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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 Principlesl
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®

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.

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.

TE

Teaching Fellow

QTA

Qualified Teaching Assistant

PTA

Phoenix Teaching Assistant
. .

Required

training/qualifications

at - T

hd

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 course “Basic Preparing Future Faculty Course” (with credit).

Table 1 Features of the three TA levels

€ Recady to become a teacher

* TAs for whom requirements include experience as a QTA or

equivalent as well as completion the course“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 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(See table 2).

Table 2 Main content of the TA Seminar

Results for AY2024
1stterm | TA networking event
2" term | Education and Artifical Intelligence
3 term | TA networking event in autumn
Career before becoming university
professor

4™ term




IMI. Duties of Hirodai 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
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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

PTA | QTA

Main duties

1. Printing teaching materials

Printing the required number of copies of teaching materials, per O O

instructor's directions

2. Assistance in making handouts, teaching materials and

other documents (based on instructor’s content) X O

Creating reference materials based on instructor’s directions

3. Assistance with gathering teaching and reference materials

X O

Gathering reference materials and data needed for teaching materials,

Before _ o

The based on instructor’s directions

Clase 4. Configuration of class support systems
Configuring and uploading teaching materials to class support systems X O
such as Moodle, based on instructor’s directions
5. Preparation of draft lesson plans
Creating draft lesson plans for the relevant class, to be corrected/guided X X
by the instructor in charge
6. Creation of draft PowerPoints and reference handouts
Creating draft PowerPoints and reference handouts, to be X X
corrected/guided by the instructor in charge
7 .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

11



During
The
Class

8. Attendance management

Distributing and collecting attendance slips, checking student attendance

records

9. Material distribution

Distributing teaching and reference materials in class, based on

instructor’s directions

10. Operation of and assistance with class devices

Operating/assisting with audiovisual devices such as projectors,

microphones, two-way systems, etc.

11. Assistance with experiment preparation

Installing/removing lab equipment, measuring/preparing samples

12. Assistance with experiment guidance

Explaining lab equipment usage and precautions, conducting

demonstrations

13. Assistance with fieldwork safety management

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

instructor’s directions

T4. PE practical demonstration and guidance

Demonstrating PE practical techniques and providing guidance based on

instructor’s directions

15. Assistance with support for practical work

Assisting students to solve practice problems and demonstrating

pronunciation, based on instructor’s directions

16. Advice on operating special devices such as PCs and

CALL system

Advising students on operating devices and software, based on

instructor’s directions

177. Responses to student questions

Handling student inquiries outside class and mediating between students

and instructor

18. Conducting classes under instructor

Number of classes to be determined on consultation with instructor in

charge (up to all classes within a course)

12




19. Collection/organization of reports

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

directions

20. Grading quizzes

Simple grading of multiple-choice tests X O

PNote: QTA can only grade simple multiple-choice quizzes

2 1. offering advice on editing reports or
papers

Providing guidance on methods and theories for report editting , but do

not perform direct proofreading and correction.

2 2. Examination Supervision

Supervise examinations under the guidance and responsibility of the

After course instructor X O
/outside Note: TFs may supervise examinations independently, but QTAs must

The work with faculty members to assist in supervising examinations.

Class

2 3. Preliminary evaluating of class reports/assignments

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

corrected/guided by the instructor in charge

24. Creation of preliminary grades

Creating final exzamination grade and preliminary grade evaluations X X

based on instructor’s directions

25. Determine the final grade

The final evaluation related to grades and all tasks connecting grade X X X

management are the responsibility of the instructor.

26. Work at the Learning Support Counter

Advising and guiding students who need support for math, physics, X O
English, or chemistry classes

Other 2'7. 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

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

syllabus and confer with the instructor in charge.

€ _Examples of PTA. QTA. and TF duties

o Read up on lecture topics and assignments in advance.

o Distribute and collect lecture attendance slips.

o Assist with installation and operation of educational devices (audiovisual equipment

such as projectors, microphones, and two-way systems).

© Maintain a suitable lecture room environment (lighting, ventilation, air-conditioner,
etc.).

€ Examples of QTA and TF duties

o Create reference materials based on the class instructor’s content and directions.
o Handle student inquiries on lecture content, etc.
o Grade class quizzes (multiple-choice).

€ _Examples of TF duties

o Teach a class related to the lecture under the monitoring and guidance of the

instructor.

o Create preliminary grades for class reports and assignments.

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
the work hours of all adjuncts, including TAs, at 30 hours a week. Even working on the
premise that the work is planned with advance consideration for the time required for
their own classes and research, TAs may sometimes find themselves struggling or
burdened by their TA duties. When this happens, take steps to make sure your academic

work is not affected by consulting with the class instructor to reduce your burden, etc.

Safety management

Safety management for students’ is one of the most important duties of TAs. In
particular, a moment of carelessness in a lab course may lead to a serious accident.
Confirm with the instructor in advance regarding the operation of equipment and tools,
handling of chemicals, etc., as well as the handling of accidents and emergency contact
information.

TAs must also take care of students who fall ill in non-lab courses and make sure that
students avoid injury during field trips. They may also be called on to take measures
calmly in the case of heavy rain or flood warnings, earthquakes, fires, etc. Stay calm in

the case of emergencies and handle matters according to the instructor’s directions.

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/guideline)

Harassment Consultation Office

O Higashi-Hiroshima Campus Harassment Consultation Office
(Central Library Basement)
Monday to Friday, 10:00 to 17:00
O Kasumi Campus Harassment Consultation Office
(Common Building Floors 1-3)
Available Date& Time:Monday to Friday, 13:00 to 19:00
(Reservations needed)
O Higashi-Senda Campus Harassment Consultation Office
(Common Facility Building B B-107)
Available Date& Time:Monday to Friday, 10:00 to 17:00
(Reservations needed)
E-mail : harassos@hiroshima-u.ac.jp
URL - https://www.hiroshima-u.ac.jp/harass/

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 enrollment 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 (April 2023)

(https://www.hiroshima-

u.ac.jp/system/files/204256/Policies_and_Guidelines_for Respecting_Gender _and _Sexual D
iversity 20230401 en.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 requiring

accommodatations.

Requests for consideration

If students in your class require consideration, a “Consideration Request” indicating the
required items will be submitted to the class instructor. TAs are to handle the matter according

to the instructor’s directions.

o_Students requiring accessibility considerations (examples)

‘Information/communication considerationl: Students with disabilities related to vision,

hearing, language, attention, etc.

‘Physical/spatial consideration‘: Students with limb or mobility-related disabilities

(wheelchair use, low vision, etc.)

‘Situational considerationl: Students with unstable physical/mental health, oversensitivity,

anxiety, etc.

o_In the case that students require accessibility considerations (examples)

‘In—class supporters‘: Supporters such as note-takers or written interpreters, mobility aides,

or operation aides may attend class with students, and may request assistance from the TA.

\Consideration when creating teaching materials\: Considerations such as enlarged copies,

Braille or audio versions, or subtitles may be required. TAs are to handle the required

consideration according to the instructor’s directions.
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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 Moodle.
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.
In such cases, a good starting point is to consult the instructor of the class you are
responsible for.

In addition, you can consult the Center for Academic Practice and Resources, listed
below, for generic issues pertaining to TAs such as the training requirements for the

three levels of TAs and QTA training sessions.

Q Is training required to become a TA?

A Of the three TA levels, the PTA level does not require any special training.
However, pariticpation in the Qualifying — TA Program is required to work
as a QTA, and enrollment in the Basic Preparing Future Faculty Course must
be passed with credit to work as a TF. For details, consult Figure 1 (p.7) of
this handbook.

Q How much and what kind of class preparation is required?

A Consult in advance with the class instructor. In addition, in order to ensure
that the class can proceed smoothly, it is also recommended to use the
syllabus to study class content in advance. For example, in a laboratory
course, understand in advance how much and what kind of reagents will be
required, and take care to avoid running out of the necessary reagents.

Q Are tasks such as preparing for lessons and cleaning up afterward included in the

working hours of a TA?

A 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. You can definitely apply for these working
hours.

Q What if I can’t answer students’ questions adequately?

A Hirodai TAs are employed based on recommendations from class
instructors. Believe in your ability to conduct your duties. When
participating in class, use the syllabus to prepare thoroughly in advance and
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obtain the required knowledge before class. If you are still not able to answer
students’ questions with confidence, consult the class instructor.

Q When is it acceptable to use my own judgment as a TA?

A TAs are essentially assistants, and are expected to respect the judgment
and decisions of the class instructor. In some cases, however, because of
factors related to student numbers and class progress or other situational
factors (emergencies, etc.), you may be required to exercise your own
judgment. Check these situations thoroughly in advance with the class
instructor.

Q 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.

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

A As soon as you know you schedule, please consult with class instructor.
In some cases, additional procedures are required; apply as soon as possible
to the relevant School or Graduate School office, etc.

Q Isitpossible to perform TA duties if the class times listed on the syllabus for my

course overlap with the class times I 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
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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.

Q  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
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
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VL. 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.m

ext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048_3 pdf, accessed May 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/lear

ning/numbering html, accessed August 18, 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
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those stipulated by the Graduate School, not exceeding 15, 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/lear

ning/undergraduate/soukirisyu.html, accessed May 22, 2025)

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 uni
versities 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, accessed August 18, 202
0); Hiroshima University website, “FD activities at Hiroshima University (Response),” (https://www.hiroshima-u.ac.

jp/about/about/organization/education/fd, accessed May 22, 2025)

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.mext.go.jp/b

_menu/shingi/chukyo/chukyo0/toushin/1411360.htm, accessed May 18, 2025)

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 HP (http:/hiroshima-u.ac.jjp/pro/program/syusenkou May 22,2025)

\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 from
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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 HP (https://www.hiroshima-u.ac.jp/prog/program/hukusenkou, accessed May 22,2025)

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/ind

ex.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/chukyo0/toushin/1411360.html accessed May 22th, 2025), Hiroshima University website (https://ho

me.hiroshima-u.ac.jp/eport/, http://momiji.hiroshima-u.ac.jp/momiji-top/learning/e-port/home.html accessed August 18, 2

025)

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.

30


https://www.mext.go.jp/b_menu/shingi/chukyo/chukyo0/toushin/1411360.html
https://www.mext.go.jp/b_menu/shingi/chukyo/chukyo0/toushin/1411360.html

|Quarter (4-term system)l

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, accessed May

22, 2025)

\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.

mext.go.jp/component/b_menu/shingi/toushin/__icsFiles/afieldfile/2012/10/04/1325048 3.pdf, accessed May 22, 2025)

‘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: Toward un
iversities 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, accessed August 18, 2020)
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Tutor systeml

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 AY2025 Applicants: What can you study at Hiroshima University?” p. 29
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TA—F T - PIRIVNPTA) EEIREE
Implementation Report of Phoenix Teaching Assistant (PTA)

FHKR/Student Name

F4HS/Student ID

FRIEZ3R - af5Ekt/ Affiliation

TA EUTIEHUEERBE®R/Name of the class in charge of TA

SEIE L& /Name of Instructor

YERERBICHVT TA & U@V 7288/ Period of working as a TA in class
A&/ Working hours

¥¥5MRZA/The Contents of Duties

PTA Z{TofzC& TR LELZERDN S R/Gains from being a PTA

. FOMR DLV es/Other Comments
. FEETORBISOVWT EEBHEHEICTERER/H U

All of the above contents have been approved by the instructor in charge
of the class.
OT7T&Z™ELZ. /I got approval
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TA—F T FPIRYIMNQTA) EEREE
Result Report of Qualified Teaching Assistant (QTA)

. FEKH/Student Name
. FHEHS/Student ID
. @8R - tH7ERL/Affiliation
4, TA &L TIEHEUEZERIB®/Name of the class in charge of TA
5. 1%L EH/Name of Instructor
6. ZFEAE/Number of Participants
7. ¥7MARA/ The Contents of Duties
8. HAIERBICH VT TA & U788 /Period of working as a TA in class
9. ZEH&RFE/ Working hours
10. EFRER VU ECIHME/Activity report &Self-evaluation
MRDRICDVWTERICERL TSEZT L), /Please describe the following
points briefly.
D FEBZEZITIDEHICTRUER, BLWEFEREEEDIIR
/Methods and approaches you used and your evaluation
Q@ EBEmULEBEESESE/Difficulties you faced and ways to improve
Q@ FHFEBUTFAKIE/Things you learnt through working

wnNn —

KU DML BEEEHENTAE U TDH R DEFHZFHE g 2TEE T 1518243
BICUTORERMBICDOVTEZELTES 2RIC. TDARBZEHRTEZNAALTIZEN,
*For the following questions, the instructor in charge of the class will
evaluate your work as a TA. After you get the answer from the
instructor, please enter the content.

11. 5 IO EFEDFIZE /Evaluation: Grade of preparation
O&TELLTER/Very well done O&KLTE7z/well done OEE5EE LR
2LV /Neither OaFEYTERN>72/Not very good OTEh >7=/Not good

12. 5Hl: BuRIEIROELI S /Evaluation: Appropriateness of teaching
O&TELLSTER/Very well done O&KLTE7z/well done OEE5EE LR
2UV/Neither OHFRYTELN >7=/Not very good OTEFRH>7z/Not good

13. 5Hf: FEADREE /Evaluation: Behavior toward students

O&TELLSTER/Very well done O&KLTETz/well done OEE5EE LR
2UV/Neither OHFYTEEN>7=/Not very good OTEFRH>7z/Not good
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14. 5Hfi: TA DZEFEICE T HIBAFE /Evaluation:TAs’ Understanding of
students
O&TELLTER/Very well done O&KLKTEz/well done OEELHEEVZ
ZVV/Neither OdbFWTERM>7z/Not very good OTESH>7z/Not good

15. BONTEHRR(FZREICE DT, QTAICE DT, BEHBI(ICEH>TRE)
Gains (for students, for QTA, for instructor in charge, etc.)

16. LEER2TORBISOVWT, BFEHESHEICTRZRH U
All of the above contents have been approved by the instructor in
charge of the class.
OT7TE=EFEUE. /I got approval
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T4—F 0 -Jx0—(TF)EEREE
Report of Teaching Fellow (TF) Activities

. FEKH/Student Name

. FHEHS/Student ID

. FTEfRZERL/ Affiliation

.TA EUTIEEUZERIB4®/Name of the class in charge of TA

EEBEHER/Name of the Instructor

. ZEAZU/Number of Students

. ¥£7MWA/ The Contents of Duties

CEEIERFERIBICE VT TA EUTEIVV/ZHARE/Period of working as a TA in the
class

9. ZEH&RFE/ Working hours

10. EFRER VU ECIHME/Activity report &Self-evaluation

oo oo h~hwnNn

KU DML FEEEHENTAE U TDH R =DEFHEZ=FH g 2TEE T, 150243
BICUTOERBICDOVTEZELTES 2RRIC. TODRABZEH RN AALTIZE N,
*For the following questions, the instructor in charge of the class will
evaluate your work as a TA. After you get the answer from the
instructor, please enter the content.

11. TF OEAEFHl R D ERDIZE/Assessment: Preparation
O&TELLTEz/Excellent OXLKTEZ/Good OEBES5EENZTRLN
/Standard
ObFRY TERM>z/Poor OTEeM >7z/Very poor

12. TF OEEFHH B SR HICE T 5 (FE BR8N ) IEF
Assessment: Understanding of the course (learning outcome,
construction of the course)
O&TELLTE/Excellent OK<TEZ/Good OEEH5EEHENZ RN
/Standard
ObFRY TERMN>z/Poor OTEeh >7z/Very poor

13. TF OEEHM - FEADREE /Assessment: Behavior toward students
O&TELLTE/Excellent O&LLKTEZ/Good OEES5EEVZRLN
/Standard
ObFRY TERMN>Z/Poor OTERh >7z/Very poor
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14. TF OEETHl: TF OZEFEICRHT 2IBMEE/Assessment:
TFs’ Understanding of students
O&TELLKTE/Excellent O&LKTE/z/Good OEESEENZRLY
/Standard
ObFY TERMN>/Z/Poor OTERM >7z/Very poor

15. TF OEEEESOBEYIMEICDOVWTIAX I RELTLIEEL,
Please give comments about appropriateness of the TF s teaching
activities.

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

17. LEEETORBICOVWT EFRIBEHEICTRER/EUR,
All of the above contents have been approved by the instructor in
charge of the class.
OTHE=Z/BFUK. /I got approval
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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 AY2025 Applicants”

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 May 22, 2025)

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 May 22, 2025)
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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.
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/[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 September 2020
Latest edition issued December 2025

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.4.2 Issued December 9, 2025

44



