of your records in
addition to thedigital copies, and periodically give copiesto theingructor. It is advisable
to retain these recordsfor oneyear, onefor yourself as well as a copy for the ingructor.
This practice will prove vauable in the event a grade is appedled or a student asks for a
letter of recommendaion after completing the course.  University policy requires tha
undaimed examinaion paoes be kept for one quater. If your course has a Grader,
promptly leave homework in an envdopein the Grader® mailbox o it can be returned
quickly. Even if Grades are responsible for keeping homework or quiz records be
certain tha they give you copies of them periodicdly during the quater.

Proctor exams. Proofread exams for mistakes. Know whether students are alowed to
use notes or a calculator during an exam. Arrive early at the exam location and make
sure the students are seated with spaces beween them. Normaly you may answer
guestionsduring an exam to clarify the meaning of the problems but notto assist students
in solving them. Watch out for cheating! Ask the indructor what specific procedures
you should follow if you sugpect cheating. Tell theindructor if you feel tha you need the
hdp of additiond proctors in a large class. The Front Desk can hdp with such
arrangements.

Grade. Inalargecourse, some exams may require up to 20 hours to grade. Conault the
ingructor for guiddines on how exams should be graded. Work from your own (or the
ingructor®) solutions and design a tentative grading scale for each problem. It is
extremely important to be congstent on grading from one student to another. In some
uppe division courses, you may also be asked to grade homework. If your class has
Grades, you should make sure tha ther grading is donein an effective and timely
manng.
*k%

Confidentiality. Federal and State laws and University policy provide important
safeguads for maintaining the confidentiality of student records As a TA, you are
responsble for protecting the confidentiality of studentsOwork. Consequently, students
should be informed tha homework and examinaions can only be picked up from ther
TA during poged office hours and will never beleft in hallways for students to pick up.
Neither may studentsQOscores or grades be poged in public places unless names are coded
so tha individud students cannotbe identified. Poging grades using student ID numbers
is not permitted. TAs are expected not to discussindividud studentsOacademic work with
personsothe than thefaculty member and other TAs teaching the course.



Interaction with instructor and students. Look for areas in which you can contribute
to the class and offer your hdp when needed without waiting for theingdructor to provide
directions Meet with the ingructor weekly (or at least periodically) throughoutthe
guater and always stay in email contact. It is important tha the ingructor knows how to
contact you if you mug leave town for afew days. Y ou can provide valuable feedback on
studentsQundestanding of the course material. Take a persond interest in your students.
Often you can be more hdpful to them than the ingructor because you have a more
recent experience of wha it islike to bein the studentsOshoes.

Final Exams. At the end of the quater you will have to gradefind exams and probably
compute weighted total scores on all course assignments for every student. Do an
extremely careful job as the ingructor will take your figures for granted when assigning
letter grades. Many indructors will expect statistical information such as mean scores
and distributions Y ou may aso be asked for input in deciding the grades since you will
know many of the students better than the instructor. Y ou are expected to be constantly
available to the ingructor for conailtation until find grades are turned in (usudly
Mondg or Tuesday during the week after find exams). Even if theingdructor gives you
permission to leave town earlier, stay in congant contact until theingructor confirms tha
all desired datafrom you has been received. Confirmationisimportant: Thee have been
inddents where the TA emailed afile and then left town, but thefile was never received.

Evaluation. Depatment policy stipulates tha the ingructor of every course you TA
complete an evaluaion of your paeformance at the conduson of every quater. These
are kept permanently in your student file for future reference by Department faculty and
adminigtration. Ingructors are expected to comment on your strengths and weaknesses as
aTA, andto say whethe they would accept you as a TA agan. Faculty are encouraged
to visit your sectionsto assist them in providing these evaludions

Training. Every first-time graduae TA is required to attend the department@ training
program run by the Faculty TA Training Advisor and the graduae student Senior TA.
This program congsts of six meetings hdd ove the academic year as well as
observationsof your sectionsby the Senior TA.

Resources. You are encouraged to consult with the Senior TA (http://www.math.ucsd.
edu/~seniorta/), Faculty TA Training Advisor, Graduae Vice Char, othe TAs, and/or
the Center for Teaching Development (http://wwwctd.ucsd.edu/) for hdp, advice, or
assistance in resolving problems or conflicts tha may arisein your jobasaTA. The
department cares aboutyour successasa TA!

JohnEgges (Fall 2005)
TA Training Faculty Advisor



3e Grading

Your TA(s) will take care of grading your exams (althoughyou would be welcome to
assist them) and a graduae or undegraduae grader will grade the homework or quizzes.
Of course you, as the ingructor, will set the grading scale tha determines wha level of
performance is required for a particular letter grade The Department maintains historical
grade data, table (follows), tha you may use as a guide Please avoid deviating too far
fromthenom.

GPA Averages & GradeDistribution, FA99 - present

Course | GPA Ave % A % B % C % D 9%F
10A 2.62 22 34 32 8 4
10B 2.68 26 35 27 7 5
10C 2.83 30 34 28 5 3
20A 2.63 23 34 31 6 6
20B 2.69 24 35 31 5 5
20C 2.71 25 34 31 5 4
20D 2.78 27 36 28 5 4
20E 2.70 26 33 30 7 4
20F 2.67 22 37 30 6 4

3f.

Policy on Examinations

The UCSD Academic Policy on examinaionscan be foundat:
http://www-senate.ucsd.edu/committees/cep/policychanges/midterm.htm

The Depatment expects that youwill be present during the administration of each
of your exams. TAs should also be present to hdp proctor the exam.
Y ou should putin place measures to guad againg cheating, ie multiple versions
of your exam, checking student IDs. Discuss strategies with you sponsr or other
department members.
Y ou are responsble for providing:

o find course gradesfor your courses

0 Yyour sponr with acopy of find course grade shect
Y our faculty sponr isrespongble for handling any incompletes or other
unfinished busness assodated with your courses before you leave.

3g. Palicy on Students with Disabilities

* TheUCSD policy on students with disabilities can be foundat:

http://www-senate.ucsd.edu/manud/Appendices/app3 htm

* Contact the Undegraduae Affairs Office for assistance in accommodaing
such students

10



3h. Resources

Gradude Vice Char BJmLin

Undeagraduae Vice Char Blan Abramson

Vigitor Liaison and Calculus Coordinaor BJohnEgges

Undeagraduae Affairs Office Btextbooks roomallocations TritonLink
access, TA and grader allocation etc, etc

* Adminigtrative staff in Room 7409bchdk, exam duplication, stationey etc
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