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This handbook has been created in an effort to provide information for incoming and current teaching assistants for Educational Assessment EDPY 303. This document intends to abide by all regulations stipulated by the University of Alberta, in particular those articulated in the graduate assistantship agreements.

Although all necessary measures have been made to ensure the accuracy of the following information, it must be recognized that due to ongoing efforts to improve the functioning of the course means, the information presented is subject to revisions. 
We would like to thank Beth Moore (lead TA 2010-11) and Michelle Marlow (TA 2009-10) for their work with Cheryl Poth in the original conception of this document and to all the instructors and teaching assistants who have contributed to its current version (most recently Maria Clara Bustos Gomez, Paolina Seitz, Man-wai Chu & Katya Chudnovsky). 
Welcome!
We are glad you have chosen, or are considering, joining the EDPY 303 team. As a graduate teaching assistant you will play an integral role in this course. We could not effectively deliver this course without you! Our focus as an instructional team is to enhance the learning environment for our undergraduate students while providing you, as a teaching assistant, with opportunities to learn as you work with among a team environment.
First and foremost, ongoing communication that is both consistent and open is a key ingredient for our work together. If you have questions or concerns as you are reading through this document or throughout the course of the semester, please be sure to articulate them. Remember, we are all here to learn and we each bring invaluable experiences and knowledge. As part of an instructional team, we hope that all members remain open to suggestions as the course is continuously being modified for improvement. 
Structure of EDPY 303
EDPY 303 is currently being offered as an on-campus course and as an off-campus or online course through the university’s collaborative education programs. While the course coordinator may have some contact with the off-campus program instructors, the focus of this document is to assist in the orientation of on-campus teaching assistants. 
Educational assessment EDPY 303 is a mandatory undergraduate course for all education students and is usually taken during the very busy Introductory Professional Term (IPT) in the third year of studies. The term in which students take this course is also the first term of their teacher education program, in which students begin their school-based practicum. Students take several other education courses at the same time, which often include inclusive education, classroom management and curriculum.
Approximately 1400 students enroll in the on-campus course every year. Every term, the classes are divided into 4-5 sections, two elementary and two/three secondary, each of which can have between 90 and 165 students. 
The EDPY 303 instructional team includes a course coordinator, multiple faculty/seasonal instructors and several graduate teaching assistants. 
Team Instructional Approach 
Much work goes on behind the scenes by instructors and lead TAs during the spring/summer to prepare for the fall/winter terms. The course is delivered across eight weeks. Each week students attend two 1 hour and 50 minute lectures, which are complemented by online (eClass and email) and in-person (Instructors/TAs office hours) supports, for a total of 16 lectures. On Fridays during the second month of the course, students attend the school where they will spend their practicum for three observational days. These experiences are subsequently integrated into the second half of the course.
Lectures

It is important that students are encouraged to attend all of the lectures as pertinent material is covered throughout each class. We also believe it is also essential that the lectures are designed in an interactive manner so that they engage students in the material. 
Throughout the lectures, student participation is encouraged through small and large group discussions, activities, guest speakers, media, and the use of the i>clicker. Lecture notes are posted as power point presentations prior to each class on eClass, which enables students to review the information and become familiar with the material before attending class. 
I>clicker

An I>clicker is a portable handheld technological device that functions as a type of student response system. I>clickers allow students to actively participate in classroom discussions or answer sample exam questions anonymously. For instance, instructors can, upon posing a question, have students submit their responses by indicating their answer with their i>clicker. Once all the responses have been gathered, the instructor can then use the i>clicker software to display a summary of students’ responses and highlight the correct answer. This device is unique in that it provides both instructors and students with formative feedback regarding their learning. 
eClass (Moodle)
Moodle is an interactive online platform that was adopted by the Faculty of Education as the e-learning software program for all of its courses. There are five main components that are used in this course:

Discussion Forums
This is a place where students post questions or comments about course content, assignments, and exams. Students, instructors and TAs have access to these forums and can use them to post course-related questions and responses. 
Email
It works as an online system where students can send the TAs, instructors and even each other messages regarding the course. EClass’s email feature has been set up so that any emails sent will be re-directed to the recipient’s University of Alberta email account. 
Resources
The instructional team uses eClass as an opportunity to post course resources for students. For example, documents such as the course outline, lecture notes, templates for assignments, relevant research, sample assignments, and helpful links such as the Alberta curriculum will all appear on the EDPY 303 eClass site.
Grades
The instructional team post students’ assignments and exams marks on eClass. These marks will be uploaded so that each student is only able to view their own marks.
Announcements
The instructional team uses the announcement function as a way to provide students with reminders about course-related information. This feature is unique in that it enables the team to communicate with students in an ongoing manner, which ensures greater consistency in the distribution of information across sections. For example, the team could post the information about cancellations of office hours, exam rooms and instructions on how to print the lecture notes as announcements.
Textbook
Ken O’Connor’s 2012 textbook, which is entitled 15 Fixes for Broken Grades (Canadian edition), is a required text for this course. Although the lectures will provide students with a large portion of the necessary information, students’ knowledge of the textbook is essential for their success in the course. The textbook that is used for this course is a superb and relatively affordable resource that students could certainly use once they have graduated and are teaching. Another interesting note is that the version that we are using has been customized for an Alberta audience, which means that many of the examples are set within a Canadian context and are pertinent to the Alberta curriculum. 
Office hours

Each instructor holds weekly office hours and is available by appointment. Each TA also has weekly office hours assigned, recently we have paired returning TAs with new TAs during the first term and this has worked very well.  These hours offer students with the opportunity to come and receive individual assistance regarding the course material and logistics. The instructional team’s office hours are spread evenly throughout the week in order to provide the greatest amount of access for students with differing schedules.


During office hours, the teaching assistants are required to be present in the TA office for the full duration of the scheduled time. Although some students book appointments to see you during your designated office hours, it is very possible that students will just drop by without notice, which is one of the reasons why it is essential that the TAs are in the office during the entirety of their office hour time. In the event that no student(s) visit during your office hours, you are encouraged to monitor the eClass discussion forums and answer any questions that have arisen.
Assessments

Not surprising our assessments continue to evolve, presently there is one assignment consisting of two parts and two exams (midterm, and a final exam) that together makeup the course grade. It should be noted that students are to be encouraged to participate in the various other opportunities to receive formative feedback (no grade assigned) about their understanding of content (i.e., practice exam questions) or pre-submitted work (i.e., peer review). 
TA Roles & Responsibilities

The following sections outline the roles and responsibilities that you, as a teaching assistant, will be expected to undertake. Although some of you might not have any formal classroom teaching experience, we will support your learning about the course content. As this course is coordinated around a team instructional approach, it is important that you, above all, ask your fellow team members when you have an issue or concern that is related to the course. We are all here to learn!
Prior to the beginning of the term, you will sign a contract that outlines the number of hours that you will be required to work. During the first week of classes, a more detailed outline of hours allocation and distributions will be discussed with the instructional team. It is important to recognize that many of you will have differing contracts with differing responsibilities and hour allocations, which are designed to reflect the individual needs of the teaching assistants. These detailed outlines will also help us be fair and respectful of your role as a graduate student. 
Graduate students are primarily offered one of the following three contracts:
3 hrs/week = 43 hrs

6 hrs/week = 96 hrs


9 hrs/week= 144hrs




Team meetings


Team instructional meetings are one hour in length and held approximately once a week for a total of 10 hours.  Your attendance at these meetings in mandatory as it is the time and place where essential issues (e.g., logistics, assignment questions, etc.) are discussed. Meeting summary notes are taken at each meeting in order to increase the consistency with which meeting information is distributed amongst team members. These notes also provide the team with a tangible record of each meeting’s happenings, which ensures that all team members, especially those that were unable to attend the meeting, are aware of any decisions that were made. The teaching assistants on a rotating basis assume the task of the meeting note-taker. 
Classroom Observations

Teaching assistants are required to complete weekly classroom observation templates for the class they attend, which solicit various questions regarding student engagement and understanding of the material. These observations are an essential component of the team instructional approach in that they serve as a type of formative assessment, from which the team can improve its functioning for the course delivery throughout the term.
Proctoring


Proctoring exams is an important role for teaching assistants in that it helps ensure that there is fairness in the assessment environment for students. Each term there are two exams (i.e., a midterm and a final), with 3 hours allocated for each one, which includes 30 minutes for setup and 30 minutes for cleanup. The exam schedule is available at the beginning of the term and the instructional team divides proctoring responsibilities according to the team members’ schedules.  The midterm is written during class time and therefore requires every TA to proctor the midterm for the class they attend. The final is not written during class time and therefore, all teaching assistants will be asked to proctor at least one exam time, which fits with their schedule. 
Marking 
Marking represents the largest time commitment of being a TA for this course.  Responsibilities are as follows:

Assignment Check-in (we are currently examining the logistics involved in online submissions so this responsibility may soon be redundant)
Students are provided with a designated day, time and location(s) during which they must submit their assignments. Assignment collection takes place at one of two locations; in-class or at the TAs office (Ed North 6-122).  If students choose to submit their assignments in-class then, they must do so in the class that is closest to the assignment due date (students will be informed the date and time to submit the assignment). In either case, when the assignment is handed in, a teaching assistant must check it while the student is still present to ensure that all components are present. In the event that something is missing (e.g., student ID number, peer assessment forms), the student can be notified immediately and asked to provide the necessary information. Following this procedure helps ensure that all assignments are complete when submitted, which saves the team from having to find students and collect missing information.
Training for Reliability

Establishing reliability amongst multiple markers is essential to ensuring that there is consistency in the marking of students’ assignments. In order to increase marker reliability, the instructional team meets as a group once the assignments have been handed in, and prior to their marking, to train for reliability. In these meetings, each team member marks the same assignment individually, following a whole group discussion regarding the marks that were given and the rationale behind these marks. The team analyzes the assignment mark-by-mark and must come to an agreement about each mark before moving on to the next. Marker reliability training is a very interactive process, during which team members are given the opportunity to reach a consensus about what they are looking for when marking. This process works to increase the markers’ overall confidence with and consistency of their marking. Ultimately, the goal of the training is to ensure that every single team member will mark students’ assignments in a similar manner. Following training, TAs are required to participate in some sort of double marking activity to ensure reliability. These procedures will be discussed at the training
Assignment Marking

Depending on your contract, teaching assistants could be given a range of assignments to mark. Once the assignments are received for marking, the instructional team marks them individually using marker notes, which serve as a guide for marking. Developed along with the assignment and perfected throughout the reliability training, marker notes facilitate your ability to mark reliably. Once this is completed, the scores are entered a scoring sheet that is attached to the student’s assignment and then entered onto a spreadsheet on eclass.

Assignment Remarking

These procedures will be discussed with you and are the responsibility of the instructor. However students may ask TAs for advice, for example, whether they should request remarking.  Please do walk through the assignment with them but it is important that you are aware that the remarked score is the final score-regardless of whether it is higher or lower than the original score. 
Photocopying (again if we move to online submissions and grading this responsibility may become redundant) 

Each scoring sheet is photocopied and stored in the TA office before the assignments are returned to the students.  This provides the instructor with a copy of the student’s original mark, which serves as a back up copy in the event that the student’s copy goes missing or if they come to ask questions about their mark. You will be given the photocopy code.
Office Hours

You will be expected to hold office hours throughout the term. Office hour schedules will be established during the first week of classes. Remember to schedule your office hours in such a way that leaves you with ample time to attend your own courses. We are fortunate to have a teaching assistants’ office in Education North 6-122, which has three desks and a computer. You will be given a key at the beginning of the term from Joyce in the Department Office, which will give you access to this office for the duration of the term. The entire EDPY 303 teaching assistant team shares this office and therefore, it is important that you treat this space with respect. 

You are expected to be physically present in the office (6-122) during your scheduled office hour times.  If circumstances arise that you cannot be there, you must take the following measures:
a) Pre-arrange with other TA so students access to office hours is not interrupted.

b) In case of not finding replacement to cover you during the office hour, post an announcement on eClass notifying students (both secondary and elementary) and the instructional team of your absence (include the exact day and time of the office hour that you will be missing).
c) When possible, ask another TA (or if absolutely necessary, an instructor) to post a paper announcement regarding your absence on the TA office door.

The following are some of the tasks that commonly occur during office hours:
· Questions about course content


· Help with assignments 

· Review for exams

· Review assignments
· Review of practice quiz or midterm

If no students visit you during your office hours, then you should:
· Monitor discussion forums
· Answer any questions students have posed on eClass
· Answer any EDPY 303 related emails

· Clean up the office

If all the above tasks have been completed then you can feel free to work on your own coursework.
Attending class

At the beginning of the term, each TA will be assigned to one specific class. The allocation of TAs to classes will be determined according to your availability and around your own class schedule. You will be expected to attend every lecture of your assigned class, unless negotiated otherwise with your instructor. It is our experience that students like asking questions before and after class and so it is ideal that all TAs arrive 15 minutes prior to class and stay 15 minutes after. This will give you the opportunity to:
· Set up the computer, projector and power point slides

· Check that everything is in place for the lecture (microphone, etc)

· Answer questions from students
· Help with Peer Assessments

· Conduct the assignment check-in (see above)

· Host a guest speaker

· Complete the Observation Form (see Appendix F)
Monitoring discussion board

Teaching assistants are responsible for the majority of discussion forum monitoring. It is expected that you check for postings throughout your office hour day (e.g., if your office hours are scheduled from 10-11 am on Tuesday, then you are responsible for monitoring the discussion forum for the entirety of that day). It is essential that all efforts are taken to ensure that TAs are not posting different responses to students’ questions, which can become frustrating for students and lead to greater disagreements among the instructional team. If you learn that two TAs posted differing responses to one student’s question, please inform them of this issue and make the correction as a team. 
Answering emails
A reasonable turnaround time for email response is approximately 24 hours. When an email is sent to the entire instructional team, please “reply to all” when you respond so that we are all aware that someone replied to the email. 
Mentoring


Opportunities may arise, once you have completed one term as a teaching assistant, to undertake a mentoring role for new teaching assistants. This is an important role and is usually assigned with the title of “lead TA.” As the lead TA, you need to be available to meet with the other TAs in order to discuss any questions or concerns they may have. Lead TAs are encouraged to drop by new TAs’ office hours, which serves as an opportunity for them to answer questions.

Logistics

The following are several aspects of the course that you might be asked to help out with:

· Reviewing exams for corrections

· Creating/updating resources for course/eClass


· Preparing handouts for each section (i.e., counting out copies and distributing to instructors)

· Meeting with students to go over their midterm or final exams

· Organizing materials for exams

Interacting with Students

Engaging in meaningful interactions with students is another important role of the EDPY 303 teaching assistants. In this role, you must represent the instructional team and provide consistent and clear information. 

The following guidelines were developed by previous EDPY 303 instructional teams in order to assist future teaching assistants with this particular responsibility. We encourage all teaching assistants, whether interacting with students in person or electronically, to:

1. Be professional and friendly (remember you are interacting with students on behalf of the entire EDPY 303 instructional team).

a. Undergraduate students have multiple academic and professional responsibilities, which often causes them to be stressed. It is important that we remain sensitive to their needs and recognize that they may be concerned about a variety of issues. 

b. When conversing with students, refer to the course instructors in a formal fashion. For example, you might say “please follow-up with Dr. Poth or instructor Mills in class on Tuesday”.

c. Refer to your fellow TAs with respect, even if you are correcting them. If you must correct a fellow TA, we encourage you to address this issue with your colleague and, if needed, discuss it with your instructor/course coordinator.

2. Be prompt with your responses. 

a. Please answer emails within 24 hours, monitor the discussion forum frequently and address any in-class inquiries immediately. 

b. It is also important that you remain punctual and arrive on time to office hours, lectures, marking, meetings, and proctoring.
3. Be honest and accurate in your replies to questions:

a. Know that it is best to be upfront with students and tell them that you are uncertain about the response to their question. It is better that you solicit input from your instructional team and then give students a valid answer rather than providing them with a rapid response that is false or inadequate.

b. When you are unsure about the answer to a particular question it is recommended that you first solicit the lead TAs assistance in this matter. If the lead TA is unsure of the answer then you can ask the instructor. The course coordinator should only be contacted, regarding student inquiries, if any other member of the instructional team could not answer them.

4. Follow the definition of “help”:

a. It is important to know what “help” means and entails when interacting with a student, particularly when the inquiry is related to assignment or exams. 

b. Help means that you can provide students with feedback about whether their thought process is on “the right track”. It is however, important that teaching assistants do not solve students’ problems or answer their questions. It is also important that teaching assistants do not review student’s assignment as a whole. Rather, we suggest that you address the specific area or issue that students are having; following which students may return and seek additional feedback once they have made the appropriate changes. Ultimately, we want to make sure that we are not advantaging certain students over others by giving away answers. 

5. Report students that exhibit a lack of respect towards any member of the instructional team:

a. It is important for you to know that we are here to support you and to ensure that your work environment is one in which you feel respected. 

b. It is essential that we diffuse any situations of conflict before they escalate and cause defamation to any individual either online or in person. Please feel free to refer students exhibiting these behaviors to your instructor and notify the instructional team immediately in the event that any of these situations arise.

6. Forward any requests beyond your scope of knowledge or understanding to another member of the instructional team:

a. Questions about grades that go beyond the “when will they be available” (e.g., incorrect grades that are posted) should not be answered but referred to the instructor.

b. If a student is under visible distress, one which appears to be beyond the normal stress of being a busy undergraduate student, it is important that you refer them to your instructor. Your instructor will be in a better position to evaluate the situation and then refer students to the appropriate campus resources. See also Appendix F for a list of resources available to students.

Teaching a class


As you become more comfortable with the EDPY 303’s content, you might wish to approach an instructor to lead part of a class. This is a great opportunity but is neither expected nor required of the TAs. Generally, the instructors are more than willing to share their course lectures with you ahead of time so that you can review it and make adaptations. 
Keeping track of your hours

In an effort to inform us about the amount of time your responsibilities are taking to complete, which helps us stay within our hour allotment of your contract, we require teaching assistants to monitor their own hours by writing them in the TA Log (for an example see Appendix B). At the beginning of the term you will receive the log and it is your responsibility to keep it updated, as you will need to submit it at the end of term before your evaluation is signed. This log is an essential component of the EDPY 303 course in that it helps the instructors and course coordinator stay within the hour allotment of your contract when distributing tasks and responsibilities throughout the term. 
It is your responsibility to keep an eye on your hours. If you find that you are consistently going over your allotted hours then you must take the initiative to notify your instructor about this issue. Please note that you may be asked part way through the term to submit a copy of your log, which helps us to gauge how much time is remaining in your contract. All these efforts are to help us be fair and consistent in our delegation of tasks.
Balancing your role as a TA with your role as graduate student 

Remember we are here to support one another. If you find your TA responsibilities are causing challenges with balancing your life as a graduate student please talk with your instructor and/or course coordinator about your concerns. It is important that you become familiar with the course schedule early on in the term, particularly with respect to marking and proctoring who will help you plan accordingly. 
Getting Started

· Make sure that you have access to the TA office and eClass (Moodle).
· Bring your course schedule to the first instructional team meeting (usually the same day as grad orientation).
· Please be aware that some courses have practicum components, and you are responsible for ensuring that your TA responsibilities do not conflict with these other commitments.
· Remember to check the EDPY 303 Course Content FAQs before trying to answer questions from the students (pages 16 - 23 in this document). 

Appendix A: Example of TA responsibilities and important dates
*please note dates will defer each year
	What
	Activity
	Dates
	Allocated hours
	Your hours

	Team meetings
	Attending

Summarizing
	Ongoing: a common time to be determined
	10
	

	Proctoring
	Midterm
	Wed. Sept. 29    2-4:30 (2:30 start)

Thurs. Sept. 30  10:00-12:30 (10:30 start)

Thurs. Sept. 30 10:30-1:00 (11 start)

Thurs. Sept. 30  3-5:30 (3:30 start)

Thurs. Sept. 30  4:30-7 (5 start)
	2.5 hours per exam

(unless already attending class)
	

	
	Final
	Thursday November 4

12:30-3:00 (1pm start)

2:30-5:00 (3pm start)
	3 hours per exam
	

	Marking & Training for Reliability and Double Marking
	Assignment 1
	Reliability: Friday 15th or Sat. Oct. 16

Marking

Check-in:  Friday Oct. 23 time?
	3 hours

3 hours
	

	
	Assignment 2
	Reliability: Mon. Oct. 25 5-8pm

Marking

Check-in: Sun. Oct. 31
	3 hours

3 hours
	

	Assignment Check-in
	
	1: Oct. 14

10-12

12-2

2-4

2: Oct. 25 

10-12

12-2

2-4
	*unless it’s your office hour
	

	Office Hours/eclass


	Working with students/

Monitoring discussion board/ answering email
	2 hours per week X 10 weeks


	20 hours
	

	Attending class
	Answering questions

Completing observations
	Mon/Wed. 2:30-4:30 

Tues/Thurs. 10:30-12:30 

Tues/Thurs. 11:00-1:00 

Tues/Thurs. 3:30-5:30

Tues/Thurs. 5-7
	2 hrs/class = 34 
	

	Teaching a class
	Lecturing 

Prep.
	
	
	

	Mentoring
	
	
	
	

	Logistics
	
	
	Total hours
	


3 hrs/week = 43 hrs (marking)

6 hrs/week = 96 hrs

9 hrs/week= 144hrs

Appendix B: Example of TA log hours
* Please use this to keep track of your hours per week at each activity & submit at end of term


Term __________________

	Week of
	Team mtgs.
	Proctoring
	Marking
	Assign’t check in
	Office hours/eclass
	Attending class
	Logistics
	Other (specify)
	Total hrs

	Sept. 6
	
	
	
	
	
	
	
	
	

	Sept. 13
	
	
	
	
	
	
	
	
	

	Sept. 20
	
	
	
	
	
	
	
	
	

	Sept. 27
	
	
	
	
	
	
	
	
	

	Oct. 4
	
	
	
	
	
	
	
	
	

	Oct. 11
	
	
	
	
	
	
	
	
	

	Oct. 18
	
	
	
	
	
	
	
	
	

	Oct. 25
	
	
	
	
	
	
	
	
	

	Nov. 1
	
	
	
	
	
	
	
	
	

	After
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Total hrs
	
	
	
	
	
	
	
	
	


Appendix C:  EDPY 303 Course Content  FAQs
Dear EDPY 303 TA:

In this document you will find a list of the most frequently posted questions from students on eClass as well as corresponding answers provided by the members of the EDPY team (TAs and Instructors). 

Please note that the aim of this document is to help alleviate any uncertainty you may be feeling about answering students’ questions regarding course content and/or logistic/technical issues.

· A few things to consider:

· This list is not exhaustive.

· The course materials, your experience and knowledge about the course content and course logistics/technical issues are the starting point to answer any questions students may have.

· Before posting your question, make sure you proofread the message and are confident with the answer you are providing. 

· Ask other TAs and/or instructors if you are uncertain about the validity of your response.

The list of questions is organized into categories based on the topic of the questions. A common question and its possible answer is presented. In addition, some comments are included that can be made about the procedure to follow in special cases. 

· Consider using the following general structure in your message reply either in eClass or by email:

· Greeting

· You can mention the student’s name to make the message more personal.

· Address student’s question

· Restate the student’s questions so students will recover the context of their questions. This will also enable other students to be aware of what question you are answering.

· Provide examples if needed

· You can use and/or extend examples given in class.

· End the message in a positive way and leaving open the student’s access to your feedback (Hope this helps, contact me if you require further clarification, etc.)

· Write your name and add TA at the end of your name so that they are aware of your role in the course.

SAMPLE GENERIC RESPONSE TO STUDENT QUESTION

QUESTION: 

Hi, I am in the elementary section B1 and I was wondering if, for the assignment, we are allowed to work in a group with students that are not in our section? Max.

ANSWER:

Hi Max, 

Thank you very much for your question. You are allowed to work with a maximum of two other individuals (i.e., your group can have no more than a total of 3 people) and these group members can be in another section as long as they are in another elementary section (i.e., you cannot work with students in a secondary section).

Hope this helps. Let me know if you need additional clarification.

Best Regards,

Molly (TA)

Overview of the categories

1. RELIABILITY AND VALIDITY 

2. TYPE OF ITEMS 

3. ASSIGNMENT 

· Topic/program of studies/curriculum course 

· Using different units from the programs of study Formats for specific learner outcomes Peer review

· Alignment of specific learner outcome and item

4. BLOOMS’ TAXONOMY LEVELS 

5. FEEDBACK ON THE OVERALL ASIGNMENT 

6. ITEM ANALYSIS 

7. STANDARD SCORES

8. PERCENTILES

9. GETTING CORRECT ANSWERS FOR A MISSING LECTURE 

10. GETTING CORRECT ANSWERS FOR A PRACTICE QUIZ 

11. ACRONYMS

12. LOGISTIC AND TECHNICAL ISSUES

· Course materials

· Posting grades

· Item analysis for the exam

· Using a calculator in the exams

· Practice quiz glitches 

· Inconsistencies between course documents (lecture slides and informative documents) 
Sample Questions and Answers

1. RELIABILITY AND VALIDITY

Question: What is the difference between reliability and validity?

Answer:
Although the concepts of reliability and validity are interrelated, they focus on different aspects of the assessment process.

Reliability: Consistency of scores and results from assessment. Reliability is required for validity but it does not imply validity. To increase the reliability of an assessment, consistent administration of the assessment method is required along with relevant and representative items for the content being assessed. 

Validity: Valid results are necessarily reliable (or consistent). Validity has to be with the accuracy of interpretation, uses and decisions being made from assessment results. Within the strategies used to increase validity are:  specification of the intended learning, identification of criteria and selection of relevant and representative tasks/items.

2. TYPE OF ITEMS

Question: What are the differences between an Extended Constructed Response and a Performance Assessment? 

Answer:

A performance assessment is a type of extended constructed response item, therefore, performance assessments have the same characteristics as extended constructed response items such as open-ended, variety of responses, opportunity to incorporate your own ideas and integrate knowledge, etc; however, the performance assessments are designed to be authentic tasks (related to real-life).
3. ASSIGNMENT (The instructional team has prepared an Assignment FAQs document in which the assignment procedures are explained in detail to students. You should use this document as your first source of information in addressing students’ questions regarding the assignment.)

Question:  What is the difference between the topic, unit, program of studies and curriculum course?

Answer:

Students taking EDPY 303 are preparing to become school teachers, therefore they take curriculum courses which help them to prepare the discipline(s) they will teach at the school.

The programs of study are a series of documents developed by Alberta Education to refer all the knowledge and skills that teachers need to teach and students need to learn according to each specific subject area.

Each subject area (e.g. Sciences) is subdivided on other sub-areas, also called Units or Topics (e.g. Weather).

Question:  Can I use different units from the same program of studies to develop the assignment?

Answer:

Yes, you can use different units to develop the assignment as long as they are units for the same program of studies (e.g., math).  

Question:  Would this be considered one learner outcome or more than one?

“5.2.2 Examine, critically, the ways of life of Aboriginal peoples in Canada by exploring and reflecting upon the following questions and issues:

• What do the stories of First Nations, Métis and Inuit peoples tell us about their beliefs regarding the relationship between people and the land? (I, CC, TCC, LPP)

• How are the Aboriginal cultures and ways of life unique in each of the western, northern, central and eastern regions of Canada? (I, CC, TCC) … “

Answer: 

This is one specific learner outcome. In some programs of studies, the SLOs are very broad and need to be sub-divided in other more specific components. You may consider including only the component(s)/question(s) you will be assessing with your item. 

Question: Should I cite the images I’m including in my assignment?

Answer:

Unless you are actually creating the images yourself (e.g., you drew them using paint), you will need to cite the images included in your assignment. You do not need to follow any specific style, just make sure you have included a reference from where the image(s) was/were taken from.

Question: Do I need to create a "References" section for the assignment?

Answer:

It is sufficient to include citations throughout the assignment.

Question: Can I bring more than one item by type for the peer-review? I would like to choose which one my peer finds is the best.

Answer: 

That’s a great idea. However, remember than only 20 minutes are given in class for the peer review activity.

Question: Unfortunately I missed the peer-review class. Can I get someone from the class to peer review my assignment part I (or part II)?

Answer:

Yes, you can find someone from your section to do your peer review.

Question: Should I complete a self-assessment for the assignment?

Answer:

Yes, self-assessment and peer review forms must be completed and attached to your assignment when handing it in.
Question: Hi, I was just curious if we are marked on the peer review or are we marked on just the fact that we did it?

Answer:

Although the peer review requirement doesn't involve marks, as it is a formative assessment activity, you will get important feedback from this assessment that would help you to improve your assignment.

Question: When looking at a specific learner outcome, does the question that we come up with have to include every aspect in the SLO?  

For example, if our SLO says “Draw diagrams of food chains and food webs, and interpret such diagrams.” Do we have to ask students to draw a diagram of a food chain/web AND interpret it?  Or can we ask our students to just draw a diagram of a food chain (or interpret a food web diagram)?

Answer:

In fact, in most programs of studies the specific learner outcomes (SLOs) are very broad, so that they cannot be covered by one item. You can write an item focusing on one aspect of the SLO.

4. BLOOMS’ TAXONOMY LEVELS

Question: Is my item at the required Bloom’s taxonomy level?

Answer:

Make sure students review the alignment between the Instructional Objective (IO) (the skills and knowledge being assessed) and the taxonomy level required for the item. Ask students what they think about:

· What should the students do to show achievement of the Specific Learner Outcome? 


· At which level of the Bloom’s taxonomy is the item?

· What are the reasons that made you decide this IO/PO was at that level and not at other level?

Students usually match the main verb in the IO/PO with the verbs appearing in the Bloom’s taxonomy verbs list that we have for the class. However, students should look at the context in which the verb is being used rather than follow the list without making sense of the context of the item.

If the answer(s) provided by the student is reasonable, confirm to the student he/she is right. Otherwise, provide feedback to the student to help clarify his/her understanding about the Bloom’s levels. 
Point out that the verbs listed under each of Bloom's levels are not mutually exclusive, it is, a verb listed under one level (e.g., analyzing) can, depending on the context, also be used to describe a task at another level (e.g., evaluating). For example, while each of the following task descriptions use the verb "write", they represent distinct levels of thinking: Students will write the name of the city on the map (remembering). Students will write a non-fiction short story (creating).

If the students still struggle after giving them enough examples and feedback about the alignment between Instructional Objective and the taxonomy level required, do not be afraid of asking students to check with the instructor.

5. FEEDBACK ON THE OVERALL ASIGNMENT

Question: I have completed _______ (part I or two, or both) for the assignment, and I’d like to know if could you please go over it and tell me if I’m in the right track or not?

Answer:

Unfortunately, I am unable to pre-mark your assignment. However, if you have specific questions regarding your items I will be happy to help you. I would recommend you to visit our office hours so we can address any questions you may have about the assignment.

(This meeting in person avoids giving away answer to the students that they need to find by themselves. Also, avoids future issues regarding inappropriate feedback from a TA)

6. ITEM ANALYSIS

Question:  In the context of item analysis, what does discrimination mean?

Answer:

Discrimination of an item is the parameter (numerical value) than gives information about the power of the item in differentiating upper level students against lower level students. This value represents a correlation between a total test score and item score.
If working well, key responses discriminate positively: that is, more students from the upper group select it than the students from the lower group. 

If working well, distracters discriminate negatively: that is, more students from the lower group select the distracters than the students from the upper group.

Question: How do you calculate the discrimination power of an item?

Answer:

Suggestion: use one example; this can be one from the lecture slides.

The maximum possible difference between the upper and lower groups refers to the situation when everyone in the upper and none in the lower group get the item right.

7. STANDARD SCORES

Question: What is the difference between t-scores and z-scores?

Answer:

This information is only presented so that you know that in order to compare scores we need a standard but you are not responsible for knowing this depth of detail. We use scales to present test results. T-scores and Z-scores are two common standard scales used to present test results. They represent scores in terms of how far the scores deviate from the mean in the distribution of scores.
Z-scores are distributed with a mean of 0 and a standard deviation of 1. T-Scores are distributed with a mean of 50 and a standard deviation of 10. 
8. PERCENTILES

Question: What does a percentile value mean?

Answer:

Percentiles tell us the percentage of individuals above or below a particular score.
For example, if the individual scores is at the 84th percentile, that means that 16% of the individuals in his/her group got a score greater than him/her, and that 84% of the individuals in his/her group got a score below him/her.

9. GETTING CORRECT ANSWERS FOR A MISSING LECTURE

Question: I couldn’t attend class today, and I’d like to know if I could get the answers to the in-class activity (review questions or activity)? 

Answer:
Unfortunately I am unable to give you the answers over e-mail, but we can meet during office hours to check your answers and give you appropriate feedback. 

10. GETTING CORRECT ANSWERS FOR A PRACTICE QUIZ

Questions:

- Is there any way I can see the CORRECT answers to the ones I got wrong? 

- On question number ___ of the midterm practice quiz, “ … ” I choose option __, but this was incorrect. Can you please help me out?

Answer:
Unfortunately, I am unable to give away the correct answer since this practice quiz is made as a way for you to get feedback to focus on areas to strength for the exam. However, if you want to discuss your answer and your rationale for it I will be happy to help you. I would recommend you to visit our office hours so we can address any questions you may have about the course content.

11. ACRONYMS

Question: What does BASK stand for? 

Answer: 

BASK stands for Behaviours, Attitudes, Skills and Knowledge, which are manifestations of learner outcomes.

12. LOGISTIC AND TECHNICAL ISSUES

The following are recommendations to answer students regarding course logistics or technical issues. 

· Course materials

Question: Do I have to read all the materials posted on eClass?

Answer: The course has some required material and some recommended material. The required readings are listed in the course syllabus and in the lectures slides; questions related to them can appear in the exams. The recommended readings are supplementary. 

· Posting grades 

· Grades are posted within a week of the test.

· Students receive their raw scores, it is, and they will know whether they got a question correct. In the list they receive, the capital letter means the option they chose is the correct, lowercase letter if the option is the wrong option.

· Any concern regarding inconsistency with grades received and grades posted must be solved directly with the instructor.

· Item analysis from the exam

Tell students that each instructor will present the class statistics on the exam (second lecture following the midterm).

· Using calculator in the exams

Student do not require to do calculations is the exam. Only comparisons between values (item parameters) are asked in the exam.

· Practice quiz glitches

· Be informed about the characteristics of the practice quiz such as: objective of the quiz (it is a formative assessment opportunity), lectures being covered, number of questions, time limit, number of attempts allowed, score information being reported to the students.) 

· Considering taking the practice quiz previous to rehearsal for students, this can help the team in addressing possible glitches and will make you familiar with the quiz content.

· Contact the TA(s) in charge of running the practice quiz before answering any kind of questions regarding the practice quizzes to the student.

· Inconsistencies between course documents (lecture slides and informative documents)

· Double check student’s affirmation.

· Consult with instructors.

· Answer to the student correcting any inconsistencies if needed.

Appendix D: Observation checklist
CLASSROOM OBSERVATION SHEET

DATE:

LECTURE #/TOPIC: ______________________________________________ SECTION: ____________

Directions: Thinking about the overall lecture, please answer the questions below by indicating if the action was observed and how often (if relevant). Please include any comments/reflections in support of your observations.

	Statement
	Yes
	No
	If so how

	1. Were the learning goals/purposes for the lecture communicated?
	
	
	_____Orally? ______PPT slides? 

_____Other? (please specify)



	2. Were opportunities provided for students to seek clarification of course expectations?
	
	
	How? (e.g. instructor-initiated? student-initiated?)



	3. Were opportunities provided to review previous concepts?


	
	
	How? (i-clicker slides, whole-class questions, other?)



	4. Did the pace of the lesson allow the instructor to cover the content in the posted slides?


	
	
	If no, what was …

…rushed?

…missed/

…postponed?

What took longer than expected?

	5. Were opportunities provided for students to link past experiences with content being taught?


	
	
	How? (e.g. “PYFD”, instructors’ questions, students’ comments )

	6. Were opportunities provided where students were encouraged to ask questions?
	
	
	NO COMMENT NECESSARY

	7. Did the instructor use questions used to monitor students' progress?  


	
	
	_____i-clicker? ______ informal questions to class?

_____Other? (please specify)

	8. Were discussions among students encouraged?

(i.e., small group)


	#?
	
	What kind? (i.e. small group/ whole-class discussion, other?)

Topics? (e.g.):



	9. Did small group discussions generally remain on topic?  
	
	
	Circle one:

Definitely   Mostly    Somewhat    Not much    Not sure

	10. Were examples used to help clarify topics?


	
	
	(E.g. examples of reliability, IO etc.). 

___ PPT examples (e.g.):

___Other (e.g.):



	11. Did the instructor connect their personal experiences to the content being taught?


	
	
	(E.g. experiences with being a student, teacher, test developer)



	12. Did the students seem generally engaged (i.e. followed the lecture?)
	
	
	Circle one:

Definitely   Mostly    Somewhat    Not much    Not sure

	13. Did the students seek interactions with the instructor in class?
	
	
	# students? 

When: before, after, break (circle all that apply)?

	14. Did the students seek interactions with the teaching assistant in class?
	
	
	# students? 

When: before, after, break (circle all that apply)?

	
	
	
	


Reflections:

15. Were there any other aspects of the lecture that we should know about? 
a. Challenges for students:

b. Challenges for instructors:

c. Other aspects

16. What was the main focus of students’ questions in this lecture? 
Appendix E: Guidelines for Proctors
FACULTY OF EDUCATION

DEPARTMENT OF EDUCATIONAL PSYCHOLOGY
Guidelines for Proctors

Introductory Professional Term Final Examinations – Fall 2012
Before the examination:

a. Meet the instructor or designate at the time indicated on the proctor schedule. It is essential that you arrive on time to give you enough time to travel to your assigned examination room.

b. Pick up the materials from the instructor or designate as indicated (usually 30 minutes before the exam start time) and take them to the examination room so that you are in the room no later than 15 minutes prior to the start of the exam.

c. When you arrive at the examination room count the exams before handing them out.

d. Make sure students are seated before handing out the examinations unless the instructor has given you alternate instructions.

At start of the examination:

a. It is a university policy that students are not permitted to have cell phones and pagers with them in an examination room.  Given that it is virtually impossible to impose this policy (without checking all student backpacks, etc.) but with this policy in mind, remind students that they must turn off (completely, not on vibrate) all cell phones and pagers. If the number of students in the examination room is small enough to guarantee security, you may ask students to leave backpacks, etc. at the front of the room.  

b. Hand out exams and answer sheets (leave the pencils on a table at the front of the room for students who forgot to bring one).

c. Tell students they have, depending on the exam instructions, either 1 hour and 50 minutes or 2 hours to complete the exam.

d. Instruct students at the beginning of the exam that in order to get the proctor's attention they need to raise their hand - for example, to go to the washroom or need a pencil, etc. Then ensure that you pay attention to raised hands. That way we avoid verbal distractions 

e. Give students ‘remaining time’ written reminders on the whiteboard or ppt slide (not verbally as doing so can be distracting for some students) at 1 hour, 30 minutes, and 10 minutes left.

During the examination:

a. Accompany any student who leaves the room to use the washroom (or for any other purpose) to prevent attempts to cheat. Leave the examination with the senior proctor or instructor while accompanying the student (i.e. do not leave it on the student’s desk).

b. Supervise students as they complete the exam, watching for instances of students who are perhaps attempting to cheat on the exam.

c. Draw students’ queries about questions on the exam to the instructor or, in the absence of the instructor, to the senior proctor in the examination room.  Do not try to answer any students’ questions – this could be misinterpreted by other students.

d. Justify the number of exams (including extra exams) with the number of students writing the exam.

At the end of the examination:
a. Check each student’s OneCard (or other photo ID if the student has forgotten his or her OneCard) when he or she passes in the examination.

b. Refer any student without ID to the instructor, or in the absence of the instructor, to the senior proctor.  Set that student’s exam aside to be given to the instructor.

c. Have the student sign the examination attendance sheet.

d. Receive completed exams, answer sheets and pencils.

e. Ensure that the student’s Name and ID# (all digits), and booklet# are on both the examination booklet and scantron sheet and that the circles on the scantron sheet are filled in.

Appropriate proctor behaviour during the examination:

a. It is imperative that proctors do not talk to each other during the exam, as this is very distracting to students writing the exam.

b. It is essential that you watch the students, so reading or texting is not permitted.

If you identify a student who is allegedly cheating:

a. Quietly notify the instructor, or in the absence of the instructor, the other two proctors of your suspicions in order to make them aware of the situation. Each of you must watch the student(s) in question to enable you to document your observations in detail after the examination.

b. Try to deter the cheating further by quietly standing – without being disruptive – by the alleged cheater(s)

c. If alleged cheating continues, quietly make the instructor and/or both other proctors aware of the situation – to confirm cheating behaviour at least two proctors, and preferably all three proctors, must be aware of, and have observed, the cheating.

d. If (alleged) cheating is confirmed, allow the suspected cheater(s) to complete the examination(s).

e. When the examination(s) are turned in, covertly separate the question booklet(s) and scantron sheet(s) of the student(s) in question from the rest of the examinations.  In addition, separate the question booklet(s) and scantron sheet(s) for those students whose examinations the student who was allegedly cheating from. Write a brief note on the question booklet(s) of these additional students describing the location of the student(s) to the student who was allegedly cheating. Give these examinations directly to the instructor immediately when you return the examinations to the instructor.

f. A statement of witness (i.e., your own observations in detail) must be written as soon as possible, separately by each proctor, and given to the instructor.
Prepared by Dr. Sally Brenton-Haden, Revised by Dr. Cheryl Poth
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Special Education Undergraduate Program Coordinator

November 9th, 2007 (Revised November 19th, 2007; March 5th, 2008, October 29th, 2008).
Appendix F: Resources for Students

University Health Centre

Located on the 2nd floor of the Student’s Union Building (SUB). Operate on a walk-in basis. Students can go here to see a physician for medical advice, prescription refills, or to speak to a psychiatrist (may require a referral from a physician).
Psychological Services (formerly Student Counselling Services)
Offered at the Mental Health Centre, located on the 2nd floor of the Student’s Union Building (SUB). Initial consultation is on a drop-in basis; appointments can be set up after this. They provide psychological services including short-term counselling, referral resources and vocational testing to students.  Most services are free of charge. 
Sexual Assault Centre

Located at 2-705, on the 2nd floor of the Student’s Union Building (SUB). Operate on a walk-in basis. Provides a safe space on campus, where unconditional support, confidentiality, respect and advocacy are available for those affected by sexual assault. Services include short-term counselling, support and information, workshops, support groups, and referrals.

Academic Support Centre

Located at 2-703, on the 2nd floor of the Student’s Union Building (SUB). Offer in-person workshops and seminars, online workshops, and one-on-one sessions in the areas of writing resources and learning resources.
Clinical Services

Located on the 1st floor of the Education North Building. Must call in to make referral and wait for a call back to set up an appointment. Services are available from about October through April each year. Services are provided by graduate student counselors. There is a small cost associated with this service (approximately $100).
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