New TA Checklist 

1. Has the PIE Associate contacted you as the new TA? 
Yes:________ 
No:________  

2. Are you registered to attend the PIE Teaching Conference?

Link: http://pie.fsu.edu/Teaching-Conference-TA-Orientation/Conference-Overview
Date:  TBA held at the Classroom Building (HCB 101)

Note: This conference has a mandatory sexual harassment training session that is required for all TAs.

Check all activities that you have completed 

3. New student:
	· Purchased insurance/signed waiver online

· Medical records transferred to FSU

· Filed for in-state residency for out-of-state students (note: you also need to do some follow-up paperwork in one year.)

· Requested a parking pass, if applicable

· Helpful link to prepare you for your first semester: http://ctl.fsu.edu/firstSemester/beforeClass.cfm
· Obtained an FSU ID and Card (see link above) 


	· Enrolled in colloquium

· Located your office and mailbox, if applicable

· Filled out payroll paperwork

· Met with the PhD Program Director to discuss transferring over prerequisite credit hours

· Met with your first year advisor

· Other: _________________________
· Other: _________________________
· Other: _________________________


4.  Preparation to teach:
	· Attended the PIE Teaching Conference
· Attended Sexual Harassment Training Session
· Assigned a class to teach & received an old course syllabus
· Reviewed FSU’s academic calendar so you can jot down any holidays or grade deadlines.

· Found out where you will be teaching and signed up for a TEC Account
https://condor.tecad.fsu.edu/inst_tools/account/acctid_form.aspx
· Met with the current PIE Associate before teaching
· Signed up for a blackboard account and course website
http://ctl.fsu.edu/firstSemester/beforeClass.cfm

	· Assigned a textbook(s) for the class

· Checked content collection for helpful DURP materials

You can access this through your Blackboard > My Organizations > URP Colloquia > Teaching Group > Courses

· Printed off student roster (faculty course list)

· Took first day attendance and dropped absent students

· Sit in on the course before you teach it, if applicable
· Discussed student disability services 

http://www.disabilitycenter.fsu.edu/
· Set an attendance & technology policy

· Other: _________________________


5. Support while teaching and reminders:
	· Attended teaching group meetings

· Had a classroom observation of your teaching performed by a peer

· Had a classroom observation of your teaching performed by a faculty member

· Chatted with the PIE Associate

· Chatted with previous TAs of your course


	· Optional:  TABS – Mid-semester evaluation

http://ctl.fsu.edu/collaborate/modify/TABS.cfm
· Asked students for informal feedback

· Contacted blackboard support

· Reviewed the PIE website for teaching tips

http://pie.fsu.edu/
· Submitted grades online

· Other: _________________________


6.  Professional development: 
	· Reviewed your SPOT feedback

· Uploaded your teaching materials on content collection to share with future TAs

· Other: _________________________
· Other: _________________________


	· Optional:  PIE Certificate
· Optional:  Created a teaching philosophy

· Optional:  Created a teaching portfolio

· Other: _________________________

· Other: _________________________
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