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March 24, 2020
 
TO:      
              ASE DEPARTMENT STAFF

ASSISTANT DEANS
DEPARTMENT AND GROUP CHAIRS
DIVISIONAL DEANS
GRADUATE ADVISORS
GRADUATE COORDINATORS
GRADUATE EMPLOYMENT CONTACTS
GRADUATE PROGRAM DIRECTORS
PROGRAM & DEPARTMENT MSOs

 
FR:      JAMES ANTONY, Dean

Graduate Division
 
SUBJ:  ASE Positions for Remote Teaching 
 
 
Dear Campus Partners,
 
In anticipation of the challenges associated with remote teaching this coming term, several
departments have been asking if they can hire a “Senior Teaching Assistant” who can aid the
department's remote teaching efforts for the Spring Quarter 2020. 
 
We think this is a good idea, and we encourage academic units to consider using their
resources to hire a TA Lead on Remote Teaching. The official title would be: Associate-in-
lieu of TA, TC 1506. 
 
Attached to this note are the suggested description of duties and the necessary policy and
process documentation departments will need to create such a position. As always,
departments should coordinate with Courtney Aguila (claguila@ucsd.edu) to make the
appointment.
 
Please note, if a department chooses to hire a TA Lead on Remote Teaching then this person’s
work should be coordinated by the faculty member that the department identified as its faculty
lead on remote teaching.
 
Some departments may require additional support beyond the TA Lead on Remote Teaching.
Departments are free to use their resources to hire additional remote teaching TAs (or even
incrementally increase the percentage appointments of those TAs who have both capacity and
expertise to aid others), but this additional work should be coordinated by the faculty lead on
remote teaching and the TA Lead on Remote Teaching.
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[bookmark: _o862z9qmw4ro]Financial Support Policies

[bookmark: _dcw9n4wbef0]ASE Position: Associate In (In lieu of Teaching Assistant)



Departments appointing students into this title code should still maintain compliance with established University and Graduate Division financial support policies, including academic eligibility, maximum allowed percentage of employment permitted during the academic year, and maximum support levels.  

[bookmark: _tiznw0m7qng1]Process

1. To make use of this title, departments should submit a completed and signed Graduate Division Employment Exception Form (Click here for the form; click here for form instructions) to GradEmployment@ucsd.edu

a. Exception Request Type:  Use of Associate-in-lieu Title (TC 1506, Sub 0)

b. Include this language in the Department Justification section:

i. TA Lead on Remote Teaching:  In response to the University mandate that instruction be delivered remotely during the Novel Coronavirus (COVID-19) situation, our department is requesting the use of the Associate-in-lieu title (TC 1506, Sub 0) to provide individualized technical assistance from a graduate student with appropriate skills to assist the department faculty and other TAs with the conversion of course content to a remote/online format. This position is part of our department’s coordinated effort to facilitate the conversion to remote/online coursework.

ii. Remote Teaching TA (reports to TA Lead on Remote Teaching): In response to the University mandate that instruction be delivered remotely during the Novel Coronavirus (COVID-19) situation, our department is requesting the use of the Associate-in-lieu title (TC 1506, Sub 0) to provide individualized technical assistance from a graduate student with appropriate skills to assist the department faculty with the conversion of course content to a remote/online format. This position is part of our department’s coordinated effort to facilitate the conversion to remote/online coursework; and will work closely with the TA Lead on Remote Teaching.  (Description/additional information may also include: “We have X number of classes and feel that the additional support is necessary to accommodate all requests for support from the faculty.”, etc.)

c. NOTE:  Departments/programs must show that these appointments are part of a coordinated effort in their unit.  Requests for incremental increases for multiple students without the identification of a TA Lead on Remote Teaching will not be considered.

2. Departments should appoint the students in the IA System, using the attached pre-populated Appendix C: Description of Duties.



[bookmark: _ycl5l7blgp10]Over 50% Employment

Departments requesting an exception to the 50% employment maximum should follow the procedures detailed in the Graduate Division Policies and Procedures Manual.  See Chapter 4: Exceptions to Policy.

· Submit a completed and signed Graduate Division Employment Exception Form (Click here for the form; click here for form instructions) to GradEmployment@ucsd.edu

· Include language, as noted above, in the Department Justification sectionAssociate-in-Lieu (TC 1506)


APPENDIX “C”

DESCRIPTION OF DUTIES





[bookmark: _heading=h.gjdgxs]Name:  __________________________________ 

ASE Position: Associate In (In lieu of Teaching Assistant)





		Term: 

		

		 Supervisor:

		



		Course #:

		

		Course Title:

		



		Location:

		

		Day/Time:

		







The job duties designated below are required of the Academic Student Employee. Please check the appropriate items and describe, as applicable.



		 

		Attend lectures



		 

		Present lectures (as assigned by faculty supervisor)



		 

		Instruction of ___ sections/labs per week



		 X

		Preparation



		 X

		Hold ___ office hours per week



		 X

		Attend Supervisor/ASE(s) meeting ___ hours per week



		 

		Read and evaluate ___ papers per student



		 

		Proctor examinations



		 

		Prepare drafts of narrative evaluations and make grade recommendation as appropriate for students in TA section/lab (Santa Cruz only)



		 

		Perform individual and/or group tutoring



		 X

		Class/faculty visits



		 

		Maintain/submit student records (e.g., grades)










		 X

		Perform other tasks as assigned. Please list:

· TA Lead on Remote Teaching assists the academic department in converting course content into online/remote formats and/or developing new content to be delivered via these alternate modalities. 

· TA Lead on Remote Teaching works under the direction of departmental faculty lead on remote teaching and supports all faculty.

· TA Lead on Remote Teaching coaches and supports other TAs in the department on remote course development and instructional support.

· TA Lead on Remote Teaching may also help student learners acclimate to online/remote learning environments.

· This job would entail making sure all TA's in the department are informed, equipped and able to handle the shift to remote teaching, both technically - using Zoom and Canvas - and also pedagogically, should they need to be directed to the supervising faculty lead on remote teaching and or other resources.

· (Departments may adjust as needed)







An Associate In (in lieu of TA) may serve as a "senior TA" for a department/programs' TA training activities, as a TA consultant or Language Screener for the English Language Program for International Instructors, or under an Academic Instructional Improvement grant. Use of this title for any other program requires prior approval by the Dean of the Graduate Division. Appointment to this title requires evidence of extraordinary merit in teaching and scholarship and prior relevant teaching experience.

  

An Associate in Lieu of Teaching Assistant with a 50% appointment shall not be assigned a workload of more than 220 hours per quarter (340 hours per semester) or a workload of over 40 hours in any one week.  The number of hours worked in excess of 20 hours per week may not total more than 50 hours per quarter or 77 hours per semester.  This standard shall apply proportionately to other percent appointments.

 

In addition, an Associate in Lieu of Teaching Assistant with an appointment of 50% or less shall not be assigned a workload of more than 40 hours in any one week or more than 8 hours in any one day.

 

Please provide departmental policy on class, section and/or lab size where it exists.

 

___________________________________________________________________

 

 

This check sheet is designed to be distributed to all ASEs except those who are designated as the Instructor of Record for the course.

 

cc: EMPLOYMENT FILE





Requests for incremental increases to existing ASE appointments that lack a clear connection
to the department’s overall strategy to support remote teaching, and lack coordination by the
faculty lead on remote teaching and the TA Lead on Remote Teaching, will not be approved.
 
Visit the Graduate Division Campus Partners Collab site for more details on this topic and
other updates related to COVID-19: https://collab.ucsd.edu/x/voOQAg
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