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SECTION I: Teaching Assistant Guidelines
A. Definition of an Anatomy Teaching Assistant (TA)  

A Human Anatomy Teaching Assistant (TA) in the Health and Exercise Sciences (HES) Department is a student who assists the laboratory instructor(s) with the teaching mission of the program. TA’s help in teaching laboratory sessions in anatomy, as well as conducting laboratory review sessions. 

The TA plays a critical role in creating a small class atmosphere in a large class. As a TA you will have the opportunity to better understand how people learn while you develop your communication and leadership skills. Participation in this program is an award and as such is reserved for the truly outstanding undergraduate student.
B. Eligibility 

To be eligible for this teaching position in HES, students should have junior or senior class standing (at least 60 credit hours completed) and have an overall GPA of at least 3.0. Exceptional sophomores may be considered as well. You will likely be enrolled in the course at the time of your application, however former students of the class can also apply.

C. Course Instructor 

Jeremy J. Houser, Ph.D.
314 C Pershing Bldg

785-4407

jhouser@truman.edu
D. Application Procedure
An application form is located at the following web-link: http://www2.truman.edu/~jhouser/TA_application.doc
Completed applications and secondary materials should be returned to the course instructor via email.
Application Deadlines 
Fall positions:  April  1st 
Spring positions:  November 20th 

Applicants typically will be notified of awards by email within one month after the application deadline. At this time, those accepted to the program will be further advised about registration, scheduling and orientation.
E. Compensation Options
If selected, you may choose one of the following three compensation options: 

1. Scholarship Hours – if eligible
The student must accumulate 60 hours of work during the semester (or the number of hours dictated by the University)
“Scholarships are normally reviewed for renewal after spring semester. You must pass at least 24 credit hours during the academic year and not have used eight semesters of scholarship or the pro-rated number of semesters if you are a transfer student.” http://financialaid.truman.edu/renewalinformation.stm
Scholarship Renewal Form
http://financialaid.truman.edu/forms.stm
2. Institutional Pay – one full or two half available
“Institutional payroll is a job with the University which the student generally finds on his/her own. It is not Work-Study. The pay rate is minimum wage, and jobs are similar to Work-Study positions. Students must be enrolled full-time at the University. Work cannot exceed 20 hours a week during the academic year and 39 hours during periods of non-enrollment.”  http://financialaid.truman.edu
3. Volunteer – if not eligible for scholarship or pay

F. Training Workshops 

A training workshop is held each semester to familiarize TA’s with their responsibilities and the laboratory teaching environment. This workshop is held prior to the start of classes each semester and it is typically held in the cadaver laboratories at KCOM. TA’s will be notified of the exact time and location of the workshop.  Attendance at this orientation is REQUIRED. 

G. Participation of the Teaching Assistants 

Human Anatomy teaching assistants make a vital contribution to the instruction of students enrolled in this course. Students chosen as TA’s have done well in both the lecture and laboratory sections of this course and now have the chance to share their knowledge of and passion for anatomy with others. As partners in the process of education, I appreciate the TA’s interest and enthusiasm for the course, and I am counting on their motivation and initiative to maintain and improve the course standards. 

Your time commitment should not exceed those mandated by the University.  A TA is required to attend two assigned labs per week, one 2 hour open lab per week, and the biweekly common hour (4.5 hours /wk)
There are a few fundamental points that guide all who teach. 
The education of students is one of the main reasons for our presence here. Throughout the semester, TA’s work with many students - sometimes in groups and sometimes individually. Treat them with the respect every person deserves. Observe confidentiality with regard to conversation, class performance and grades. 

The process of teaching depends on sustained effort to carry out many duties and meet repeated deadlines. As basic as it may seem, one of the TA’s most important contributions is a dependable presence in scheduled sessions. A second basic contribution is the ability to finish assigned tasks. 

We’re all in this together. Realize that as part of a teaching group TA’s have a lot of support around them. Utilize the Course Instructor, Anatomy Fellows, and other TA’s. I hope that when TA’s think about their time as teaching assistants, they believe they gained more from their experience than monetary compensation or a line item on their resume.  
* read about eligibility and promotions in the Fellow Section II.B. & II.C.
H. Code of Ethics

TA’s must never discriminate against students on the basis of race, gender, religion, age, physical disability, national origin, political view, sexual orientation, previous performance in the course, or any other criterion. Treat all students equally and fairly. TA’s must never show favoritism to students on the basis of race, gender, personal appearance, living group affiliation, or any other criterion. 

TA’s must respect each student’s individuality and innately different approaches to life and problem solving. There are many ways to solve a problem; you are encouraged to share what works for you, but don’t try to force your style onto students. 

TA’s must respect each student’s sense of personal worth and refrain from statements or behaviors that belittle others. Never make negative or derogatory comments about students either inside or outside the classroom. 

TA’s must keep all information about their students and student performances confidential. Teachers have a moral and legal obligation to their students to keep this information confidential. This includes grades, answers to problems, personal discussions, and anything else that might be sensitive. 

TA’s must never provide early access to examination materials to any student for any reason. 

Behavior unbecoming of a TA will result in appropriate disciplinary action. This disciplinary action includes, but is not limited to, dismissal from your position as a TA.
SECTION II: Fellow Guidelines
A. Definition of an Anatomy Fellow (AF)

A Human Anatomy Fellow (AF) in the Health and Exercise Sciences (HES) Department is a student who assists the laboratory instructor(s) with the teaching mission of the program and advanced responsibilities in the cadaver laboratory.  Thus the AF is a Teaching Assistant with added responsibilities.  AF’s help in teaching laboratory sessions in anatomy, conducting laboratory review sessions and will be involved in a combination of one or more of the following advanced responsibilities:

1)  supervises Teaching Assistants,
2)  leads laboratory lectures on various topics,
3)  primary contributor to a gross anatomy research project,
4)  prosection (i.e. layered dissection) of the cadavers.

Thus, for an Anatomy Teaching Assistant to be promoted to a Fellow, he/she must show an exceptional level of ability in their position, have leadership skills, and perhaps have a desire to conduct a gross anatomy research project. 

The AF plays a critical role in aiding the course instructor in maintaining the integrity of the course and instruction. As an AF you will have the opportunity to develop your leadership, teaching, dissecting and/or research skills. Promotion to AF is a very prestigious award and caries with it a high level of responsibility and achievement.

B. Eligibility 

To be eligible for this Fellowship position, the student must have completed at least one successful semester as a TA.  The TA will be evaluated by the course instructor.  Feedback from other TA’s and the students of the course will be used by the course instructor in determining if the TA is suitable for the Fellowship.
C. Promotion Procedure
Current TA’s and AF’s will be solicited for nomination of TA’s to be considered for the Fellowship. TA’s will also be asked for their personal interest in becoming an AF. Formal feedback will be attained from all TA’s and current students of the course. The course instructor will then evaluate the TA on the following criteria:

1) interest/motivation in becoming a Fellow (i.e. a desire to fulfill at least one of the added responsibilities)

2) accuracy of their anatomical knowledge

3) quality of instruction

4) leadership abilities

5) reliability

6) TA and student feedback regarding these and other factors

7) other subjective variables

A promotion ceremony will be scheduled.  The Fellows will be presented with their marks of distinction.  
D. Compensation Options
At this time, identical compensations as TA’s receive will be provided for the AF.  Monetary awards are currently being investigated.

E. Training Workshops 

A training workshop is held each semester to familiarize AF’s with their responsibilities. This workshop is held prior to the start of classes each semester. Periodic meetings will be held throughout the semester as needed. Continuous interaction with the course instructor regarding the duties of the AF will be expected. 

F. Participation of the Anatomy Fellow 

Human Anatomy Fellows make a vital contribution to the instruction of students enrolled in this course. The contribution is different than that given by the TA.  Each AF may have different duties as per their interests.  However, the primary responsibility of the AF is always to act as a member of the teaching group, promoting the education of the students enrolled in the course.  Secondarily, the AF is to consistently seek greater involvement by conducting their assigned duties in a timely, productive manner.  I am counting on their motivation and initiative to maintain and improve the course standards. 

Fellow Responsibilities

As a supervisor to Teaching Assistants, the Fellow will be involved in ensuring that the TA’s fulfill their duties.  The Fellow must always be respectful to the TA, act as a resource and be a source of motivation.  The Fellow should make certain that the TA’s understand their duties, have adequately updated/refreshed their anatomical knowledge, and use proper teaching instruction techniques.  Feedback and instruction to the TA should be done with care and sensitivity.  Difficult situations should be funneled through the course instructor.
Those Fellows wishing to improve their teaching abilities may lead laboratory lectures on topics they are most comfortable with.  The AF must prove adequate knowledge of this topic and demonstrate their ability to deliver this information effectively.

A few lines of research may be conducted using the medical school cadavers during the academic year.  Interested AF’s may take the lead on one of these projects.   Adequate knowledge of the research process and presentation (conference or manuscript) of the project are expected.
Occasionally, a new cadaver will be obtained and subsequently the body will need to be prosected.  Those AF interested in learning the process of prosection will be trained and allowed to cut on the bodies.

An AF may be asked to help with some of the administrative duties for the course.

H. Code of Ethics

AF’s must never discriminate against students or TA’s on the basis of race, gender, religion, age, physical disability, national origin, political view, sexual orientation, previous performance in the course, or any other criterion. Treat all students and TA’s equally and fairly. AF’s must never show favoritism to students on the basis of race, gender, personal appearance, living group affiliation, or any other criterion. 

AF’s must respect each student’s individuality and innately different approaches to life and problem solving. There are many ways to solve a problem; you are encouraged to share what works for you, but don’t try to force your style onto students. 

AF’s must respect each student’s sense of personal worth and refrain from statements or behaviors that belittle others. Never make negative or derogatory comments about students either inside or outside the classroom. 

AF’s must keep all information about their students and student performances confidential. Teachers have a moral and legal obligation to their students to keep this information confidential. This includes grades, answers to problems, personal discussions, and anything else that might be sensitive. 

AF’s must never provide early access to examination materials to any student for any reason. 

Behavior unbecoming of a AF will result in appropriate disciplinary action. This disciplinary action includes, but is not limited to, demotion to a TA position or full dismissal from any involvement with the course.
SECTION III: Position Descriptions

A. Responsibilities of the Teaching Assistant 

The responsibilities of the TA are primarily in the laboratory portion of the course. In each lab, the TA will assist the course instructor as desired.  Each TA is assigned to one laboratory section for the semester. Lab sections meet for one hour, two days per week.  The TA will also be assigned to one ‘open lab’ section, which meets for two hours, once a week.  A biweekly common hour for TAs and Fellows will be held. Total scheduled time commitment is 4.5 hours per week.  

TA’s will be assigned to a group of students in their lab section.  These students and the TA will form a ‘learning pod’.  For most specimens, the learning pods will conduct self-discovery of the features listed in the study guide.  The course instructor will provide adequate information and guidance.  Using appropriate teaching techniques, the TA will provide guidance for the identification and subsequent understanding of human anatomy.
In the ‘open labs’, the TA will provide access to the specimen and maintain an environment conducive to learning.  The TA should encourage the students to develop their own solutions to problems or answers to questions, rather than simply showing them a solution.
Thus the TA will…
1) act as a resource to the student
2) guide the student through the learning process

3) answer questions or guide them to the answer

4) seek assistance when their understanding is inadequate
5) assist in the daily maintenance of the laboratory
The TA is NOT…

1) required to re-lecture material

2) required to act as a resource outside the lab

3) a babysitter or janitor
B. Evaluation of TA Performance 

Performance evaluation is an important part of the instructional process. Informal evaluation of TA’s is a continuous process by the Course Instructor via observation and feedback from Fellows and students working with the particular TA. Formal evaluation of TA performance typically will be conducted twice during each semester. This evaluation will be conducted by the Course Instructor. 

The criteria used to evaluate TA performance are outlined below. The first mid-semester evaluation for the TA will provide feedback regarding performance and emphasize the areas where improvement may be needed. The evaluation at the end of the semester will be one of several criteria used to assess the TA’s overall performance.   Anatomy Fellows and current students of the course will be solicited for their evaluation the TA performance.
Deficiencies and performance concerns will be noted via private personal meetings with the Course Instructor. Reciprocal concerns from TA’s are always welcomed.
Less experienced TA’s or TA’s believed to be less than adequate in their knowledge will be required to take the anatomy practicals.  This will be subject to course instructor desires.  
C. Evaluation Criteria of TA Performance 
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CRITERIA

NEEDS 

IMPROVEMENT 

SATISFACTORY  EXCEPTIONAL 

ATTENDANCE  > 2 days missed  1-2 days missed  0 days missed 

WILLINGNESS TO 

WORK 

just stands there and lets 

the instructor do the work 

will help if asked 

assists students, peers, and 

superiors without being 

asked

ATTITUDE 

"I don't care, I don't want 

to be here" 

"I'm here, and I'll just do 

what I have to do" 

"I'm glad to be here and I'll 

encourage student 

interaction" 

MOTIVATION  doesn't care about teaching 

shows motivation 

occasionally 

displays motivation on a 

regular basis 

WORK WITH 

INDIVIDUALS 

hesitates to interact with 

students on an individual 

basis 

will answer questions for 

individuals 

provides guidance and 

recommends learning 

strategies on an individual 

basis 

WORK WITH GROUPS 

hesitates to interact with 

students in a group 

will answer questions for 

individuals in a group 

will direct and lead 

groups; involves all 

students in the group 

PRESENTATION 

presentation is not clear 

and organized 

organized, but small 

problems (e.g., too fast, too 

slow, difficult to hear, etc.) 

organized, clear, 

enthusiastic, paced well, 

no problems 

PREPARATION  prepared on occasion  just covers the basics 

always prepared and ready 

to go one step farther 

FOLLOWS 

INSTRUCTIONS 

has to be told repeatedly  redirected on occasion  needs no redirection 

INITIATIVE 

needs to be told to do 

everything 

occasionally needs to be 

told to do something 

a self-starter, looks for 

something to do 

ENTHUSIASM  pessimistic & complaining  mild enthusiasm  very enthusiastic 

RESPECT OF 

STUDENT 

openly criticizes or speaks 

negatively of students 

keeps comments and 

opinions to themselves 

always respectful, and will 

even discuss strategies to 

work with all students 

CONFIDENTIALITY 

discusses confidential 

matters with peers 

always conscious of and 

never abusive of this right 

always conscious of and 

never abusive of this right 

COMPLETES TASKS  doesn't complete tasks 

completes required tasks, 

but may be late 

completes all required 

tasks on time 

TEAM MEMBER

does not maintain good 

relations with other Tas

is colleagial and works 

well

has formed strong bonds 

and works well with others

TOTALS 


D. Responsibilities of the Anatomy Fellow 

The primary responsibility of the Anatomy Fellow (AF) is first and foremost to assist the course instructor in the laboratory portion of the course. In each lab, the AF will assist the course instructor as outlined for each individual AF.  Not all AF’s will have the same duties, but will always default to instruction of the students.  As with the TA’s, each AF is assigned to one laboratory section for the semester. Lab sections meet for one hour, two days per week.  The AF will also be assigned to one ‘open lab’ section, which meets for two hours, once a week.  Total scheduled time commitment is 4 hours per week.  

AF’s should read the section on TA responsibilities.  The AF is still required to perform many of the duties of the TA.  

The following are description of the possible roles of the AF:

As a supervisor of TA’s…
supervise (ensure that the TA’s are doing their job correctly)

act as a resource

be enthusiastic about material, don’t be negative

handle or allocate some administrative duties (e.g. attendance)

As an instructor…

lead laboratory lectures

must show substantial understanding of the material

presentation must be clear, organized, and well-paced

must perform a mock-presentation with instructor prior to actual

As a researcher…

take the lead on a research project, which entails…

acting as the liaison among research group
being involved in literature review

establish time of data collection relative to dissection schedule

collect and process data

be integral in writing of manuscript and/or presentation

you must have adequate research experiences and/or adequate knowledge of the research process.
As a prosector…

you will be trained in the methods of dissection and prosection

you will be assigned a body or an area of a body

Thus the AF will perform the same duties as the TA’s or allocate those duties to a TA…
1) act as a resource to the student

2) guide the student through the learning process

3) answer questions or guide them to the answer

4) seek assistance when their understanding is inadequate

5) assist in the daily maintenance of the laboratory
The AF will also perform those duties as outlined between the course instructor and the AF at the commencement of each semester.

E. Evaluation of Fellow Performance 

Performance evaluation is an important part of the instructional process. Informal evaluation of the Fellow is a continuous process by the Course Instructor via observation and feedback from other Fellows, TAs and students working with the particular Fellow. Formal evaluation of a Fellow’s performance typically will be conducted twice during each semester. This evaluation will be conducted by the Course Instructor. 

The criteria used to evaluate Fellow performance are outlined below. The first mid-semester evaluation for the Fellow will provide feedback regarding performance and emphasize the areas where improvement may be needed. The evaluation at the end of the semester will be one of several criteria used to assess the Fellow’s overall performance. Other Fellows, TAs and current students of the course will be solicited for their evaluation of the Fellow’s performance, when warranted.

Deficiencies and performance concerns will be noted via private personal meetings with the Course Instructor. Reciprocal concerns from Fellows are always welcomed.
F. Evaluation Criteria of Fellow Performance 
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CRITERIA

NEEDS 

IMPROVEMENT 

SATISFACTORY  EXCEPTIONAL 

ATTENDANCE  > 2 days missed  1-2 days missed  0 days missed 

WILLINGNESS TO 

WORK 

just stands there and lets 

the instructor do the work 

will help if asked 

assists students, peers, and 

superiors without being 

asked

ATTITUDE 

"I don't care, I don't want 

to be here" 

"I'm here, and I'll just do 

what I have to do" 

"I'm glad to be here and I'll 

encourage student 

interaction" 

MOTIVATION  doesn't care about teaching 

shows motivation 

occasionally 

displays motivation on a 

regular basis 

WORK WITH 

INDIVIDUALS 

hesitates to interact with 

students on an individual 

basis 

will answer questions for 

individuals 

provides guidance and 

recommends learning 

strategies on an individual 

basis 

WORK WITH GROUPS 

hesitates to interact with 

students in a group 

will answer questions for 

individuals in a group 

will direct and lead 

groups; involves all 

students in the group 

PRESENTATION 

presentation is not clear 

and organized 

organized, but small 

problems (e.g., too fast, too 

slow, difficult to hear, etc.) 

organized, clear, 

enthusiastic, paced well, 

no problems 

PREPARATION  prepared on occasion  just covers the basics 

always prepared and ready 

to go one step farther 

FOLLOWS 

INSTRUCTIONS 

has to be told repeatedly  redirected on occasion  needs no redirection 

INITIATIVE 

needs to be told to do 

everything 

occasionally needs to be 

told to do something 

a self-starter, looks for 

something to do 

ENTHUSIASM  pessimistic & complaining  mild enthusiasm  very enthusiastic 

RESPECT OF 

STUDENT 

openly criticizes or speaks 

negatively of students 

keeps comments and 

opinions to themselves 

always respectful, and will 

even discuss strategies to 

work with all students 

CONFIDENTIALITY 

discusses confidential 

matters with peers 

always conscious of and 

never abusive of this right 

always conscious of and 

never abusive of this right 

COMPLETES TASKS  doesn't complete tasks 

completes required tasks, 

but may be late 

completes all required 

tasks on time 

TEAM MEMBER

does not maintain good 

relations with other Tas

is colleagial and works 

well

has formed strong bonds 

and works well with others

TOTALS 


G. Teaching Tips

The TA sets the tone for the lab group and helps determine how much students glean from the lab. The level of satisfaction students derive from their lab experience can affect their performance in the lecture part of the course. A good lab TA helps students with the material and welcomes student questions. 

Effective teaching in the laboratory requires that you circulate among the students and interact with them, asking questions, offering suggestions and helping out if necessary. 

Greet students in courteous and friendly fashion, both inside and outside the classroom. 

Give sincere positive reinforcement whenever possible. Positive comments do more than anything else to spur students to higher levels of achievement. 
Help students develop their own solutions to problems or answers to questions, rather than simply showing them a solution. It will help them little to watch you do it; it will help them a lot if they do it themselves. 

Encourage students to talk to each other, working out problems together when they cannot solve them alone. When they can solve problems alone, encourage them to check their solutions with others. 
Often students work in groups in the interest of time and available specimen. Ultimately, however, every student is responsible for his or her own performance. Encourage them to be sure that they can derive the answers without aid and after a hiatus in their study.

Have students help each other. Depending on student capabilities, it is sometimes a good idea to encourage them to address some of their more straightforward questions to each other rather than to you.

Be prepared! Your students will not be impressed if you show up unprepared for your sessions. 

If you don’t know the answer to a question, say so, for example, “I don’t know, but let’s find out.” If you find the answer, and help your students find the answer, you encourage scientific exploration and collaboration. 

Plan ahead and show up for all obligations. If you have an unavoidable conflict, arrange in advance for another TA or Fellow to substitute, as by swapping times. 
Clear and effective communication skills are vital no matter what profession the students plan to enter. Encourage them to practice their oral communication of anatomical terminology. Students often have difficulty expressing themselves verbally in science classes because of the large number of new terms. At first, get them to think about what they are trying to say in non-technical language. Then provide for them the anatomical terminology for their ideas. In this way they will improve their ability to interact verbally with someone and to use appropriate terminology to increase the precision of their communication. 

Communication also involves the use of visual aids. Get the students to draw diagrams of specimen that they observe in the lab. 

The force that drives most scientists is the excitement of exploration and the chance that something completely unexpected may be discovered. Science offers everyone the opportunity to let their mind go where no one else's has gone before. So encourage the students to look at everything, not just what is required.

Be prepared to deal with students who are intimidated and insecure. You be the one that initiates conversation, asking questions, etc.

Your students will inevitably ask how to study for a test or complain that science is nothing but the memorization of facts. Tell them that they should try not to memorize but to understand the material; in other words, they should be able to explain in some depth the reason why a structure is named the way it is (e.g. extensor digitorum longus). 

Never make the mistake of letting students be lazy by leaving specimen out or be rough with the specimen, as they may acquire a bad habit. Bad habits are difficult to break.

A lab is usually noisy and a little chaotic, so patience and humor are useful assets. Be clear on lab policies, know the material, and use your resources.

Remember that while your goal is to help students learn the course material, you are also teaching them how to study and how to learn. If they learn how to work independently in this course, they will be able to succeed in later courses. 
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