General Expectations for Teaching Fellows
Department of Anthropology

Adherence to these guidelines is a critical part of your role and will be a factor in your final performance evaluations.

Professional conduct and communication

· Arrive at least 10 minutes before all assigned lectures and sections. Arrive on time for all department, CAS, and weekly TF meetings. 
· Expect to spend 20 hours per week on your TF duties, including class attendance, teaching, office hours, meetings, grading, and emailing students. Keep track of your hours and notify the professor and department immediately if you are regularly exceeding this time.
· Attend all required TF orientations, trainings, and meetings provided by the department and CAS at the beginning of each semester.
 
Communication

· Maintain professionalism in all interactions. Do not make negative comments about the course, professor, or students to other members of the university community or on social media.
· Communicate all concerns about the course, students, or workload directly and in a timely manner with the professor. Do not attempt to solve recurring problems on your own.
· Keep all written communications about students and colleagues on official channels (BU email, Blackboard). Do not write anything you wouldn't be comfortable with the recipient reading.
· Maintain open communication with the professor about the course, as some correspondence may occur in the evenings or on weekends.
· Inform the professor of any planned absences as far in advance as possible to ensure your responsibilities are covered.
· Be aware of your status as a mandatory Title IX reporter and know the correct procedures for reporting and providing resources to students.

 Classroom and instructional duties

· Return to Boston before the first day of classes.
· Read all assigned course materials before teaching your section, even if you have read them before. In particular, read the syllabus carefully to understand the specific policies and relevant dates for your course.
· Come to your section fully prepared to teach and lead discussion.
· Attend all lectures unless given explicit permission to be absent.
· Model proper classroom etiquette for students by refraining from using digital devices for non-class work. Help the professor enforce their policy on digital devices.
· Be available before and after lecture to assist with setup, audiovisual needs, or other tasks as requested by the professor.
· As the person responsible for your section, you are expected to be on time and prepared. In case of an emergency, you are responsible for notifying both the professor and your students.
· Support the faculty's instruction. If you disagree with how a topic is taught, address it privately with the professor. Do not correct or challenge the professor's approach in your sections or in communications with students.
· Understand that the professor makes the final decisions regarding all course and student matters.
· Collaborate with the professor at the beginning of the semester to establish clear expectations for grading, including timelines and the type of feedback required.
· Grade student papers and provide feedback within the established timeframe. Do not regularly request extensions on grading.
· Keep grades up-to-date, organized, and accessible to the professor using the agreed-upon system (e.g., Blackboard or an Excel sheet). Attention to detail is critical to avoid mistakes.
· Hold weekly office hours to assist students.
· Assist the professor with carrying out disability accommodations as needed.

Finally, ask for help: Do not hesitate to ask the professor for help or guidance with difficult teaching moments. If you are struggling to connect with the professor, you are encouraged to reach out to the department chair, Associate Chair, or DGS.




