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To the Faculty

This is the Hirodai TA Handbook for faculty members.

Hiroshima University has adopted a unique TA (teaching assistant) system,
known as Hirodai TA, in which TAs are divided into three levels based on the
duties they can undertake. A major pillar of this system is the fact that students
have to obtain the relevant qualifications and undergo training to acquire the
knowledge, qualities, and abilities required to carry out TA duties at their
respective levels.

As you are aware, the purpose of the TA system is to enrich the university
education experience through educational assistance in class provided by students.
This also provides training opportunities for students who are aspiring to become
university faculty members and improves their academic environments through
paid work. However, issues with the TA system have also been noted, including
the vague definition of TA duties and the lack of a well-organized system for TA
guidance and training. The Hirodai TA system is a response to these issues as well.

Alongside the faculty members, TAs support undergraduate students’ learning
activities. PTAs (Phoenix Teaching Assistants) who provide in-class assistance
such as distributing teaching and reference materials, QTAs (Qualified Teaching
Assistants) who further assist classes through discussion facilitation and laboratory
demonstrations, and TFs (Teaching Fellows), who are able to handle almost all
class duties under instructor guidance and supervision. TAs will be able to work
effectively if the faculty members understand how the new system differs from the
previous one, as well as methods for providing suitable instructions and guidance.

All faculty members are requested to read through this handbook and
collaborate with their TAs in order to develop ever higher-quality education at

Hiroshima University.

Center for Academic Practice and Resources, Hiroshima University



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,

m The Pursuit of Peace
m The Creation of New Forms of Knowledge

m The Nurturing of Well-Rounded Human Beings

m Collaboration with Local, Regional and International Communities
m 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 Systeml
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

m First-Year Internships (social experience
Since AY 2009, all first-year undergraduates have taken part in first-year

internships such as social experiences 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 future career paths and professional aptitudes, while also promoting
a meaningful use of the time spent at university.

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



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



https://www.hiroshima-u.ac.jp/nyugaku/policy
https://www.hiroshima-u.ac.jp/nyugaku/policy/ap
https://www.hiroshima-u.ac.jp/nyugaku/policy
https://www.hiroshima-u.ac.jp/nyugaku/policy/dp
https://www.hiroshima-u.ac.jp/nyugaku/policy
https://www.hiroshima-u.ac.jp/nyugaku/policy/dp

II. 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
\ w,

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



[Qualification 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

ascompletion of Basic Preparing Future Faculty Course (with credit).

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

* TAs for whom requirements include experience as a QTA or

equivalent as well as completion of Basic Preparing Future

Faculty Course (with credit).

* Actively engaged in syllabus creation and independent class

teaching, with instructor guidance.

@ The bridge between teachers and students

*TAs for whom participation in the Qualifying — TA program is

QT A required.

*Support in-class learning through understanding the instructor’s

educational intentions and facilitating discussion or demonstrating

experiments.

€ Looking at things from a teacher’s perspective

*TAs with no special requirements.

PTA * Assist instructors to keep classes running smoothly through

printing materials, taking attendance, etc.




Qualifying - TA Program

The Qualifying — TA Program is offered year-round and can be taken at any time
except for the period after the end of the fourth term, which is reserved for updating
the teaching materials. The 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 who are 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 AY2023
Tt term QTA&TF networking event
g Exploring the unknown aspects of TAs
2"% term :
(Online)
g Experiencing Hirodai TA by using English
3% term ) )
(in English)
N Inspiring enthusiasm in the classroom
4™ term .
(Online)




IIl. Features of the Hirodai TA system

Differences from the previous TA system

Previously, TAs (only one level) were hired with no consideration of the duties
they were assigned, with no training or qualifications required. However, from
AY2016 onwards, a “three-level TA system” divided by specific duties and roles
has been adopted, with the construction of a framework differentiating student
participation in educational activities by level. Qualifications and training have
thus been made compulsory for TAs in the process of improving their quality. As
well, TAs are now paid by the hour in accordance with their level.

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 TA duties with reference to Table 3 and be prepared for your TAs who
may want to consult with you about any part of the class that is not clear to them.
Table 3 Main duties of each TA level.

Table 3 Main duties of each TA level

TA levels

Main duties PTA | QTA
1. Attendance management
Distributing and collecting attendance slips, checking student O O
attendance records
2. Preparation of draft lesson plans
Creating draft lesson plans for the relevant class, to be X X
corrected/guided by the instructor in charge
3. Creation of draft PowerPoints and reference handouts
Creating draft PowerPoints and reference handouts, to be X X
corrected/guided by the instructor in charge
4. Assistance in making handouts, teaching materials and
other documents (based on instructor’s content) X O

10



Creating reference materials based on instructor’s directions

5. Printing teaching materials

Printing the required number of copies of teaching materials, per

instructor's directions

6. Material distribution

Distributing teaching and reference materials in class, based on

instructor’s directions

7.Assistance with gathering teaching and reference

materials

Gathering reference materials and data needed for teaching materials,

based on instructor’s directions

8.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

instructor in charge

9. Preliminary grading of class reports/assignments

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

corrected/guided by the instructor in charge

10. Collection/organization of reports

Collecting and reordering/organizing reports, based on instructor’s

directions

11. Conducting classes under instructor

monitoring/guidance

Number of classes to be determined on consultation with instructor in

charge (up to all classes within a course)

12. Operation of and assistance with class devices

Operating/assisting with audiovisual devices such as projectors,

microphones, two-way systems, etc.
b

13. Assistance with experiment preparation

Installing/removing lab equipment, measuring/preparing samples

14. Assistance with experiment guidance

Explaining lab equipment usage and precautions. conducting

demonstrations

15. Assistance with fieldwork safety management

Guiding/accompanying students on field trips for their safety, based

on instructor’s directions

16. PE practical demonstration and guidance

11




Demonstrating PE practical techniques and providing guidance based

on instructor’s directions

17. Assistance with support for practical work

Assisting students to solve practice problems and demonstrating X

pronunciation, based on instructor’s directions

18. Advice on operating special devices such as PCs and

CALL system

Advising students on operating devices and software, based on

instructor’s directions

19. Responses to student questions

Handling student inquiries outside class and mediating between X

students and instructor

20. Configuration of class support systems

Configuring and uploading teaching materials to class support systems X

such as Moodle, based on instructor’s directions

271. Grading quizzes (simple multiple-choice only)

Simple grading of multiple-choice tests

2 2. Work at the Learning Support Counter

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

English, or chemistry classes

2 3. Examination Supervision

Supervise examinations under the guidance and responsibility of the
course instructor

>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 X

directions

25. Grading/evaluation of final exams and reports

Grading, managing grades, and transferring grades to report cards

2 6. Non-class-related work

Non-class-related secretarial work, office work relating to academic

X X X

societies and conferences, or website maintenance for individual

instructors

O: Applicable work x: Non-applicable work

12



Advantages of working with TAs

Depending on the class, the advantages of collaboration with TAs are many and
varied. For example, it was previously difficult to grasp from class time alone how
much the students had learnt and what they were thinking or doing, but this can
become more visible as a result of having TAs. In online as well as face-to-face
classes, TAs can provide various support and comments from the students’
perspective on class management and methods. In addition, they can work toward
student-centered active learning in classes by creating an atmosphere in which
students find it easy to ask questions, run group work, and so on.

Column (1) The significance of the Hirodai TA system

The Hirodai TA system was constructed as a part of the Top Global University Project
initiative. Hiroshima University is actively engaged in becoming “a university attracting
talent from around the world” and “preparing attractive educational opportunities while
creating conditions which enables learning without cultural or economic barriers.” In
order to realize the concept of this global campus expansion and innovation initiative, the
Hirodai TA system was introduced in AY2016 as an initiative comprising five major
points: (1) multiple levels and qualifications for TAs, (2) enhanced TA training, (3)
enhanced scholarship of teaching and learning, (4) use of foreign students, and (5)
construction of a TA-led management organization. Hiroshima University graduate

students also have the chance to grow as “independent educators” through serving as TAs.

Column (2) Active use of the online learning system (Moodle)

Hiroshima University uses Moodle as an online learning system, which can be used for
classes, discussions, group work, and other online contexts. The Information Media
Center also provides services including video content creation support and copyright

processing support in addition to Moodle. Feel free to make use of any and all of these.

13




IV. The role of faculty members

Directions and guidance for TAs

Hirodai TAs are expected to serve as intermediaries between class instructors
and students. By closely supporting students with attention to individual requests
and needs, they can help to manage the class better together with the instructors.

As the class instructor, be sure to provide the TA with suitable directions and
guidance on what kind of duties and support are expected of them, in order to
enable them to act as an educator while enhancing their own learning.

Consideration for TA duties

In the case where TA duty hours are stipulated by the department, class
instructors are requested to adjust the duties expected of their TAs such that they
can be completed within the stipulated hours.

In addition, when the duty hours have exceeded those stipulated by the
department such that TAs cannot be paid from department funding, the class
instructor may pay TAs out of their own individual research funding. Payment
from the Grants-in-Aid for Scientific Research (Kakenhi) Program, etc., is to be
avoided unless it can be proved that the use of the funds is clearly consistent with

the stated research purpose.

14



IV. Q&A

A In general, a TA is a student whose main job is to support activities related

to teaching (education). For example, in educational activities such as
lectures and exercises by faculties in charge of classes, it is the TA's job to
lead student group work and give instructions on experimental operations
under the guidance of the faculty (see the figure for details. See Table 3). On
the other hand, an RA (Research Assistant) is a student who supports the
research activities of faculty members, and the basic work content is
different from TA.

A Among the three levels of TA, attendance at the "Qualifying-TA Program"

1s a prerequisite for engaging in QTA work. Students who have not attended
the training must not engage in QTA work. To become a TF it is essential to
have experience of working as the QTA and to enroll in the "Basic Preparing
Future Faculty Course" and earn credits.

A The Qualifying — TA Program is offered year-round and can be taken at any

time except for the period after the end of the fourth term, which is reserved
for updating the teaching materials. The 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.

A Yes. To become a TF, students must have experience of working as QTA or

equivalent experience. In addition, it is essential to take the course "Basic
Preparing Future Faculty Course" and earn credits.

Under the guidance of the instructor in charge of the lesson, the TF will carry
out work directly related to education, such as creating a syllabus, drafting
a teaching plan, a single lesson, and creating a draft of grade evaluation.

15



Therefore, utilizing the experience gained through their QTA work, students
can understand and acquire the basic significance and skills of learning
support and educational support, and then step up to TF. For details, refer to
Figure 1 (page 7) of this handbook.

A Regarding TA experience at other universities, we will check the experience
content of the graduate student at the Center for Academic Practice and
Resources, Hiroshima University and judge whether it is equivalent to the
QTA qualification. Even if the TA experience at another university is
recognized as equivalent to QTA, students must take a "Basic Preparing
Future Faculty Course" to become a TF.

A Yes. The course "Basic Preparing Future Faculty Course" can be taken in
both Japanese and English and will be held using intensive lectures (2nd
term, 4th term) in 2024 academic year

A Yes. The "Qualifying-TA Program" and "Basic Preparing Future Faculty
Course" have provided English support as needed. Information on the
workshop and class syllabus are also available in English.

A Yes. Tasks such as preparing for lessons, assisting for creating textbooks,
cleaning up afterward and response to students’ questions, are all included
in the working hours of a TA. Please issue students' payment procedure

Appropriately according to their working hours.

A For example, basic research funds can be used, but the operation differs
depending on the department, so please consult with the department office.

16



A Yes. It is possible to request only a QTA equivalent work load from a TF,
according to the allocated budget.

A Yes. When the TF is in charge of a class, in principle, enter the name of the
TF in the syllabus so that the students enrolled in the course are aware of
this in advance.

A The specific number of times is not set. Since the TA system is also
positioned as a part of education, please consider conducting TF classes
under the instructor in charge of the lesson.

A Yes. You can have a TF take charge of the class after providing appropriate
guidance on the lesson plan from the syllabus.

A At the time of job hunting, the TF can describe this as an educational
experience by explaining their activities and experiences related to the
certificate of completion for the TF program.

A As for the rules of the university, there is no problem if they work as a TA,
but please be sure to contact the support office of each graduate school
because the operation may differ depending on the school.

A No, it is not. The primary faculty member or the faculty member in charge
of coordinating the TAs can conduct the TA evaluation on behalf of the TA.

17



VL. Glossary

Make use of these terms when communicating with the students.

(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: To

ward universities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary”
(https://www.mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048_3.pdf, accesse

d 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/mo

miji-top/learning/numbering html, accessed XX YY, 2020)

\Early Hiroshima University Graduate School courses for undergraduate\

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

18



these credits up to 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/mo

miji-top/learning/soukirisyu.html, accessed August 18, 2020)

IFD (Faculty Development)l

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),” “Glos
sary” (https://www.mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048 3.pd
f, accessed August 18, 2020); Hiroshima University website, “FD activities at Hiroshima University (Resp

onse),” (https://www.hiroshima-u.ac.jp/about/about/organization/education/fd, accessed August 18, 2020)

A type of student evaluation. Grades for each class are assigned on a five-level
basis (A, B, C, D, F), with grade points of 4, 3, 2, 1, and 0 respectively; the average
for each credit is calculated as the grade point average.

[Source] MEXT website “Grand design for higher education toward 2040 (Response),” “Glossary” (https://www.mex

t.go.jp/b_menu/shingi/chukyo/chukyo0/toushin/1411360.htm, accessed August 18, 2020)

Major programs

The curriculum studied by enrolled students in order to graduate from the
Schools and departments of Hiroshima University, with the objective of receiving
a bachelor’s degree; a program composed of integrated liberal arts and specialized

education. All matriculating students enroll in a major program.

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

\Minor programs\

A Hiroshima University program of study in which students may study the broad

content of other major programs according to their interests, including programs

19



from 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.hiroshi

ma-u.ac.jp/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.
g0.jp/b_menu/shingi/chukyo/chukyo0/toushin/1411360.htm), Hiroshima University website (https://home.hiroshim
a-u.ac.jp/eport/, http://s-ja.hiroshima-u.jp/upload_files/download_files/e-portfolio_system_ manual Japanese.pdf) (a

1l accessed August 18, 2020)

Basic Preparing Future Faculty Course‘

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 Basic Preparing Future Faculty are M2

and above students in all graduate schools.

20



‘Quarter (4-term system)‘

Hiroshima University divides each of its two semesters in half to create a four-
term class system. From AY2015 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, acc

essed August 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: To
ward universities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary”
(https://www.mext.go.jp/component/b_menu/shingi/toushin/ __icsFiles/afieldfile/2012/10/04/1325048 3.pdf, accesse

d 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 undergraduates, etc., receiving the opportunity for
educational training. Hiroshima University uses a three-level TA system
(PTA/QTA/TF).

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

ward universities cultivating lifelong learning and the ability for independent thought (Response),” “Glossary”
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(https://www.mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048 3.pdf, accesse

d August 18, 2020)

Tutor systemj

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
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VII. Materials
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2 COEEDEFN, TAICHRDHEERE-ABRUKIRICET SFIEICDOVTIE, IFEHRS
D55 EEEE, AR RORIBREDEIREE (R 16F10 8 1HEIFR (ANB-HBI51EY) 1)
DEDHDECAICLD,

(ERDBEMRUEF)

F2 LERZFUUTIRZIEND, ) DEBRIIKERRICTERET DBELRFEICRL, HEN
REDTICHEHBERZTOE, HENMREEDHDIEICLIDREREDRED, F
EICHTRIEEEELTOMN —ZU T DERDRMERD EETIS, CNICHT BiiE%
fRICKY, ZEDILBNNEICE T D EEZERDENET 3,

(BBERE)

£33 TAL, BEBUREIREDE &, KAFOFEEE, KERBLREH(BLHEES
o LLTREU ) XIFEPIEMREFEICH T DIFEZFICH VT, BEMBEBICRET
2ENET D,

(&%)

F£4 TAEUTERTSZENTETDEF, AFEDERMRIIKERICTERE T BT 0FEE

S
(EE)

#E5 TADZEE, DTN FEOERL, SMAREFREAL, HEMRZAT, HE4AH, £
EHREFAES, FAERBEMTTHES, BEEXFEERICE<tEVY—EBULIEERL)
5. UTRU, ) HNERDBMICEH, HERBDERBAE G DMAREX FEREET
DEED LTS,

2 BEEAROBRERECOVCE, BERETA—F T - TIRINHEER AR
S (EX28F2R12HESE - BIFR(HE - FHHED) REK) =25E(C, BMEREIC
BWTEHDENET D,

Gi=),
B6 TAOFEL, BERMEREITOMENEXITERET D,
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(BE=1R)
E£7 TADKBMHBZEFDERICHIZ>TIE, ROFBEICODVWTEBEITDIENDETD T1—
FUU TIRYIDEREDEUREE
(1) SHRIICHEFEBICET B GA I T—3V%ETOE,
(2) EYHEICLDHHENN DBEYRIEE-BIEE1TOE,
(3) TAENSOERREEROEMEADEREITICE,
(4) HEFEEDOHFIES, FBEFICTZENEUBVWLSERT DL,
(5) MIITBUAANBARFEMRESFRIMARE (DC)ZTAE U TIRAT 1581, S
AR EDHFTEERNICRENRIERNLDICTDI &,
(3#81)
£8 ZOEMICEDDEDDIEN, TAOHEMBMFEFDERICEBUNELREIERIE, LEX
FTA—F T - PIORIMIEER AR 1 (F28F2H12HESE -BIFR(HE-
FHHEY)REK) ESE(C, BMARFICSVWTEH DI EDET S,

el
COEMIE, EHR16F4ATEHNSHITT S,
Bt BICEFR 2138 16H—38UE)
CDEMAEIE, FR21EIRT16BNSHEITL, COBREICLDIHERDT A —F T - TIR
Y UNDEREDEIRERADREL, THR20E4B1BNSERT 3.
B BU(SER% 2257 B 1H—EBENIE)
CDEMAEIL, FR22F7HT1BEISHEITL, COBRBICKDINEEDTA—F T - TIRY
VEDOEREZEDEURBEBEDRE L, FER22F4F1EHNSEAT %,
Bt BICERR235F4 B 19H—3BeRIE)
CDEMEIZE, FH23F4H19BNSHEITL, COBMBICKDIHNERDTA—F T TR
Y UNDEREDEUREBEDREE, THR23F4BT1ENSERHT 3.
Bt BU(ER 2855 H30H—ERIE)
CDEMBIZ, F28F5A30BN5HEITL, COEBICKDIBERDTA—F T TR
Y URDEREDEUREBEDREE, THR28F4BT1ENSERHT 3.
Bt BI(HFI3FE3H25H—ERSKIE)
CHEMEIL, SH3FEIF/25BHI5HITL, COERICLDHNEERDTA—F T - TIRY
VrOEREDEUREEDIREE, FH2F4B1BHNSERYT 3.
B BI(HFI5FE3H23H—ERSKE)
—HEMEIE, S5 F 4 B 1BHSHETT S,

24



LERFETA—F T - PIRINHEER AR S

TR 28 F2H 12 H
ER-BIFREE TS RE

CDHARTAVIE, LERZFUTIARZIEWI)ICHIFDTA—F T - PIRIINLL
TITAIEWS ) FIEDEHERNDHY A EEHBEDTHD.

[TAFIEOBEHN] - TAEREEER % 2(BROBRNKRURIN)

1. TA=F 2T - PIRIVEDOEREDIURER(FRL 16 F 4 A 1 BRIFR(AE- #5518
L) RE LI TA EREURERIE D) ICEDHDEHY, FFDEFEFEZERL, KF
HEDRERY, FEEHELTON —ZVTHRZIORHZERY, CNICHT Sie5XHaICKY
FEDUMBDUEICEI D EEBNET D,

[TA DFfE]-> TA E%RERERE 5 6(FilE)
2. TA OFFEIL, BEMBEBETOMAREZEXIIFERET D,

[TA DXS-EHE] > TATREBIRESE % 4(EK)
3. TA EUTERATE3BFLRZFE LS, HEMBEBZITO L CORABM#HEII2 =T
—IIAVEENZTEBIDEHENZEDzEET D,
BH, YHIBENBDZBEL, ZORED TA EUTERATERL),
F/z, TAIL, BEHITIFEFHRBICEIWVRD 3 DOBEICRDT D,
MIIZVIRT14—F2T-7I XY (Phoenix Teaching Assistant) (LR
TPTAIELD,)
-FRERUARFEREZENRET Do
(2)0AVTPAR-T4—F 2T - PIZXF UM Qualified Teaching Assistant) (LLF
IQTAIEWLD,)
FRANEUT, REREEWREL, EESNLIHMERZZEZLRITNIE S0,
-FEEZE QTA EUTEAT 255, IEESNEIHMERZESEL, LTFongnnz
WEURET, SZFE OB T 2FERNFFAILVLEICED,
O LAEERN B ZREL, BEOREZEDE
QAREPTEDIERNE UL, ISEIBLUHENLXFEDEANMEEDER L RUES:
DB LFICHIRNTHDERDHDE
-FEE QTA [FRERRED QTA EXFIL, 5—Z207 - PIRIIN(LA) EFIN T 5,
(3)74—F¥-7x0—(Teaching Fellow) (LLTFITFI&EWLD,)
BHRERARUOBIREOAREREENRETD. T2, QTA EUTEBRRN S
DERURENMEET DI KRFHREENBE R EDIFRFEZHE B TL, AERN
TF EUTIRE T D ENEHERDRTNIXRSRN,
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[TA DEFBANEE] > TAEZREURER £ 3EBERD)
4. TA [FRFEASHEREDE L, AZDOFRFEX IR FRELFREH(ELREES
o TRV ) FEICH T DIREFICH VT, HEHPEHEIREITZIENET S,

PTA [IIRZEDFEBIEFZDHBEL, QTAIZEISICT 4 R A3y T 7 )T—MeERR
BEDTEV AL —U3 VD FHBIIHRZEISEEIEHL, TF (& PTA XU QTA OFEFICIA
THENER IBEDLE, BELIBYHTIEETETD. 88, FE TANBYTEIZELRHEK
ABIFRIRDESY &L, ZEHTIEBNRVEGERE, XEEFEXZB L I—ICHENOIAT
BEBICHWTRET 3,

7z, RAWT—F - PIRIUMITEUSNTLSER, RA EFBOREHZEH, TA %
FORREEMBRE RSV EE CHBEMBEFICE TS ENTE S,

[(HEDEE]> TAERBIRER £ 7(BREH)
5. KEDEREL, TARRLODU CHERMERZEERTI DL, HEHFEILE>THEES
D—IRTH I ERUEBETORBREFFBERENEDICEZFBHELIZDOAT, TA FREURE
HENBERHETEDNSNTVE RN 4BRICBE TS,
(M SBRIICHEEBICET B SA VI T—3V%E{TOE,
TA NMBE T HEHYEFORES, FBRNAFCOWT AVIVT—Y3vaE=x
i RS Y
(2)IBYUHE(C L DN DB RIEE -BIEE1TO &,
() YUFEDARIEE, BEZICKEBNEURVLSEETDIE,
(D) BITECEANBAREMHRESFFARE (LLITFIDCIEWD, )& TA EUTHRAT 515
B, H5% DC O REERNCKENKIERNWLDICTEHIE,
DC & TA EUTEAT 31551E, DC EUTOREHFEIFFICIEMULRVWKOEREL
LT TAERICRESESZ L,

[FER-THRREDRE] > TAEREULRESE £ 7(FEFEH)
6. TA OEEMYFEHBOERICHZOT, HATIFEH -MARFORENL TA EREURE
FEICEHDRD 3TERET B,
() ERICHEEFFHBICET B GA ) I T—3V%ETOE,
TA OERAICEELUT, TA OFEEHE-ARBRURNIRICE T 2FEILUIC TA OBFZE
TEEEINRSEEBICDVWC AVIVT—I3vERBIT D s,
() TAZEH SOERREROMAHEAERERIT DS,
ERAUEZ TA o OBRREEIROMMEH ZHEERL, &5IC, TA ZEAULEBRERT TA
NolEEZZ T E2ENSORREIOHEEAZHERT DL OBHDHE,
(3)DC = TA EUTHRAT 315514, H5% DC OFTEENICZENRIFRVLDICT D
Eo
DC = TA EUTHAT 31551, DC EUTOHEREZFSIIEALGVWLSERLZ
LFTCTAZEBICRKSEIED L,
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7. BEHMESORERHAE RDIMEREXITEERIL, TA FIEOBEMICEH, TEEHE
U5, TA MEZBZITOCEBE, EEICH O TR, EfET FEHFARTE TA DXPITH
—HHOBRVWHESRL, BEGEBELIIFAEIHREEZI S CENRRNED, BIERER &
BICEHDE,

8. BFE-MARFDORIL, KATRSIUITAaDe TA FIEDERICEATSHEMEZEL,
ABOXEZEFL, Ae#H 027 TA HIEMERZMHILT D,

[FREZSDRRL]

9.TA LUTERAINIZZEER, DiRY:BEVEERE UL TOFE(BE) DR, 2)MRICHT
SEAEER, I HBBEAEDEMD, TA [REIBENME T U TIREELHED
TRERBREEERET DL PTA [EERBESZREL, QTA WUIC TF [ERIEHRSE
SERET D,

[ZDAth)
10. KAMRSAVICEDDEDDIED, NWEREBIIHNEEIRBEIY—EHEDOX
BREREICEVWTEDDENTEDRENDET D,

Loall
CDHARSAVIL, ERR28F2R12BD ST B

B BI(ER28FE11H11H—8RE)
CDHARSAVIEL, ERR28F1TR11BLSHEITT .

Bt BI(F0cE7 B 238 —HRcKIE)
ARV, BMTETR23BN ST 5.

kit BI(F1254B1H—SRCUE)
CDHARSAVIE, SHM2FE4B1BDSHEITT 5.

ft RU(F04F3 8 31H—HERCIE)
CDHARSAVIL, SHMAF4B1BDSHEITT 5.

ft RU(F4F6H21H—HERE)
CDHARSAVIL, FHAFE6H21ENSHETT D,

Bt BU(RFI5F12H158—4RUE)
ARV, BHMSF12H158H ST B
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T 9® oA~ wWDN S

- O

TA—F T - PIRIVNPTA) EEIREE
Implementation Report of Phoenix Teaching Assistant (PTA)

FHKR/Student Name

F4HS/Student ID

FRIE=35R- tf5Ekt/ Affiliation

TA EUTIEHUEERBE®R/Name of the class in charge of TA
SEIE L& /Name of Instructor

EFfARE/Period of Employment

FEAERFE/Actual Time

#75MWA/The Contents of Duties

PTA ZfTofeC&ThLEULZEROHNS=/Gains from being a PTA

. FOMR DLV es/Other Comments
. FEETORBISOVWT EEBHEHEICTRER/HU

All of the above contents have been approved by the instructor in charge
of the class.
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wnNn —

TA—F T FPIRYIMNQTA) EEREE
Result Report of Qualified Teaching Assistant (QTA)

. FHEKSA/Student Name
. FHEHS/Student ID
. FTE=ER - t7eEL/ Affiliation

4, TA &L TIEHEUEZERIB®/Name of the class in charge of TA
5. 1%L EH/Name of Instructor

6. ZHEANE/Number of Participants

7. FBNE/Duties

8. IXFHAR/Period of employment

9. ZEf&RFE/Actual Time

10.

EFHER O BCHHE/Activity report & Self-evaluation

XU ORMEIE REEBEBEDNTAE U TDHREDOFF I T SIER T . RFEB S
BICUTORMICOVTEZLTES 27ZRIC. EDABZEHRTZNAAL TSV,

11

12.

13.

14.

15.

16.

. Bl D EBDTEE /Evaluation: Grade of preparation

O&TELLTER/Very well done O&LTEz/well done OEELEEHEVZ
&\ /Neither ObFRYUTETAMN>7Z/Not very good OTESH>7z/Not good
S BUREEHROEY) S /Evaluation: Appropriateness of teaching
O&TELLTER/Very well done O&LTEz/well done OEELEEHENZ
2?VV/Neither ObFWTERM>7z/Not very good OTEEH>7z/Not good
ST FEADREE /Evaluation: Behavior toward students
O&TELLTEZ/Very well done OLLTE/well done OEE5EELR
?VV/Neither ObFWTERM>7z/Not very good OTEH>7z/Not good
ST FEDEAEE /Evaluation: Understanding of students
O&TELLTEZ/Very well done OLLTER/well done OEBE5EELR
2?VV/Neither ObFWTERM>7z/Not very good OTEEH>7z/Not good
BONTRR(ZHEEICEOT, QTAICE DT, BEHEICE>TRY)

Gains (for students, for QTA, for instructor in charge, etc.)
FEEETOARBICONWT FEERSHEICTREFTRUE,

All of the above contents have been approved by the instructor in
charge of the class.
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T4—F 0 -Jx0—(TF)EEREE
Report of Teaching Fellow (TF) Activities

. FHKA/Student Name

. FEHS/Student ID

. FTEfRZERL/ Affiliation

4, TA &L TIEEUEZERIB®/Name of the class in charge of TA
5. BB L ER/Name of the Instructor

6. ZFEAE/Number of Students

7. HFEAR/Period of employment

8. EfEkFE/Actual Time

9. EMHERUEHS MM/ Activity report & Self-evaluation

wnNn —

XU ORMEIE REEBEBEDNTAE U TDHREDOFF I T SIER T . RFEB S
BICUTORMICOVTEZLTES 27ZRIC. EDABZEHRTZNAAL TSV,

10. TF OEAEHl: IZ£DERDIZE/Assessment: Preparation
O&TELLSTER/Excellent OX<TEZ/Good OEE5EEHENZARLN
/Standard O&FY TEEho7z/Poor OTERM>7z/Very poor

11. TF OEAEFHT B HRI B ICE T 5 (FE BIR - 1555180 ) IBfZ
Assessment: Understanding of the course (learning outcome,
construction of the course)

O&TELLTER/Excellent OX<TEZ/Good OEEH5EEHENZARLN
/Standard O&»FEWTEEho7fz/Poor OTERM>7z/Very poor

12. TF OEEHH - FEADREE /Assessment: Behavior toward students
O&TELLTER/Excellent OX<TEZ/Good OEEH5EEHENZARLN
/Standard O&»FEY TERho7z/Poor OTERM>7z/Very poor

13. TF OEETH - Z 4 1B 9 2IBAEE /Assessment: Understanding of
students
O&TELLSTER/Excellent OX<TEZ/Good OEE5EEHENZ RN
/Standard O&»FEYWTEEho7z/Poor OTERM>7z/Very poor

14. TF OESEEEFDOBEINEIC DV TIAX VR EL TS,

Please give comments about appropriateness of the TF’ s teaching
activities.

15. TF RADSEDHEZIANDTRINAAZHFEIUET,

Please give advice to the TF for his/her future teaching and learning
activities.

16. LFEEETORBICOVWT EFRIBEHBEICTRER/ELU,

All of the above contents have been approved by the instructor in
charge of the class.
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Reference

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/201
2/10/04/1325048 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/201
8/12/17/1411360_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 from other universities, for which the editors are most grateful.

November 2020
Center for Academic Practice and Resources, Hiroshima University

/[Compiled and Edited by] \

Center for Academic Practice and Resources/TA System Planning and
Management Working Group

[Inquiries]
Hiroshima University Center for Academic Practice and Resources

First edition issued November 2020
Latest edition issued June 2024

TEL: 082-424-4394 (weekdays 8:30 to 17:15, closed on weekends and holidays)

E-mail: capr@office.hiroshima-u.ac.jp

\ https://www.hiroshima-u.ac.jp/capr/about /

Ver.4.0 Issued June 10, 2024
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