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IMPORTANT CONTACTS 
AD� T�E�� NU���R� TO YO�� P�O�� - YO�’L� NE�� T�E�! 

***IN CASE OF EMERGENCY, DIAL 911 AND/OR DPS (213) 740-4321 

 

DIVISION OF CINEMA AND MEDIA STUDIES 
Main Office Front Desk:  (213) 740-3334;  mediastudies@cinema.usc.edu 

Maria Cheteboune, Administrative Assistant:  (213) 740-3333 
    mcheteboune@cinema.usc.edu 

Katherine Steinbach, Program Coordinator:  (213) 740-3336 
    ksteinbach@cinema.usc.edu 

SCHOOL OF CINEMATIC ARTS 
SCA Operations (classroom reservations, lockouts):  (213) 740-2892 

SCA Creative Tech (classroom tech support):  (213) 821-4571 

SCA Tech Support (TA office tech support):  (213) 740-6608 

SCA Business Office (payroll and tax info):  (213) 740-2709 

Norris Projection (Dana Knowles):  (213) 740-1946 

Zemeckis Center (classrooms in RZC & SCS):  (213) 743-2775 

 

AROUND USC 

Student Judicial Affairs (SJACS):  (213) 821-7373 

Student Support and Advocacy (Provost’s Office):  (213) 821-4710 

Counseling Services (urgent and non-urgent):  (213) 740-7711 

Disability Services and Programs (DSP):  (213) 740-0776 

FedEx Office:  (213) 746-4234; (to order copies:  usa5261@fedex.com ) 
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GENERAL DEPARTMENT INFORMATION 
 

EX���T��I��S FO� G�A���TE AS���T���S 

Unless otherwise instructed,  all TAs, Readers, and Course Assistants 
are expected to adhere to the following: 

● Attend and be on time to all lectures and screenings 

● Respond to faculty and student emails within 24-48 hours 

● Hold office hours (TAs only; 1 hour per week per section) 

● Maintain familiarity with course content, including all lectures, 
readings, screenings, and any other requirements in the syllabus 

● Assist with classroom setup before, during, and after lecture 

● Assist with course preparation and management, including exam 
prep, review sessions, photocopying, and other tasks as needed  

***See Responsibilities and Professionalism (p.9) for more information. 

 

AP��Y��� FO� G�A���TE AS���T���S�I�S 

Each semester, following advisement and registration, the CAMS Main 
Office will email an online TA Application form to eligible MA and PhD 
students. Before you complete the application, identify the following:  

1. What is your course schedule for the upcoming semester? 

2. What is your schedule outside of coursework? What external 
commitments or responsibilities might you have for the semester? 

3. Based on your research and professional goals, what courses are 
you interested in TA-ing? 

4. Of these courses, which are appropriate for your schedule? Which 
ones might benefit your CV or supplement your own coursework?  

If you have questions or concerns about any of the courses you may TA, 
consult the DGS, Program Coordinator, or a faculty member. 
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TYPES OF GRADUATE ASSISTANTSHIPS 
CAMS offers a variety of undergraduate- and graduate-level courses 
with different responsibilities and expectations for TAs, as outlined 
in the next section. As a CAMS Graduate Student, you  may  be assigned 
one or more of the following positions as part of your funding: 

Te�c���g As�i�t���  (25% or 50%) 

The duties of a Teaching Assistant are determined by the 
Instructor and the Lead TA based on course needs. Importantly, 
TAs serve as a supportive liaison between the students and the 
course, in communication with the Lead TA and/or instructor.  

25% TAs , typically MA students, are expected to devote an average 
of 8-10 hours per week to course-related duties, though workloads 
may fluctuate during the semester. The remaining 75% of the TA’s 
total effort should be devoted to individual academic pursuits.  

50% TAs , typically PhD students, are expected to devote an 
average of 15-20 hours per week to teaching responsibilities, 
though workloads may fluctuate during the semester. The remaining 
50% of the TA’s total effort should be directed to individual 
research and other academic pursuits. 

Le�d Te�c���g As�i�t���   (25% or 50%) 

Lead Teaching Assistantships are awarded to experienced TAs at 
both the MA and PhD level depending on course enrollment and the 
needs of the department. The Lead TA supervises course 
administration and serves as the primary liaison between the 
Instructor and the TAs, Readers, and students. 

Lead TAs  delegate the responsibilities of TAs and Readers, 
including section assignments and in-class duties. They oversee 
grading and provide support to section leaders. The Lead TA also 
works alongside the instructor in course development and 
administration and assists with student issues including academic 
integrity violations and grade disputes.  

For more information, see the Lead TA Guide. 
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Re�d��  

A limited number of readerships are awarded each semester 
depending on course enrollment and available funding. Readers 
supplement the team of TAs assigned to large lecture courses, and 
they are expected to assist with grading, course preparation, and 
other duties as requested by the Instructor or Lead TA.  

Unlike TAs, readers do not necessarily work directly with 
students, but they are expected to attend all lectures and 
screenings and maintain familiarity with course content. They may 
also be required to assist with review sessions, exam 
preparation, and other tasks outside of lecture.  

Readers are compensated at an hourly rate and should devote no 
more than 8-10 hours per week to their duties, though workloads 
may fluctuate during the semester.  

Co�r�� As�i�t��� 

Course Assistants are assigned on a limited basis, generally to 
graduate seminars (500-level and higher) that do not require 
grading. CAs provide support in the day-to-day administration of 
the course, depending on the needs of the Instructor. Duties may 
include managing audio/visual materials, photocopying course 
texts and syllabi, maintaining attendance records, and 
communicating course information to students as necessary. 

Like Readers, CAs are compensated at an hourly rate and should 
devote no more than 8-10 hours per week to their duties. 

 

ASSIGNING TEACHING ASSISTANTSHIPS 
Teaching Assistantships, Readerships, and Course Assistantships are 
assigned each semester based on departmental need and available 
funding. Placements are  not guaranteed  and are contingent on the 
applicant’s progress in their degree program and satisfactory 
performance in previous assistantships. 

Placements are decided based on a number of factors, including 
seniority, scheduling availability, and departmental need. The 
department cannot guarantee assignments in preferred courses. 
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G�A���TE AS���T��� CO���N���I�N 

All Graduate Assistants, if awarded a position, will receive an 
official Offer Letter from the department indicating their 
assignment(s) well in advance of each semester.  

Teaching Assistants  receive a monthly stipend, tuition remission, and 
health and dental insurance.  Readers  and  Course Assistants  are 
compensated at an hourly rate, paid biweekly, and must complete 
timesheets for the semester in advance.  NOTE:  As of 2018, stipends are 
spread over 12 months.  

New hire paperwork and direct deposit forms must be completed at the 
SCA Business Office before the start of the semester. For questions 
regarding payroll or tax information, contact Jerilyn “Cookie” Clayton 
in the SCA Business Office: (213) 740-2907. For questions regarding 
insurance or tuition, contact Teresa Arocho in HR. 

All TAs should submit an  End of Semester Report  confirming the amount 
of hours worked during the term  (see Forms Appendix) . For more 
information regarding your assistantship, consult your Offer Letter or 
the Program Coordinator. 

 

T��ES OF C�A�S�� 

Cinema and Media Studies (CAMS) offers a wide variety of courses each 
semester, ranging from large undergraduate lectures to small graduate 
seminars. Some classes repeat each term, while more specialized topics 
may only be taught once or twice in the duration of your graduate 
studies. Be deliberate in your selections as you apply for Teaching 
Assistantships; select the courses that interest you, that mesh with 
your experience and expertise, and that you may want to teach someday. 

The following outlines the basic types of courses, their structure and 
formats, and the types of assistantships they may require, which are 
subject to change. For more information, consult the CAMS Main Office, 
the USC Schedule of Classes, or the Catalogue. 

  * Denotes required course for CAMS students 
 ** Denotes General Education credit for undergraduates 
*** Offered in Spring semester only. 
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INTRODUCTORY COURSES   (off�r�� e�c� se���t��, en���l���t mo��l� f�e�h���)  

CTCS 190*: Introduction to Cinema** 

CTCS 191*: Introduction to Television and Video 

CTCS 192*: Race, Class, and Gender***  

CTCS 200*: History of the International Cinema I 

CTCS 201*: History of the International Cinema II*** 

CTCS 473*: Film and Media Theory  (NOTE: recommended 

for CAMS juniors; prerequisite: CTCS 190) 

 

✔  Le�d TA 

✔  6-8 ex����en��� TAs 

✘ Re�d��� 

✔  Dis���s�o� Sec����s 

✔  100-350 s�u��n�� 

✔  Ope� to no�-ma���s 

 

 

UPPER-DIVISION UNDERGRADUATE LECTURES  (4 un���, ro����n� se���t���) 
****NOTE: 400-level courses are open to MA and MFA students 

CTCS 392: History of the American Film 1925-1950  

CTCS 393: Postwar Hollywood, 1946-1962  

CTCS 394: History of the American Film 1977- ***  

CTCS 409: Censorship in Cinema 

CTCS 464: Film and/or Television Genres 

CTCS 469: Film and/or Television Style 

CTCS 466: Film Symposium 

CTCS 467: Television Symposium 

✔ L e�d TA 

✔  1-4 TAs 

✔  Re�d��� 

✘ Dis���s�o� Sec����s 

✔  50-350 s�u��n�� 

✔  Ope� to no�-ma���s 
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SMALL UPPER-DIVISION UNDERGRADUATE COURSES  (4 un���, to���s va��) 
****NOTE: 400-level courses are open to MA and MFA students 

CTCS 400: Non-Fiction Film and Television  

CTCS 402: Practicum in Film/TV Criticism 

CTCS 403: Studies in National and Regional Media  

CTCS 406: History of American Television 

CTCS 407: African-American Cinema 

CTCS 411: Film, TV, and Cultural Studies 

CTCS 412: Gender, Sexuality, and Media 

CTCS 417: African-American Television 

CTCS 482: Transmedia Entertainment 

 

✘  L e�d TA 

✔   1-2 25% TAs 

✘   Re�d��� 

✘ Dis���s�o� Sec����s 

✔  <50 s�u��n�� 

✔  Ope� to no�-ma���s  

 

NOTE: CTCS 494 and 495 are undergraduate advanced seminars and are not 
typically assigned a TA or reader. 
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GRADUATE SURVEY LECTURES  (2 un���, off�r�� on�� pe� ye��) 
***NOTE: TAships and Course Assistantships vary for these courses 

CTCS 501: World Cinema Before 1945  

CTCS 502: World Cinema After 1945 

CTCS 503: Survey History of the U.S. Sound Film  

CTCS 504: Survey of TV History  

CTCS 505: Survey of Interactive Media 

 

 

✔   25% Ph�/AB� TAs 

✔  Co�r�� As�i�t���s 

✘ Dis���s�o� Sec����s 

✔  25-100 s�u��n�� 

✔  Ope� to no�-ma���s 

 

GRADUATE SEMINARS  (4 un��� un���s ot���w��e no���, s��ed���� va��) 
***NOTE: Course Assistantships contingent on available funding 

CTCS 500*: Seminar in Film Theory  

CTCS 506*: Professionalization Colloquium (2 units) 

CTCS 510: Case Studies in National/Regional Media 

CTCS 511: Seminar in Non-Fiction Film/Video  

CTCS 517: Introductory Concepts in Cultural Studies 

CTCS 518: Avant-Garde Film/Video 

CTCS 520/521: Archival Certificate 

CTCS 587*: Television Theory*** 

CTCS 673, 677, 678, 679: Topics in Theory 

CTCS 688: Moving Image Historiography 

 

 

✘  T As 

✔  Co�r�� As�i�t���s 

✘ Gra���g 

✘ Dis���s�o� Sec����s 

✔  5-30 s�u��n�� 

✘   Ope� to no�-ma���s 
(re����es de���t���ta� 
ap���v��) 
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RESPONSIBILITIES AND PROFESSIONALISM 
CO���� MA����ME��: T�E C�A�� OF CO���N� 

PROFESSOR  

⤵ PROFESSOR  

LEAD TA ⤵ 

⤵ OR TA/COURSE ASSISTANT  

TA STAFF 

⤵ 

READERS 

Mutual respect is expected of all TAs, Readers, and Course Assistants. 
Large classes are a team effort and run smoothly only if everybody is 
held accountable. In large and small classes alike, the chain of 
command provides clear authority for students and allows problems to 
be solved more efficiently. All course assignments, duties, and 
requirements are subject to the hierarchy.  

The Professor  has final say on course content, assignments, 
student evaluation, and disciplinary measures, but may delegate 
course management responsibilities to the Lead TA.* 

The Lead TA  is the primary liaison between the Professor and the 
TAs, Readers, and students. TAs and Readers should first contact 
the Lead TA with questions, concerns, or issues  before  bringing 
matters to the Professor.* 

Teaching Assistants  are the liaison between students and the Lead 
TA and/or Professor. TAs should remain in communication with the 
Lead TA, and may escalate problems to the Lead TA as needed.* 

Readers  follow the guidance and instruction of the Lead TA in 
grading assignments and assisting with course preparation.* 

*NOTE: Should the chain of command fail, TAs and readers are encouraged to 
approach the DGS or Program Coordinator with questions or concerns.  

9 



 

EX���T��I��S AN� RE���N���IL���E� 

Be punctual.  Attendance at all lectures and screenings is 
mandatory. TAs should arrive early and be prepared to assist with 
classroom set-up as needed. 

*** If you anticipate an absence, find a  substitute  and 
notify the Lead TA and/or Instructor  as soon as possible . 

Do the reading.  TAs should keep up with course content and maintain 
familiarity with all readings and screenings. 

Be efficient.  Complete all assigned tasks promptly. Respond to 
emails in a reasonable timeframe. Know who to contact with 
questions or issues. 

Be diligent.  Keep classrooms and theaters clean and monitor 
students for food, drinks, and gum, which are not permitted in 
SCA facilities. When proctoring exams, keep an eye out for 
cellphones, headphones, and any forbidden materials.  

Be available.  TAs should hold regular office hours each week and 
maintain communication with students throughout the semester. 
Make an effort to be flexible for students who need to meet 
outside of hours, as well as those requiring additional support. 

Keep records.  All communication with students should happen in 
person or via your  USC  email account. Maintain up-to-date 
attendance records and grade sheets, and keep a backup copy  just 
in case . Return all student work promptly. Remaining assignments 
in your possession may be deposited in SCA 218 at the end of each 
semester. 

Set an example.  TAs are in a position of authority and should act 
accordingly when on duty. Demonstrate respect for the course, 
students, and faculty at all times. Dress appropriately and 
follow the rules of the classroom. No gum-chewing or 
surreptitious phone usage, keep your feet off the seats, and 
resist the temptations of social media during lecture and 
screenings. 
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DE���T���T PO����ES 

All TAs, Readers, and Course Assistants are expected to familiarize 
themselves with USC policies, outlined in SCampus, as well as 
established department policies and guidelines, provided here. 

DUTIES IN THE CLASSROOM 
TAs, Readers, and Course Assistants are expected to arrive  at 
least 15 minutes  prior to the start of class to assist with 
preparation*. Consult the Lead TA or instructor for guidance on 
your duties for the course, which may include: 

● Student check-in or attendance-taking 

***special rules apply for CTCS 466 and 467. Consult the Lead 
TA for specific duties and requirements. 

● Reviewing plans for lecture and section, as needed 

● Operating classroom technology  AND/OR  liaising with 
projectionists as appropriate 

● Setting up audio/visual materials, including clips, 
screenings, PowerPoints, etc. 

● Distributing handouts, syllabi, and other materials 

● Monitoring students for food, drink, gum, and other 
prohibited items in the theaters and classrooms 

*Be sure to contact the Lead TA or professor if you run late! 
 

CLASSROOM TECHNOLOGY AND MEDIA 

In Lec����  

Most courses are held in large lecture theaters or screening 
rooms and will be assigned a projectionist to operate classroom 
tech on behalf of the Instructor. In most cases, screening DVDs 
and other requested media will be provided, but TAs and Course 
Assistants may be required to locate and pull clips, obtain 
alternative screenings, and provide instructions to the 
projectionist before each class session. 
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On�i�� Co�r�� Con���t 

All TAs, Readers, and Course Assistants are given access to 
Blackboard , an online repository for posting syllabi, readings, 
assignments, and additional information for students to access.  

Blackboard also provides access to  Turnitin , an online portal for 
collecting student assignments. You are encouraged, at the 
discretion of the Instructor, to use Turnitin to monitor 
potential plagiarism cases and provide feedback on student work. 

If you are assigned a course with a separately-scheduled 
discussion, you may set up a Blackboard for your individual 
section.  See Blackboard FAQ (p. 62) for more information. 

***See Technology and Academic Integrity for more information 

In Sec���� 

Projectionists are  not  provided for sections. All TAs must 
complete classroom tech training each year to gain card access to 
projection booths. Arrive early to your section to troubleshoot 
any potential tech issues, and always have an analog backup plan 
should media failures arise. 

Contact  Creative Tech  at (213) 821-4571 for classroom assistance. 

Out���� t�e Cla��r��� 

Teaching and Course Assistantships and Readerships are jobs and 
should be taken seriously at all times. Take note of the hours 
you are expected to devote weekly to your duties -  8-10 for 25% 
TAs , Readers, and Course Assistants;  15-20 for 50% TAs  - and plan 
accordingly. During mid- and end-of-semester “crunch” times, the 
hours you devote to your TA duties may be less consistent.  

As a Graduate Student, your own work toward your degree should be 
a priority, and balancing your workload can be challenging during 
busy times in the semester. It is recommended that you work ahead 
on your own assignments and take time for yourself as much as 
possible when grading loads are minimal. Set aside extra time for 
grading deadlines during midterms and finals, and  ask your fellow 
TAs, Lead TA, or the DGS for guidance if you feel overwhelmed .  
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GRADING AND STUDENT CORRESPONDENCE 
The University has strict policies in place for student 
evaluation and record-keeping, which are designed to protect you, 
your students, and the department should any issues arise. 

Gra���g 

Each course and instructor will have different philosophies and 
preferences for student evaluation. Some good rules of thumb: 

● Review your stack of hardcopies as soon as you receive it 
and double-check Turnitin at the deadline to identify any 
missing papers or incorrect uploads. Check in with any MIA 
students promptly. 

● Before you begin grading, review all guidelines and criteria 
for each assignment and ask the Lead TA or the Instructor if 
they plan to workshop grades. If you are  at all  unsure of 
their expectations for grading, ask! 

● Grade in  pencil  (or digitally, if possible) until all grades 
are finalized. Once your spread is approved, ink your grades 
and calculations before returning the assignments 

● Keep a copy of your final comments on each paper, and be 
prepared to submit grade sheets and/or comments to the Lead 
TA and/or Professor, if requested 

● Grade promptly, be diligent in your assessments, and do your 
best to meet grading deadlines  

● Do not make travel plans for  72 hours  after the final exam. 
Do not  leave your grading responsibilities to other TAs. 

● Consult the Lead TA as soon as possible with questions or 
concerns, especially if you suspect plagiarism or have a 
student at risk of failing  

***See Student Evaluation and Assessment (p.21) for more information 
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Rec���s 

Maintaining up-to-date student records is crucial to the success 
of the course. As a TA, CA, or Reader, you are responsible for 
preserving the  confidentiality  of student information and 
evaluations under FERPA regulations: 

● Always keep hardcopies and digital backups of all grade 
sheets, attendance rosters, DSP and Incomplete forms, etc. 

***Save these records for the duration of your time at USC 

● DO NOT EMAIL GRADES . Students will have access to their 
grades via MyUSC and/or Blackboard at the end of the term. 
Emailing grades is a violation of FERPA regulations and 
University policy. 

● Do not lose or leave unattended any student information, and 
avoid publicly discussing individual students.  

● Communicate with students in-person or via official USC 
email only, and save all written correspondence.  

● Return graded assignments promptly and keep track of all 
hardcopy assignments in your possession. Make time to 
distribute papers to your students at the end of the exam 
period. Do not allow your students to collect assignments 
from your mailbox or any other public receptacle. 

● Deposit all remaining assignments to your course bin in  SCA 
218  at the end of each semester. Alphabetize exams and 
papers and label them clearly with your name and the term. 
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TA/STUDENT RELATIONSHIP 
TAs/Readers have an opportunity and responsibility to model 
appropriate behaviors in the classroom. This is important for 
both your students and fellow TAs/Readers. 

● Follow the rules of the classroom and demonstrate respect 
for yourself, the course, faculty, students, and fellow TAs. 

● Remember that if students are seated behind you, they can 
see everything you are doing (texting, social media, etc). 
Stay focused, take notes, and be engaged. 

● Expect any outside guests you bring to class to behave 
respectfully and follow course policies. 

● In courses with special events or Q&As, be professional in 
your interactions with guests. Do not make personal requests 
(photos, autographs, etc.), and refrain from inappropriate 
comments and questions. 

● Avoid gossiping about the course, the faculty, the 
department, or your fellow TAs within earshot of students. 
Legitimate concerns should be brought to the appropriate 
channels privately for resolution. 

Bo�n���i�s 

TAs, Readers, and Course Assistants are expected to maintain 
appropriate boundaries with students at all times. Avoid 
inappropriate behaviors and comments, touching, and favoritism. 
Do not give out personal information to students. Do not take 
students off campus or offer or accept rides. Meet with students 
in public spaces or keep office doors ajar. 

Soc��� Med��  

Be aware of your online and social media presence. There are no 
formal rules for friending or interacting with students online, 
but be aware that students may see your posts even when not 
directly connected to you. 
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Cri��� 

Contact DPS at (213) 740-4321 or dial 911  immediately  in case of 
emergency. For non-emergent incidents, contact the DPS at (213) 
740-6000 or speak to the Lead TA, Instructor, or the DGS.  

For student disclosures and potential crises, listen, validate, 
and refer them to appropriate campus resources. You may also wish 
to communicate the situation to the Lead TA and/or the 
Instructor. 

If you have concerns regarding the safety or well-being of a 
student or colleague, you are encouraged to use the University’s 
Trojans Care 4 Trojans (TC4T) anonymous reporting form:  

https://sait.usc.edu/ca/tc4t/reporting.asp 

***See Student Support Resources (p.56) for more information. 
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USEFUL CHECKLISTS 
 
***NOTE: some of these tasks will be completed by the Lead TA, if 
one is assigned, but be prepared to assist where needed. 
 

BE���� T�E SE���T��  (w�e� yo� re����e yo�� as���n���t) 

❏ Contact the professor or Lead TA to introduce yourself. 

❏ Obtain a syllabus; get a sense of the course topic, its 
structure, and what may be required of you as a TA. 

❏ Ask questions: 

What is your role in the course? How will the class be organized? 
Are TAs expected to arrive early or meet in advance of class? What 
special assistance may be needed throughout the semester? Are 
there any outside requirements like special events or additional 
review sessions?   

❏ If you will be leading section, submit your semester 
availability to the Lead TA for a section assignment. 

❏ Double-check that rooms are scheduled and film lists, book 
lists, and syllabi have been submitted as necessary. 

❏ Identify important dates and deadlines for the course and plan 
your semester accordingly. 

 
 

BE���N��� OF T�E SE���T��  (t�e we�� be����/fir�� da� of c�a�s) 

❏ Review the  syllabus . Confirm that it  accurately  includes: 

❏ Course Number, Title, Time/Day, Location 

❏ Professor’s Name, Office Hours, Contact Information 

❏ TAs’ names, Office Hours, Contact Information 

❏ Attendance and Participation guidelines 
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❏ Course Expectations, Assignments, and Grade 
Percentages 

❏ Exam and Paper Deadlines and Formats 

❏ Course Schedule for Lectures, Readings, Screenings 

❏ Grade Dispute Guidelines and Timelines 

❏ Email Policy, if any 

e.g. email queries will receive response within 24-48 hours, 
excluding weekends; FERPA regulations prohibit emailing 
grades to students or communicating with their parents, etc. 

❏ Departmental Policies 

❏ Paper/Exam Retention Policy  

Papers are held in SCA 218 for  one year  following each 
semester. Students may collect at any time during the year. 

❏ Academic Integrity Policy 

❏ Set up the course  Blackboard  and make it available to 
students; upload the syllabus, readings, and handouts  

❏ Arrange for  FedEx  photocopies of the syllabus  well in 
advance  

USC FedEx Office: (213) 746-4234 or usa5261@fedex.com 

❏ Confirm that  required texts  are available in the Bookstore 
and on reserve in the libraries, as necessary 

***See FAQ (p.64) for more information on course reserves. 

❏ Confirm that  screening lists  are accurate and DVDs are 
available 

Contact the CAMS Main Office for the film list, if any. Should any 
changes occur, contact the Head Projectionist, Dana Knowles,  as 
soon as possible : (213) 740-1946; dknowles@cinema.usc.edu 

***See FAQ (p.65) for more information on film lists. 

❏ Review the  roster  for both lecture and section, if 
applicable, and create  attendance  and  grade sheets  for the 
semester. 
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ON T�E FI��T DA� OF C�A�S  (an� t�e se���d, t�i�d, fo���h…) 

❏ Be on campus  early , and arrive to the classroom  15-30 
minutes prior  to class, ready to assist with setup 

❏ Bring one or two bottles of water (for the instructor and 
any guests; supplies are available in the CAMS Main Office) 

❏ Double-check the classroom: 

❏ Is there a whiteboard or blackboard? 

❏ Are there markers or chalk? An eraser? Do they work? 

❏ Is the projectionist present? 

❏ Is the projector, computer, DVD player, etc. on and 
operable?   

If not, contact Creative Tech: (213) 821-4571 

❏ Are all screening DVDs on-hand and clips ready? 

❏ Is there a podium at the front of the room? 

❏ Are there sufficient seats for students, TAs, and 
faculty? 

If not, contact SCA Operations: (213) 740-2892 

❏ Is the room set up according to the needs of the class? 

❏ Distribute syllabi and any handouts  

❏ Monitor students for food, drinks, gum, etc. as they enter 
and ensure that trash is removed as they leave 

❏ Bring your laptop, textbooks, and any supplies that  you  will 
need to participate in the class 

❏ Circulate a call for  DSP forms  and identify whether DSP 
testing rooms will be required during the semester. 

***See DSP (p. 58) and the FAQ (p.65) for more information. 
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EN� OF T�E SE���T��  (be����, du���g, an� a��r fina� ex���) 

❏ Schedule rooms  for review sessions, alternate testing locations, 
and final exams as needed 

Contact Maria Cheteboune in the CAMS Main Office: (213) 740-3333 
and/or SCA Operations: (213) 740-2982 to reserve available 
classrooms and theaters. Be sure to provide the class number, 
purpose, anticipated room capacity, and date/time of session. 

❏ Identify students in need of  DSP accommodations  during exams 

Contact DSP for additional assistance: ability@usc.edu 

❏ Review your roster, grade sheets, and attendance records  

Are any students  at risk of failing ? Have any students dropped, 
withdrawn, or otherwise disappeared from the course? Is anyone in 
need of an  incomplete ? 

❏ Double check that final exams have been written and a key 
prepared, if necessary. Obtain a rubric from the instructor 
and/or confirm criteria and parameters for grading. 

❏ Identify University  grading deadlines  (generally 72 hours from 
official date of final exam) and proceed accordingly. 

❏ Reserve a date and time for a final grading meeting. This meeting 
is also a good time to schedule  student exam pick-up . 

***NOTE: FERPA regulations and USC policy prohibit  anyone  from 
collecting exams or papers on behalf of a student. No roommates, 
parents, significant others, etc.  

❏ Complete and sign your  End of Semester Report  and submit it to 
the CAMS Main Office. 
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STUDENT EVALUATION AND ASSESSMENT 
G�A��N� 

Reviewing and evaluating student work is among the most important - 
and most time-consuming - tasks of Teaching Assistants and Readers. 
Always confirm expectations and assignment criteria with the Lead TA and 
the Instructor before you begin to grade student work.  

GRADING PHILOSOPHY AND EXPECTATIONS 
Grading student work is an important responsibility . TAs and 
Readers are expected to take their roles seriously and devote 
attention to fairly assessing each student’s submission before 
assigning grades. 

Always follow the grade scale ***  and rubric established by the 
instructor, and bring any questions or concerns to the Lead TA as 
soon as they arise. Consult with the Lead TA and the Instructor 
before finalizing grades and be prepared to adjust your grade 
spread according to their instructions. 

***See Grade Scale + General Criteria (p.22) for more information 

Grading can be challenging, but  always maintain the authority  of 
yourself, your fellow TAs, and the Instructor. Keep complaints 
and frustrations away from the eyes and ears of the students. 
Major issues should be communicated to the Lead TA, Instructor, 
or the DGS. 

Manage your expectations.  Think about the makeup of your students 
and gauge the level of analysis expected from the course. Keep in 
mind: introductory courses have different expectations than 
upper-division ones; large lecture classes may treat assignments 
differently than small seminars; a non-major will have a 
different relationship to the content than a major, etc. 

Believe in your own authority and experience . Know what separates 
the good papers from the bad and learn how to diagnose problems. 
Focus on the teachable issues, not every little error, and 
identify ways for students to improve in the future. 

 

21 



 

Begin a dialogue.  Do your best to keep the grading process 
transparent. Be supportive, not antagonistic. Write detailed 
comments that explain how students are being assessed, what the 
potential strengths and weaknesses may be in their work, and the 
factors that contributed to their grades for the assignment. 
Where possible, suggest additional resources or strategies, 
including meeting with you in office hours. 
 

GRADE SCALE + GENERAL CRITERIA 
Each assignment will have unique  criteria and guidelines  for 
assessment. Avoid unnecessary grade disputes - make sure that you 
are on the same page as your fellow TAs and do your best to grade 
fairly and in reference to established parameters. 

Though some courses follow a  grading curve  in some form, avoid 
discussing the curve with students. Explain to students that they 
are evaluated in context and that grades are determined by a 
number of factors. 

The School of Cinematic Arts stipulates that  undergraduate  majors 
must earn a  C or above  to receive credit for a course, while 
non-majors must receive a minimum  C-  for credit.  Graduate 
students enrolled in SCA pass with a  B or higher . Any grade below 
these standards is considered failing and will require the 
student to retake the course. 

An average paper/exam for undergraduate courses typically falls 
in the B range. The following  numerical scale  is typical, but 
confirm with the Instructor and/or Lead TA. 

 

A  = 94< 

A- = 90-93 

B+ = 87-89 

B  = 84-86 

B- = 80-83 

C+ = 77-79 

C  = 74-76 

C- = 70-73 

Failing Grade  = <69 
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SUGGESTED STRATEGIES + BEST PRACTICES 

Bef��� pa���s ar� du�... 

TAs and Readers may not review first drafts unless expressly 
permitted by the instructor.  

Feedback on thesis statements and outlines is permitted, but avoid 
phrases like “looks good” or “it’s perfect”. Focus on  identifying 
potential weaknesses in the project/argument and offering 
additional avenues for consideration. 

If you are leading a section, take a few minutes to review 
strategies and guidelines for the assignment during class time. 
You may also recommend that students meet with you in office hours 
to discuss their ideas.  

On t�e da� yo� re����e t�e pa���s or ex���... 

❏ Review the guidelines  for the assignment and the criteria for 
grading established by the Instructor and Lead TA:  

What are the priorities for the assignment? What knowledge and/or 
skills should students demonstrate? What common problems might there 
be, and how will you account for these as you grade?  

❏ Make a note of any missing papers or exams  on the day of the 
deadline. Send an email to each missing student with a reminder 
of the assignment deadline and any applicable lateness policy. 

❏ Review all Turnitin reports.  Don’t be fooled by the percentages 
of similarity - read through each paper and double-check 
potential problem spots.  Bring any suspicions of plagiarism to 
the Lead TA immediately.  Do not contact students about these 
concerns unless instructed to do so.  

❏ Keep all hardcopies together  (in a folder or clip) and keep in 
a safe place. This will ensure students’ privacy and prevent 
the headache of misplacing their work. 
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As yo� g�a��... 

❏ Grade according to the  expectations of the instructor  and the 
course. Generally, assessments should emphasize the strength of 
the argument, research, and knowledge of the subject matter. 

❏ Before you begin,  skim through each paper once  to identify whether 
the work meets minimum requirements for length, topic, and format. 
Make a note of any lateness deductions, missing papers, or major 
problems.  

❏ Pull any notes  or course materials needed for reference as you 
grade, especially if the assignment relies on terminology, 
theories, or content unique to the course or instructor. 

❏ Plan for approximately  15-30 minutes  per paper (slightly less for 
exams), and save time to review all grades before the deadline.  

❏ Give yourself breaks.  Take a walk after a frustrating paper. Try 
to spread out the grading over a few days when possible. 

❏ Be strategic.  It may be useful to identify a handful of papers 
that represent a standard A, B, C, etc., and grade the stack 
accordingly. Grading by question may also help standardize 
evaluation for short-answer exams. 

❏ Don’t copy-edit.  Emphasize persistent issues and circle one or two 
proofreading errors, and move on. If grammatical errors interfere 
with the overall coherency of the paper, refer students to the 
Writing Center  (see p.59) .  

❏ Mark point deductions in ways that are revisable (i.e. pencils, or 
digital means) until all grades are finalized. Allow for temporary 
slash grades (A-/B+) and jot down ambiguities to resolve later.  

❏ Write or type detailed final comments to explain each grade: 
identify primary issues, any potential strengths, areas for 
improvement, reasons for deductions, etc. Be supportive, not 
antagonistic.  Save a copy   of your notes for your records. 

❏ Keep in touch  with the Lead TA and your fellow TAs/Readers as you 
grade. Identify common or recurrent problems and ask questions. If 
anything in your papers seems  suspiciously unoriginal , contact the 
Lead TA as soon as possible. 
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MARKING PAPERS 
Each course and assignment will have different expectations for 
evaluating student work and providing feedback. Consult your Lead 
TA to make sure you are on the same page before grading. 
 
In most cases, grading turnaround is quick, and you’ll need to 
learn to manage your time well. For each paper or exam, identify 
the areas that need the most attention. Some exams may only 
require marking right or wrong answers and a final grade.  
 
In large lecture courses, the Lead TA should provide guidelines 
for the point system and letter grade criteria for each 
assignment and should also organize a grading meeting to ensure 
all graders are on the same page. Even if you do not have a Lead 
TA, be in touch with the other TAs and the Professor to discuss 
expectations and ensure consistency in grading. 
 
***NOTE: Do not email grades to students under any circumstances. 

 

Tip� an� Tri��s: Pap��� 

● Always start in pencil . Mark point deductions and write 
comments as you go, double-checking for accuracy after all 
papers are graded. Ink your grades only when your spread is 
approved by the Lead TA or instructor. 

● Mark important errors and issues , but don’t go overboard. 
For papers, evaluate the argument, evidence, and overall 
response to the prompt before picking out minor errors.  

● The lower the grade, the more comments given.  Take the time 
to explain major grade deductions and persistent issues in 
more detail. The comments should support and explain the 
grade based on established criteria.  

● Be supportive.  Find a balance between positive and negative 
comments. Encourage improvement and offer suggestions in all 
cases - there’s no such thing as a perfect paper. 

● Avoid aggressive statements.  Where possible, phrase concerns 
as questions or suggestions: 

“Vague!”  might instead become  “do you mean x or y by this?” 
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“Thesis?”  might instead be  “What are some specific examples 
to clarify your thesis statement?” 

If a paper is particularly incoherent or problematic, you 
might include a note in the end comments:  

“There are some basic problems with thesis, organization and 
run-on sentences in this paper.  Please come meet with me (or 
one of the Writing Center counselors) before the next paper.” 
   

Tip� an� Tri��s: Exa�� 
● Obtain a rubric or criteria for evaluation  before you begin 

to grade. Know what constitutes a deduction, as well as the 
specific penalties for each error or omission. 

● Grade by question, not by student.  This will help establish 
a baseline and a manageable set of expectations for the exam 
as a whole. 

● Begin marking in pencil  and ink once grades are approved. 

● Provide a  breakdown  of the questions and points awarded in 
the front of the blue book. 

● Start with an A and work backwards . Deduct points for 
missing or blatantly incorrect information.  

● Students are generally awarded  partial credit  for attempts. 
Award 0 points only when instructed by the Lead TA. 

● Remember that  exams are timed . Most students will not write 
perfectly coherent or well-argued essays in class. Look for 
comprehension of the material and engagement with the 
course, rather than grammatical finesse. 

● Be prepared to revise  your grade spread based on 
instructions from the Lead TA. This practice helps ensure 
consistency across all of the TAs and readers. 

● Familiarize yourself with terminology from  190 , which 
students often refer to in other CAMS classes. 
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Wri���g Com���t� (ad���� co����s� of J.D. Con���, Dir����r of Gra����e Stu����) 

Where feasible, take the time to  type your comments . This saves 
the students the trouble of reading your handwriting and also 
ensures that you retain a copy. It also allows you to share your 
comments with the Lead TA and instructor upon request, should any 
disputes arise.   

Read your comments.  Make sure that your comments offer good 
feedback and work as a piece of writing.  

Do they flow? Do they cumulate? Is the overall impression one that 
will convince the student to make the major changes in their writing 
that you want to see? Will it be disheartening? Are the important 
points buried in tons of procedurals and mechanics? Most 
importantly, does it communicate your overall sense of the paper? 

Structure your comments.  Restate the main point, note the paper’s 
strengths, and then move onto weaknesses. Organize your thoughts 
about weaknesses according to levels—argument, structure, 
evidence, style—and lead with the weakest.  

The student’s reaction should be “Ah, she got it, and she liked 
that, but I really need to work on this and this other.” 

Ad argumentum comments:  You should not attribute the faults of 
the paper to the student as a person. Now, the line is sometimes 
hard to strike, particularly if the student is difficult, but the 
more attention you can give to the paper as paper, the better 
students will learn to revise their arguments as arguments. 

Include grade triggers.  One of the principal roles of comments is 
to explain why the student received a particular grade and how to 
improve it. Feel free in your comments to note exactly what would 
trigger a better grade.  

This can range from “This paper would be an A- paper but for the 
pervasive spelling errors” to “For this paper to reach the A range, 
it needs two things: first, it must consider the important objection 
to its account of X raised in reading Y; and second, in order to 
have room for the first, it must make the central point of grafs 2-4 
more concisely.” This does not mean you are wedded to a checklist of 
what makes an A paper. It’s perfectly fine to follow up the trigger 
points with the hortatory: “My hope would be that in light of Z’s 
point, you would reconsider, or complicate, the analysis of X on 
pages 3 and 4.” 
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RETURNING GRADES 
If leading a section, spend a few minutes in class reviewing 
common problems, particular successes, and strategies for future 
assignments. 

Maintain confidentiality . Do not announce individual students’ 
grades in class, even good ones. Write grades on the inside of 
the exam booklet or on the last page of the paper. Hand back 
papers individually. Do not allow students to go through the 
stack or collect papers on behalf of a friend, roommate, etc.  

CAMS policy states that students must adhere to a  24-hour 
cooling-off period  before contacting TAs or instructors about 
their grades. Additionally,  no TAs or instructors may divulge 
grade information via email . Encourage students to meet with you 
in office hours with any questions or concerns. 

At the end of each semester,  TAs should set aside time for 
students to pick up their final exams. Place any  unreturned 
assignments , alphabetized and clearly labeled with the course 
number and section, in a designated bin in the  TA Office (SCA 
218) . Students have one full year to collect their work. 

 

HA��L��� S�E���L CI���M���N�E� 

Lat� As�i�n���t� 

Course syllabi should include a clearly defined policy for late 
submissions and missing assignments. If not, consult the Lead TA 
or instructor for clarification  in advance  of each deadline.  

Typically, any assignment that is not received by the date and 
time of the deadline is late, except in cases of documented 
illness or family emergency. Point deductions generally compound 
over time (i.e. one-third letter grade per day).  

In some classes, failure to submit any of the required 
assignments results in failure of the course. Double-check with 
the Lead TA if this policy applies, and be sure to communicate it 
to your students early on in the semester. 
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Mid���m Gra��� 

Midterm evaluations must be submitted for each student every 
term. This duty generally falls to the Lead TA or Instructor, but 
they will ask you to notify them about any struggling, missing, 
or problematic students.  

Most students need to be listed as “AT RISK” or “NOT AT RISK,” 
although you will need to input letter grades for “special 
circumstance” students including athletes, visiting students, and 
those on academic probation. 

Midterm Warning Letter   

If you list a student as “AT RISK” (student has a poor attendance 
record, is missing assignments, and/or is earning a C- or below 
when you report midterm grades), you will need to send out a 
midterm warning letter (sample below). Always consult with your 
Lead TA before sending a formal warning, in case special 
circumstances apply. 
  

Dear Student, 
  
I am emailing you to notify you of your grade status in CTCS XXX. 
Currently you are not meeting the requirements for passing the 
course and your grade status has been listed as "AT RISK" on the 
University midterm roster system. 
  
Your grade has fallen below the minimum requirements for this 
course because [list reasons]. 
  
In order to successfully pass this course, you need to [fill in 
what student needs to do in order to receive a passing grade]. 
  
These are the requirements for passing this course. If you cannot 
fulfill the requirements of this course you should consider 
withdrawing from CTCS XXX. 
  
Please email [TA name] to acknowledge that you have received this 
letter and understand what is required of you in order to pass the 
course. 

For detailed instructions for reporting midterm grades, visit the 
GRS website:  https://arr.usc.edu/forms/GRS_Midterm_Grade_Instructions.pdf 
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Pas�/No Pas� 

Review the roster for your section and make note of any students 
taking the class pass/fail. Double check with the Lead TA or 
Instructor on the criteria for a passing grade. Undergraduate 
majors must earn a C or better (or a C- for nonmajors) to pass 
the course; graduate students must earn a B or above. 

D�� an� ES� Stu���t� 

TAs should solicit DSP forms and requests for special 
accommodations as early in the semester as possible.  

Students registered with DSP will provide letters indicating any 
required accommodations for the course. These may include extra 
time for submitting assignments, special dispensations for taking 
exams, and/or additional support in the classroom (i.e. the use 
of a notetaker). They are intended to level the playing field and 
do not typically affect grading practices.  (see p. 58) 

CAMS does not have an official policy for ESL accommodations and 
there are no expectations for extra time or assistance for these 
students. The USC Writing Center and the student’s academic 
advisor may be able to offer additional support as needed. 

Contact the Lead TA or Instructor for guidance if you have 
concerns regarding the evaluation or performance of any student. 

Fil��� In�o�p����s 
Filing an incomplete for a course is only granted when a student 
is facing an extreme hardship (i.e. serious illness, death or 
emergency in the family, or some other extenuating circumstance). 
Documentation of the emergency is required.  
 
Students filing an incomplete have  one calendar year  to finish 
any outstanding requirements of the course. Incomplete forms must 
specify the remaining work to be done, the procedures for its 
completion, the grade in the course to date, and the weight to be 
assigned to the remaining work when computing the final grade.  
 
In some cases (as in 190), the nature of the course may make 
incompletes difficult to finish in future semesters. Be sure to 
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review with the student the remaining requirements and any 
potential challenges to resolving the incomplete before 
submitting the request.  Incompletes not resolved within one year 
will automatically compute as a zero for the course. 
 
Be sure to keep careful records of the student’s progress in the 
course and pass along any necessary information to the following 
semester’s Lead TA. Submit signed Incomplete Forms to the Program 
Coordinator as soon as possible before the end of the semester. 
 
Always consult with the Instructor and the Program Coordinator 
before submitting an incomplete. Forms are available in the Forms 
Appendix and the USC Grading Handbook (see below).  

Cor���t�o� of Gra��� (AK� “t�e nu����r op����”) 

Grade change petitions   are a  last resort  and   should be used only 
in  extreme circumstances , as they are complicated to pursue and 
often take months to process. Incorrect grades may also adversely 
affect students’ GPAs and transcripts, which will impede their 
applications for scholarships, transfers, etc. - so  be careful . 

Always double-check your grade sheet  before finalizing and 
submitting grades for the semester. All outstanding issues - 
missing papers, requests for incompletes or extensions -  must  be 
resolved before the end of the term. 

If it is absolutely necessary to change a grade after the end of 
the semester, initiate a  Correction of Grade request  through the 
CAMS Main Office. A sample request form is included in the Forms 
Appendix (back of the TA Guide).  Make sure you accurately include 
the following information:  Student’s name and USCID number, 
Instructor’s name, semester, course number (i.e. CTCS 190), 
section number (i.e. 18000D), original grade, new grade, and the 
specific reason for the revision.  

Completed forms should be signed by the instructor and submitted 
to the Program Coordinator.  Student Services will then create an 
official University petition that will be sent  electronically  to 
the Instructor for their signature.  

For more information on Correction of Grades and instructions for resolving 
Incompletes or Missing Grades, see the USC Grading Handbook:  

https://arr.usc.edu/services/grades/gradinghandbook.html 
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G�A�� DI���T�� 

If you grade in ways that are clear and provide triggers for 
improvement, there should be no need for debate. However, student 
complaints and grade disputes may occasionally arise during ( and after ) 
the semester. Most faculty and Lead TAs are experienced in these 
issues and can advise you on the preferred practices for your course.  

Always keep detailed grading and attendance records and save all email 
correspondence for reference should any disputes escalate.  

Offici�� Uni���s��� Pro����re� fo� Aca����c Eva����i�n Dis����s* 

*See SCampus for more details:  https://policy.usc.edu/scampus-part-c/  

University policy regarding grade disputes entitles a student to 
two levels of formal appeal after review by the instructor.   In 
the interest of preserving the very important student-instructor 
relationship, the student and instructor should try to resolve the 
grade dispute by direct communication. If the issue cannot be 
resolved by this dialogue, the grade dispute should move beyond the 
instructor to the next level of review.  

All grade appeals must be brought no later than the end of the 
semester following the semester for which the student received 
the disputed grade.  In general, the two levels of appeal beyond the 
instructor are either: the department chair and the school dean, or 
the school dean and the provost’s office. Whether an appeal is heard 
by the department chair and dean or dean and provost’s office 
depends upon the structure of the school in which the academic 
evaluation occurred. The two levels of appeal are as follows:  

1.A.  The department chair at his or her discretion may review 
the matter personally or conduct a formal hearing through an 
ad hoc or standing committee. The hearing committee is 
appointed by the department chair and consists of a faculty 
member from outside the involved department or academic unit, 
a student, a faculty member of the appealing student’s choice, 
and two faculty members from the department or academic unit. 
A written decision will be given to the student after the 
department chair’s decision or the hearing committee decision. 
Normally a decision should be sent to the student within 
approximately 15 days after the hearing. This time may be 
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extended if necessary. The student should be informed in 
writing if the decision will be delayed. 

1.B.  If either the student or faculty member who assigned the 
grade wishes to appeal the decision of the chair or the 
hearing committee, in the next level of appeal beyond the 
instructor and the department chair, he/she must appeal in 
writing to the dean of the academic unit within two weeks 
after receiving the written decision. The dean of the academic 
unit may review the matter personally or, if a hearing has not 
been conducted by the department, the dean must conduct a 
hearing. The hearing committee consists of the same categories 
of members within the academic unit as described above. The 
committee will make a recommendation to the dean who will make 
a decision which is final and binding. Normally a written 
decision should be sent to the student within approximately 15 
days after a hearing. This time may be extended if necessary. 
The student should be informed in writing if the decision will 
be delayed. 

  

Pre���t��� Dis����s 

● All Instructors and TAs should provide  written guidelines 
for grade disputes to their students in advance. Below is a 
sample that could be included in your syllabus: 

If you have questions about your grades or would like to 
discuss strategies to improve your score on the final exam, 
please see your TA during office hours.  Midterm regrade 
requests must be made within two (2) weeks from the time the 
midterm exam is returned.  Requests must be accompanied by a 
typewritten statement to justify a regrade, including 
specific details as to the question(s) or point deductions 
you are contesting and why.  This letter must use 
appropriate tone and language. Even if you feel that you 
have been graded unfairly or inaccurately you need to convey 
those feelings in a professional and proper manner. 

● TAs should make every effort to evaluate students fairly and 
transparently. In your feedback, designate areas for 
improvement and keep track of students’ progress toward 
these goals throughout the course. 
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● When returning graded papers or exams, remind students of 
the department’s  24-hour “cool down” policy : students must 
wait a full day before contacting you with grading concerns. 

● You may wish to require students to submit a  typewritten 
request  for regrades, including details about the grading 
error or ambiguity in question. 

● Make sure  all prior assignments are handed back  well before 
the final exam, if possible, and provide a clear cut-off 
date for students to dispute grades from earlier in the 
term. This will help prevent a last-minute panic at the end 
of the semester.  

Bes� Pra���c��  

● Remember that  you are in a position of authority  and 
responsible for grading  all  students fairly and 
appropriately.  

● Follow the Chain of Command . Students should be directed to 
the Reader or TA who graded their work before they approach 
the Lead TA or Instructor. 

● Always get in touch with the Lead TA or Instructor when 
disputes arise and  maintain communication  until resolved. 

● Avoid responding to student complaints via email. Offer to 
meet with the student face-to-face in  office hours  to talk 
through any concerns.  

● Don’t take it personally.  When meeting with students,  remain 
calm and respectful  at all times and listen carefully to 
their concerns and questions, even if you disagree with 
their perspective or are unable to resolve the complaint to 
their satisfaction. 

● Patiently  review the assignment with the student and explain 
relevant criteria for grading, the strengths and weaknesses 
of their submission, and the reasoning for any deductions.  

● S hift the focus of the conversation to problem-solving . Are 
there opportunities to improve their grade elsewhere in the 
course?  How might you help the student do better on the 
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next assignment? What resources or alternative approaches 
might be useful in the future?  

● If warranted, offer a regrade, but remind the student that 
scores may go up or down  during reevaluation.  

● When meeting with students one-on-one,  keep the office door 
ajar , and/or ask the Lead TA to sit in. 

● If you are unable to resolve the student’s concerns to their 
satisfaction, you may  refer the student to the Lead TA  (if 
assigned) or the Instructor. Alert the Lead and the 
Instructor and provide all pertinent information, but keep 
in mind that it is the student’s responsibility to pursue a 
meeting, should they choose to do so. 

Com��� Com����n�� 

“I’m an A student!”  

Remind students that each assignment is only a portion of their 
grade, and that good progress and demonstrated engagement is 
often rewarded. Emphasize potential opportunities for additional 
points (section participation, extra credit, etc.) if available.  

“I need to maintain a Y average, for Z!” 

Encourage them to meet with you to review material or discuss 
strategies for success on future assignments.Show students how to 
calculate their grades based on the percentage breakdown provided 
on the syllabus. If possible, suggest additional resources (the 
Writing Center, study groups, etc.) for improving their 
performance on subsequent projects and exams.  

“The prompt was dull/confusing/vague.” “But I did x, y, and z!” 

B papers meet the requirements of the prompt, but A papers go 
above and beyond. If necessary, and with permission, anonymize an 
example of an A paper to share with students. 
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P�O�T����G EX��� 

DUTIES AND RESPONSIBILITIES  

Pri�� to t�e Exa�: 

❏ Confirm that there are enough exams and blue books for each 
student. Bring extra copies and booklets just in case. 
Depending on the length of the exam, you may need  two or 
three blue books  per student.  

***Contact the CAMS Main Office  in advance  to ensure that 
enough blue books are available for your course, especially 
during midterms and final exams  

❏ TAs and Readers should meet to collate exams and blue books. 
This saves time during the distribution of exams and ensures 
that all blue books are blank prior to the exam. 

❏ Check restrooms for any notes. 

❏ As the students arrive, instruct them to sit one seat apart, 
when possible. 

❏ Make sure that students are aware of proper exam etiquette 
by reading aloud all of these points before each exam: 

❏ Place all of your notes and books underneath your 
seat. Ensure that aisles are clear in front of you. 

❏ Turn off all electronic devices and place them in your 
bag.  Remove headphones. Cell phones need to remain 
off and away for the duration of the exam.  You may 
not leave the exam to use your cell phone.  

❏ We will keep time for the exam for you - do not check 
the time on your phone or device. 

❏ Keep your eyes on your own exam. 
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Dur��� t�e ex�� 

● If your exam takes place in Norris and you have enough TAs, 
station one TA or reader in the lobby to make sure that 
students are not talking or texting in the lobby or 
lingering in the bathroom. 

● TAs and readers should be spaced evenly throughout the room 
and should circulate periodically. Pay attention to students 
with wandering eyes. Investigate if a student seems to be 
looking at the floor or at other exams. 

● Monitor restroom breaks and allow students to only use the 
restroom one at a time. Double-check for cell phones and 
other items before they leave the testing room. 

If yo� su���c� c�e���n� 

The process for confronting a student cheating on an exam is 
similar to the process for plagiarism. Some important steps are 
listed below.  See also the following section on Academic Integrity 
(p.39) for more information. 

As a first step, make sure that the  Lead TA is aware  of any 
suspicious behavior you observe during the exam. They may handle 
the incident on your behalf or ask that you follow procedures for 
intervening and recording the incident: 

● Always   allow the student to complete the entire exam. 

● Intervene as necessary to stop the behavior (looking at 
notes, copying from another student’s exam, etc.), but be as 
discreet as possible.  Do not disrupt  the exam in progress. 

● If possible,  ask a second TA  or Reader to confirm the 
suspicious behavior (two witnesses makes a stronger case). 

● If the student is looking at notes,  quietly take the notes , 
but permit the student to finish the exam.  You will need to 
keep the notes to serve as your evidence for Student 
Judicial Affairs. 
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● If a student is  copying  off of another student, talking, 
and/or sharing notes, quietly separate them, but  permit them 
both to finish the exam . 

● When the student(s) under review submits the exam,  remove 
their work from the pile  and bring to the Lead TA and 
professor, along with any relevant evidence (notes, etc.). 

● Immediately after the exam you will need to  write up the 
incident .  In your report, make sure to only discuss the 
behavior of the student and your response.  Leave out any 
personal feelings, commentary or colorful language: 

Good Example:  

The student looked down at the floor three times and bent 
down to move an object on the floor.  One of the TAs walked 
over to the student and saw notes with class terms on the 
floor.  The TA confiscated the notes. 

Bad Example:   

The student suspiciously glanced around the room before he 
subtly glanced at the floor three times.  After glancing at 
the floor he bent over as if to tie his shoe or get a new 
pen.  This was obviously suspicious so one of the TAs walked 
over to the student, saw the notes, and confiscated them.  

● Once you have written up the incident, pass it on to the 
Lead TA and the professor to pursue. If no Lead TA is 
assigned, the instructor may ask that you contact the 
student to set up a meeting. Say only that the Professor 
needs to discuss their exam with them in person. Do not 
discuss the incident with the student –  only the professor 
can accuse the student of academic dishonesty. 

● The recommended sanction for cheating on an exam is an  F for 
the course .  For more detailed information about academic 
integrity policies and procedures, see the next section. 
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AC����IC IN���R��� AN� P�A���RI�� 

Plagiarism is one of the unfortunate things we have to enforce when 
evaluating student work. As a Teaching Assistant, it is very important 
to be aware of and follow the departmental and university policies 
regarding plagiarism and other forms of academic dishonesty. 

If you have questions or need more information regarding academic 
integrity standards, consult SCampus or contact the Student Judicial 
Affairs and Community Standards Office at (213) 821-7373.  

If yo� su���c� or id����f� p�a���ri�� in a pa���... 

● Notify the Lead TA and/or the instructor immediately. 

● Do not contact the student yourself. 

● If instructed, document the incident: 

○ Finish grading  the paper, but  do not  use any language 
addressing the plagiarized material. 

○ Print  the Turnitin report (if any) and  highlight  the 
disputed sections in the paper/exam. Also print, 
highlight and attach any  corresponding documents  (the 
source material(s) - online articles, other student 
essays, etc.). 

○ Provide a  recommended grade  for the paper in pencil or 
on a post-it (disregarding the plagiarized material). 

● Hand over the paper and all documentation  to the Lead TA, if 
assigned, or to the instructor to review. The professor will 
decide how they want to handle the paper, contact the 
student, and submit a report to the Office of Student 
Judicial Affairs and Community Standards, if necessary.  

● Keep in mind that you may be asked to provide additional 
information on the incident or the student’s overall 
performance in the course during this process, so 
maintaining careful records and notes is crucial . 

● Do not discuss suspected plagiarism  with the student unless 
expressly told to do so. Direct students to the instructor 
or Lead TA if they have questions about the situation. 
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 Aca����c In�e�r��� Pro����re� as Out����d in S�am��� ** 

1. If the instructor believes that an academic integrity violation 
has occurred, he/she has two options: 

a. The instructor or university official makes a reasonable 
attempt to meet with the student and discuss the incident. 

b. The instructor or university official for wards a report of the 
alleged violation to the Office of Student Judicial Affairs 
and Community Standards. 

2. The Office of Student Judicial Affairs and Community Standards 
sends written notifica tion of the complaint to the student with a 
copy to the reporting party and the academic unit. 

a. If further review is not required, the student will be 
notified of the opportu nity to meet with a review officer from 
the Office of Student Judicial Affairs and Community 
Standards. Further review of the matter may be requested by 
the student. If the student does not request further review, 
then the proposed sanc tions will be applied. 

b. If further review is necessary (e.g., because additional 
sanctions are rec ommended or because further review is 
requested), the student must meet with a review officer from 
the Office of Student Judicial Affairs and Community 
Standards. The student then may: 

i. accept a Voluntary Administrative Review by not disputing 
the allegation, waiving the right for further review and 
accepting the findings of the hearing officer or body. 
The Administrative Review is completed through a written 
form signed by both the student and review officer. 

ii. deny the allegation and request fur ther review of the 
matter. A Summary Administrative Review may be con ducted 
by a designated review officer or the matter may be 
referred to a review panel, as appropriate. If the 
student is referred to a review panel, a review offi cer 
will arrange a date, time and place for the review, send 
a letter of notice to the student and  convene a panel 
for review according to the written notice provided to 
the student. 
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3. Sanctions which may be assessed include but are not limited to: 
grade sanctions (e.g., “F” in course) and dismissal from the 
aca demic department. In addition, sanctions of suspension or 
expulsion from the university may be assessed through a review 
process when requested by the instructor, requested by the 
academic or administrative unit in which the violation occurred 
or when indi cated by university standards (such as the 
seriousness of the misconduct or the existence of previous 
academic violations by the student).  

4. The decision from the review may be appealed within 10 business 
days of receipt of the written decision. 

5. When it is determined that the student is responsible for a 
violation of university standards by any of the above processes, 
a disciplinary record of the matter will be maintained in a 
confidential student file by the Office of Student Judicial 
Affairs and Community Standards for up to seven years. Expulsion, 
suspension, revocation of admis sion or degree will result in 
permanent stu dent conduct files. 

**This information summarizes extensive materials from the Student 
Conduct Code (SCampus).  Readers should note that this summary is not 
authoritative in speaking to issues of the review process. Sections 12, 
13, 14 and 15 of the Code should be consulted. See SCampus Appendix A 
for more information regarding grade sanctions.  

The Student Contact Code (SCampus) articulates violations that are most 
common and read ily identifiable. Conduct violating university community 
standards that is not specifically mentioned may still be subject to 
disciplinary action.  

For more information visit  https://sjacs.usc.edu/students/scampus/ . 
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ACADEMIC DISHONESTY SANCTION GUIDELINES (FROM SCampus) 
  

Violation  Recommended Sanction for 
Undergraduates* 

Copying answers from other 
students on exam.** 

F for course. 

One person allowing another to 
cheat from his/her exam or 
assignment. 

F for course for both persons. 

Possessing or using material 
during exam (crib sheets, notes, 
books, etc.) which is not 
expressly permitted by the 
instructor. 

F for course. 

Continuing to write after exam 
has ended. 

F for course. 

Taking exam from room and later 
claiming that the instructor lost 
it. 

F for course and recommendation 
for further disciplinary action 
(possible suspension). 

Changing answers after exam has 
been returned. 

F for course and recommendation 
for further disciplinary action 
(possible suspension). 

Fraudulent possession of exam 
prior to administration. 

F for course and recommendation 
for suspension. 

Obtaining a copy of an exam or 
answer key prior to 
administration. 

Suspension or expulsion from the 
university; F for course. 

Having someone else take an exam 
for oneself. 

Suspension or expulsion from the 
university for both students; F 
for course. 

Plagiarism.  F for course. 

Submission of purchased term 
papers or papers done by others. 

F for course and recommendation 
for further disciplinary action 
(possible suspension). 
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Submission of the same term 
papers to more than one 
instructor, where no previous 
approval has been given. 

F for both courses. 

Unauthorized collaboration on an 
assignment. 

F for the course for both 
students. 

Falsification of information in 
admission applications (including 
supporting documentation). 

Revocation of university 
admission without opportunity to 
reapply. 

Documentary falsification (e.g., 
petitions and supporting 
materials; medical 
documentation). 

Suspension or expulsion from the 
university; F for course when 
related to a specific course. 

Plagiarism in a graduate thesis 
or dissertation. 

Expulsion from the university 
when discovered prior to 
graduation; revocation of degree 
when discovered subsequent to 
graduation. 

  
*Assuming first offense 
**Exam, quiz, tests, assignments or other course work. 
You may also consult with members of the Office of Student Judicial Affairs 
and Community Standards at any point in the process: (213) 821-7373.  
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LEADING SECTION 
W�� DI���S��O� SE����N�? 

Discussion Sections complement large introductory lectures, offering 
an opportunity for additional explanation and engagement with the 
material. The precise expectations for section vary from course to 
course, but TAs should generally focus on clarifying major ideas and 
information and opening up in-depth group discussion of the lectures, 
readings, and screenings each week. 

Fac����at��� Con���s��i��s 

Foster a comfortable and professional classroom environment that 
will cultivate a dialogue on the course material. Keep in mind 
that some students will speak more frequently than others. Try to 
find a balance in section activities that will encourage lively 
discussion and active engagement among all types of students. 

Fos����n� Cri����l Ana��s�� 

Discussion sections are intended primarily to help students learn 
critical and analytical skills. Students may not have previous 
experience discussing or writing about media in an academic 
environment, so it is important to be patient and teach them 
effective means of engagement. Set an example through your 
questions, through your critical re-framing of their comments in 
discussion, and through attentive feedback on assignments. You 
may also take a few moments to elaborate on or clarify concepts 
touched on in lecture or readings. 

Gra���g 

Grading involves assessing student work in a manner consistent 
within the TA staff for the course. In large courses, the Lead TA 
should establish guidelines for grading to help standardize 
evaluation. As a section leader, you will know your students 
better and may have more insight into their strengths and 
weaknesses in the course, but always endeavor to evaluate all 
students fairly and in relation to the given criteria. 
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S��AT���E� FO� SU���S���L SE����N� 

On t�e fir�� da� of c�a�s… 

Arrive early.  

Take a few minutes to orient yourself, check the functionality of 
the tech, and consider how you want to organize the classroom: 

Will you sit with the students or stand at a podium? 
(Ideally, with them)  Where is the whiteboard? Should 
students sit in a circle around it? A square facing each 
other? Army-style rows, facing forward?  (Try not to)  Do you 
have all the supplies you will need? 

Take attendance. 

TAs are expected to keep careful and accurate attendance records, 
so be sure to get in a rhythm on the first day. Learn your 
students’ names, faces, and something about them.  

Tip: print out a photo roster from GRS (grs.usc.edu) and use 
it to take attendance on the first day or two of section. 

Do an icebreaker. (Yes, we know.) 

Icebreakers are a useful opportunity to introduce yourself to the 
students and, importantly, the students to  each other . Get them 
comfortable talking as a group with a light, fun activity themed 
around the course topic.  

Tip: Have them name their least favorite movie, a “guilty 
pleasure” TV show, or something embarrassing they loved to 
watch as a kid. Ask them to introduce each other. Draw on the 
oldies and launch a game of “two truths and a lie.”  

The more enjoyable the first day, the easier it will be to foster 
discussion throughout the semester. 

State your section goals. 

Establish quickly how the class will be run. Stress that 
discussion section is not a review session but an opportunity to 
think critically about the material and expand on the topics 
covered in lecture. Emphasize that the classroom is a safe place 
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to ask questions and disagree with each other, and that they 
should come to class prepared to discuss all of the materials for 
the week - and yes, they have to read. 

Discuss Expectations. 

Consider writing up a code of conduct for your students, or have 
them create one together as a first-day-of-section activity. 
Explain what will constitute acceptable behavior and remind them 
that they should demonstrate mutual respect at all times. 

Te�c���g Aid� 

Blackboard 

At the beginning of the semester, set up a Blackboard page for 
your section and explain to your students how and when to use it. 
Post additional handouts, related readings, and other resources 
on your section Blackboard to complement the materials on the 
main site for the lecture. Students should also use Blackboard to 
submit assignments to Turnitin (see p. 62) 

Tip: Require students to post a question or reading response 
on a Blackboard forum prior to section each week. This will 
give you a sense of the general interests and concerns. 

Group Activities 

Break up the 50 minutes of your section into different 
activities, including group tasks. Have students outline an essay 
question together, summarize the reading, analyze a scene, or 
debate sides of an issue. Then bring the whole class back 
together to debrief.  

What common issues or breakthroughs came up? What important 
information was missed? 

Clips 

Screening a brief clip (~1-3 minutes) from a screening or another 
relevant piece of media can help refresh memories and illustrate 
ideas.  Always double-check the functionality of the tech  in your 
classroom before section begins to avoid last-minute snafus, and 
always come prepared with a plan B for technical difficulties. 
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Handouts 

Handouts can be useful for outlining guidelines prior to 
assignment deadlines and for diagramming confusing theories. 
Always consult with the Lead TA before providing additional 
resources to your students, and always make the handouts you 
produce available to other TAs to share with their sections to 
avoid the impression of an unfair advantage.  

Emails 

Emails are a TA’s best friend. Send blasts to remind students of 
important deadlines, offer additional examples you were unable to 
get to during section, and inform them of relevant events or 
opportunities in the LA area.  Always use your USC email account. 

Dur��� Sec���� 

Begin with an  agenda  for the day. Be ambitious and plan enough 
activities for more than the time allotted, leaving items to the 
end that will help signal next week’s session topic. 

Announce that there will be a  discussion of the readings . If 
possible, emphasize important concepts and theories from the 
readings to be discussed in depth. 

Assign a student to summarize  the previous week’s section to get 
the conversation started and build a sense of continuity across 
each week of the course. 

Once you have a sense of who the quieter students are,  use “warm 
calling”  to let them know they will be asked to contribute 
something in the upcoming section - and follow through. 

Pos��� Qu�s��o�s fo� Dis���s�o� 

Remember that sections are an opportunity to foster conversation 
and debate among students - avoid spending too much time on right 
and wrong answers. Look for ways to spur critical thinking 
through your discussion questions. 

Open-ended vs. Closed-ended questions 

Beginning with a broad,  open-ended question  can help jumpstart 
discussion. Start with  how ,  why ,  in what ways , etc.:  
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Example:  “What are some of the ways that color is used in 
Vertigo?” 

Closed-ended questions  ( who ,  what ,  when ,  where ) have only one 
acceptable answer and are useful for checking factual knowledge, 
especially during review sessions or when clarifying material 
covered in lecture.  

Example:  “What was the first hip-hop song to win an Academy 
Award?” 

Analyze Key Concepts 

Always prepare a few questions for each section that deal with 
key concepts. What important theories were covered in the 
readings? What historical contexts are useful for understanding 
the screening? Help your students master these aspects of the 
course by posing directed questions. 

Guiding Discussion Responses 

Ask follow-up questions that link student responses to course 
content. Restate and clarify questions, drawing connections 
between students’ comments and emphasizing any important 
information that they may have missed.  

Refer to the Reading 

Incorporate the readings into your questions for the day. Ask an 
open-ended question that the reading has already answered. This 
will subtly bring students’ attention to the reading. 

Patience! 

Give your students a few minutes to think about the questions you 
pose. Let them breathe and look up their notes before asking a 
follow-up. Whistling the  Jeopardy  theme is useful after awhile. 

Ad�i���na� Res����es 

“How to Hold a Better Class Discussion,”  Chronicle of Higher Ed. 

https://www.chronicle.com/interactives/20190523-ClassDiscussion 
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DI���P���E S�U��N�� 

Save the DPS Emergency number to your cell phone  now : (213) 740-4321  

USC is in the midst of streamlining its approach students in distress. A 
formal supplement to the guide will be forthcoming, ideally this fall.  

For emergent and/or threatening situations, resources are available in 
the Cardinal Folder:  https://employees.usc.edu/cardinal-folder/ 

 

Ad�i���na� Res����es 

If the situation is life-threatening or there is an immediate 
threat, contact DPS immediately: (213) 740-4321.  DPS and/or SJACS 
should also be notified if the student demonstrates threatening 
behavior including unlawful harassment, stalking, or death 
threats.   

If the situation escalates and/or the student continues to 
demonstrate threatening or intimidating behavior, or if you have 
concerns regarding the safety or well-being of a student, reach 
out to one or more of the following on-campus resources: 
 
USC Support and Advocacy 
3601 Trousdale Parkway 
uscsupport@usc.edu 
213-740-0411 
 
Student Judicial Affairs and 
Community Standards 
STU 206 
(213) 821-7373 

Department of Public Safety 
(non-emergency) 
3667 McClintock Ave 
(213) 740-6000 
 
Student Counseling Services 
Engemann Student Health Center 
(213) 740-7711 

 
Relationship and Sexual Violence Prevention Services (RSVP) 
Engemann Student Health Center, Suite 356 
(213) 740-4900 
 
Office of Equity and Diversity/Title IX 
(213) 740-5086 
 
Trojans Care for Trojans (TC4T) Anonymous Reporting Form 

https://sait.usc.edu/ca/tc4t/reporting.asp 
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CINEMA AND MEDIA STUDIES TA OFFICE POLICIES 
 

AB��� T�E OF����S (S�A 217, 218, 219, 220, 221) 

All TA Offices are  shared  work spaces and should not be used for social 
gatherings, personal storage, or non-academic activities.  

● SCA 217  is the PhD Office and may be reserved for private study. 
Lead TAs may also use this space for course preparation, TA 
meetings, and Office Hours. 

● SCA 218  (the Main TA Office) includes computer workstations, a 
scanner, shredder, and course supplies (blue books, markers). 
Because 218 is the department’s repository for student work,  the 
door must be locked when the room is not in use . 

● SCA 219  is the TA Teaming Room and may be reserved for group 
meetings through the CAMS Main Office. This room also includes a 
microwave, refrigerator, and supplies for general use. 

● SCA 220  and  221  are semi-private and may be reserved for Office 
Hours through the Front Desk at the beginning of the semester. 

 

CO���N CO����SI�� 

● Double-check that the  lights are turned off  and  doors are locked 
before leaving any of the TA spaces. 

● Be mindful of your peers: keep noise and disruptions to a minimum.  

● No food  is permitted except in SCA 218 and 219. Promptly remove 
food from the refrigerator/microwave and clean up any spills. 

● Do not leave  student work  or  sensitive information  unattended in 
any of the TA Offices. When depositing exams at the end of the 
term, alphabetize all documents and clearly label each bin with 
the Course Number/Title, Semester, and Faculty/TA’s names. 

● If students arrive to collect their work from SCA 218, do your 
best to assist them.  If you are unable to locate their work, 
direct them to their TA or the CAMS Main Office.  
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RESOURCES AND FACILITIES 
LI���R�E� 

COURSE RESERVES 
Some instructors may request textbooks or DVDs be placed on 
reserve at the library for students to reference during the 
course. These will be held at the Leavey Circulation Desk for 
short-term checkouts throughout the semester. 

In most cases, the instructor is required to personally submit 
requests through the online reserves portal using their own USCID 
login information. Visit reserves.usc.edu for details. 

 

MEDIA AND TECHNOLOGY 
Should you require additional media for class screenings or your 
own research, DVDs, VHS tapes, and other audio/visual materials 
may be borrowed from the Circulation Desk at Leavey Library, the 
Cinematic Arts Library, and the CAMS Main Office. 

Le�v�� Lib���y 

A wide variety of audio/visual materials are available from the 
Circulation Desk for short-term loan, and holdings are searchable 
online in the main USC Library catalogue. Graduate students may 
check out these materials for a one week loan. 

Cin����ic Ar�� Lib���y 

Located in the lower level of Doheny Library, the Cinematic Arts 
Library maintains an extensive collection of films and television 
programs on DVD, VHS, and Laserdisc. All CAMS faculty, TAs, and 
Course Assistants are granted borrowing privileges for these 
materials; undergraduates and nonmajors are limited to viewing 
content on-site.  Visit libraries.usc.edu for more information. 
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CA�� Ma�n Office 

The department maintains a small, specialized collection of DVDs 
that TAs and faculty may access for in-class use.  Contact the 
Front Desk for more information: mediastudies@cinema.usc.edu or 
(213) 740-3334. 

Cri����l Com���s 

Developed by USC faculty Steve Anderson, Holly Willis, and Tara 
McPherson, among others, Critical Commons is a public media 
archive and fair use advocacy network that supports the 
transformative reuse of media in scholarly and creative contexts. 
At the heart of Critical Commons is an online platform for 
viewing, tagging, sharing, annotating, curating, and spreading 
media.  Their goal is to build open, informed communities around 
media-based research, teaching, learning and creativity. 

Critical Commons is a useful resource for enabling access to high 
quality video clips for classroom use.  As an online repository, 
instructors and TAs can access clips from a community of 
scholars.  The site’s fair use claim ensures that it will not be 
subject to the same copyright takedowns as YouTube or other 
online video sites.  The ability to store large, uncompressed 
video files (up to 300MB) is also preferable for in-class 
projection or for including in PowerPoint presentations, etc.   

To upload, download, or annotate videos, you need to be approved 
for ADVANCED USER status.  To be approved as an Advanced User, 
you merely need to indicate that you are a college-level film and 
media instructor or teaching assistant for a particular course at 
a particular institution. Once registered, be sure to tag your 
videos with the relevant course number (“ctcs190”, “ctcs200”, 
etc.) and other keywords (“editing”, “dissolve”, “Scorsese”, 
etc.) so that future TAs can find your videos.  Keep in mind that 
this resource is available to all college-level film and media 
instructors so all contributions will be beneficial to that 
larger community and accessible to anyone online.  As an online 
repository, it could also function as a useful backup for your 
own collection of digital video files while also enriching the 
resources for other educators. 
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REFERENCE, ASSISTANCE, & INFORMATION 
Librarians  love  getting questions and offering research help! 
Most of the USC libraries are staffed with a reference librarian 
who can assist you or your students in locating, requesting, and 
using any of the materials in the on-campus repositories.  Direct 
students to stop by the circulation desk in-person or visit 
libraries.usc.edu/ask-a-librarian for more information. 

Doh��� Mem���a� Lib���y 

Reference Desk:  (213) 740-4039 

Reference Librarians are available 11AM - 5PM, Monday-Thursday 
and 12PM - 4PM on Fridays during the fall and spring semesters. 

War��� Bro�. Ar��iv�� 
Contact:  (213) 821-3900; wbarchives@cinema.usc.edu 
Located in the Research Annex at 3716 South Hope Street, Room 113 

Donated to USC by Warner Communications in 1977, the USC Warner 
Bros. Archives [WBA] is the largest and possibly the richest 
single studio collection of paper documents in the world. 

It is the only collection to bring production, distribution and 
exhibition records together to document the activities of a 
vertically integrated studio. In the archives' collection, the 
making of many classic films - including The Jazz Singer, 
Casablanca and Rebel Without a Cause - is documented from story 
acquisition through theatrical release, including daily 
contributions of actors, directors, producers, and writers. 

The USC Warner Bros. Archive is open to undergraduates and 
graduate students with a legitimate research interest, and it is 
an excellent resource for students interested in archival 
practices and historiography. Contact the curator for details on 
access, hours, holdings, and for more information. 
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C�A�S���� LO���T��� AN� TE��N����Y 

S�A Ope����on� 

Cinema Operations (“Ops”) is the office responsible for room 
reservations and facilities in the SCA Complex.  TAs should keep 
the Ops number in their phones in case of lockouts: (213) 
740-2892 .  

Classrooms for lectures and sections are generally reserved in 
advance of each semester and are difficult to change once classes 
begin. If your course is assigned to a room that is physically 
inappropriate (i.e. too small for the enrollment), or if you need 
to request  additional  rooms (for review sessions, DSP testing, 
etc.), contact the CAMS Administrative Assistant [(213)740-3333] 
before speaking to Ops. Reach out to Ops directly to request 
additional furniture (chairs, podiums, tables, whiteboards), or 
if you need the room unlocked.Be sure to specify the course 
number, faculty’s name, date and time of event, and the required 
capacity when submitting room requests.  

Rul�� fo� S�A Fac����i�s 

No gum, food, or drink (except water) is permitted in any of the 
classrooms or theaters in the SCA complex. Remind students early 
and often of this policy and police for trash before leaving the 
classroom. No filming or rehearsing is permitted in any of the 
CAMS office spaces or hallways, including the TA Offices. 

Nor��� Cin��� The���� 

Norris Theater is the largest screening room/classroom in SCA. 
The Norris Projection Booth is located on the second floor.  

Dana Knowles  (dknowles@cinema.usc.edu) is Head of Projection and 
manages the projectionists for all of SCA; her office is located 
on the second floor of Norris.  If you are the Lead TA for a 
course in Norris  and/or will be responsible for any A/V materials 
(clips, microphone, slides), it’s a good idea to introduce 
yourself to Dana at the beginning of the semester and identify 
any special requirements of the course.  
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A projectionist will be on-hand in Norris to operate the computer 
and projector, but the Lead TA (or any designated TA) should be 
prepared to load clips, PowerPoints, etc. and provide 
instructions for any media needs during lecture.  

Microphones and slide remotes are available from the booth upon 
request. Be aware that streaming sites like Netflix may not 
function properly when projected, so be prepared with a Plan B. 

S�A Sc�e���n� Ro�m� (S�A 108, 110, 112, 310, 316) 

Most CAMS courses are held in one of the screening rooms in SCA 
and are equipped with a projection booth. All SCA screening rooms 
are equipped with computers at the podium, but they may require 
booth access to load files and clips. 

For lectures, a trained projectionist will manage the tech needs 
for the course, and they should be instructed on the schedule and 
needs of the day’s lecture before each session. For sections, TAs 
will need to operate the classroom tech on their own -  be sure to 
arrive early   to prep any required A/V materials. 

SCA Tech Training  is provided for all TAs during TA Training week 
in mid-August. Completing this session will allow you to request 
ID card access to the projection booth for your course. For 
additional support, contact Creative Tech [(213)821-4571]. 

Ot�e� Cla��r���� ar���� Cam��� (S�A 216, S�I, S��, S��, R��, T��, et�.) 

Due to high demand, some courses must be scheduled in other 
buildings in the SCA Complex or elsewhere on campus. Before the 
semester begins, make sure to familiarize yourself with the 
location and technology set-up for your course.  

Classrooms without a projection booth will not be assigned a 
projectionist , so it will be the responsibility of the TA to 
manage the tech on behalf of the Instructor.  TAs for these 
courses are also responsible for collecting screening DVDs from 
Operations on the day of the lecture.  

The Head Projectionist, Dana Knowles, provides all requested 
screening DVDs for SCA courses. If any changes occur to the film 
list or you need additional media (alternative-format DVDs, extra 
titles for clips, etc.), notify Dana as soon as possible.  
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AD����ON�� AC����IC SU���R� RE����CE� 

OFFICE OF STUDENT SUPPORT AND ADVOCACY 
USC Support & Advocacy (USCSA) is an office within Campus 
Wellbeing and Crisis Intervention. They assist students, faculty, 
and staff in identifying appropriate on-campus support resources 
for a variety of complex issues.  

Con���t 
Office of the Provost 
STU 201 
(213) 821-4710 

Bi�s In�i��n� Rep��� For� 

https://usc-advocate.symplicity.com/care_report/index.php 

TROJANS CARE FOR TROJANS (TC4T) 
USC Trojans Care for Trojans (TC4T) is an initiative that 
empowers USC students, faculty and staff to take action when they 
are concerned about a fellow Trojan challenged with personal 
difficulties.  

Use the Anonymous Request Form to report concerns regarding 
student, faculty, or staff:  https://sait.usc.edu/ca/tc4t/reporting.asp 

NOTE:  If you are concerned about someone who has experienced 
sexual/gender-based harm, please contact the confidential 
services at Relationship & Sexual Violence Prevention Services: 
(213) 740-4900.  If you would like to report an instance of 
sexual/gender-based harm, you can contact the Title IX Office: 
(213) 821-8298. 
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COUNSELING SERVICES 
From their website: “Student Counseling Services is here to help 
you meet your academic and personal goals. We offer many 
resources including drop-in workshops and group counseling. For 
students in distress, we provide support in the form of 
individual therapy, crisis support, psychiatric services as well 
as consultation to those who are interested in reaching out to a 
student in distress.  When indicated, we also provide connection 
to other USC resources or community providers.” 

Con���t 
Student Counseling Services 
Engemann Student Health Center, 3 rd  Floor 
(213) 740-7711 (available 24/7, urgent and non-urgent) 
https://engemannshc.usc.edu/counseling/counseling-services/ 

 

RELATIONSHIP AND SEXUAL VIOLENCE PREVENTION AND SERVICES (RSVP) 
Relationship and Sexual Violence Prevention and Services provides 
guidance and therapy services for situations related to gender 
and power-based harm (e.g., sexual assault, domestic violence, 
stalking). RSVP provides a variety of tailored workshops and 
training to students, staff, and faculty. Topics include sexual 
assault/sexual violence, consent, healthy relationships, 
stalking, and other information related to gender or power-based 
harm. RSVP is a safe space for students of all gender identities 
and RSVP staff are committed to providing inclusive and affirming 
services to all students. Please see our mission statement for 
further information.  Contact RSVP for more information on 
support services or to host a workshop. 

Con���t 
RSVP  
Engemann Student Health Center, Suite 356 
(213) 740-4900 
https://engemannshc.usc.edu/rsvp/ 
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DISABILITY SERVICES AND PROGRAMS (DSP) 
Any student requesting academic accommodations based on a 
disability is required to register with Disability Services and 
Programs (DSP) each semester. A letter of verification for 
approved accommodations can be obtained from DSP.  

At the beginning of each semester, circulate a call to students 
to submit their DSP letters, if any. The Lead TA should maintain 
records of all students registered with DSP and should make 
available necessary accommodations in dialogue with the faculty.  

Accommodations are made based on the student’s individual needs, 
but may include extra time on assignments or exams, the use of a 
word processor or other accessibility advice during in-class 
exams, the use of a notetaker, and/or other practical support. 

If a student requires a  notetaker  for the course, instructions 
for identifying a volunteer will be included in the student’s DSP 
letter. TAs should ensure that a notetaker is in place as soon as 
possible at the start of the term.  (see the FAQ (p.64) or contact 
the DSP office for more information) 

Con���t 
Disability Services and Programs 
3601 Watt Way 
Grace Ford Salvatori Hall, Room 120 
ability@usc.edu 
(213) 740-0776 
(213) 814-4618 (Video Phone) 
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THE WRITING CENTER 
The Writing Center (THH 216) provides one-on-one tutoring 
sessions with writing consultants, who are available to assist 
students in working through any type of writing assignment.  The 
consultants do not edit papers , but instead guide students 
through the process of planning, writing, or revising a body of 
writing. In addition to one-on-one consultations, the Writing 
Center offers small-group workshops to help students improve 
their critical thinking and writing skills. The Center is open to 
all students at the university. To meet with a consultant, call 
or visit the Center to make an appointment. 

Ho�r� 
Hours:  M-Th 9AM-6PM; F 9AM-3PM 

Con���t 
The Writing Center 
Tutor Hall of Humanities, Rm 216 
(213) 740-3691 
writing@usc.edu 
https://dornsife.usc.edu/writingcenter/ 
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FREQUENTLY ASKED QUESTIONS 
AS��� AN� AN���R��. 

How Do I Con���t to t�e TA Pri���r? 

From a Mac: 
1. Connect to USC Secure Wireless 

2. Open “Printers & Scanners” in System 
Preferences 

3. Click the “+” at the bottom to add a 
printer 

4. Select “IP” Tab at the top 

5. Enter “10.140.68.86” in the address 
field and click “add” 

For PC instructions, contact SCA Tech 
Support: techsupport@cinema.usc.edu or 
(213) 740-6608 

How Do I Mak� a Gra�� She��? 

TAs should always maintain up-to-date records of student grades 
and attendance. In many cases, the Lead TA or the Instructor will 
provide a grade sheet template that will automatically weigh 
grades according to the course syllabus. Senior CAMS TAs may also 
have grade sheet templates to share - so ask around! 

To make your own grade sheet in Excel or Google Sheets: 

1. Create a new spreadsheet. The document name should clearly reflect 
the course number, term, and section (i.e. CTCS190_20183_18000). 

Tip: start by downloading an Excel roster from GRS, which will 
be pre-filled with students’ names and information. Then 
copy-paste to your new sheet. 

2. Label each row with the student’s name and each column with the 
assignment/exam/etc. Don’t forget to include columns for 
participation grades and the final grade for the course.  
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Tip: create two columns for each evaluation: one for points 
earned, and one for the letter grade. 

3. Click on the Final Grade column (M below) and enter a formula to 
calculate the weighted total of points earned. This should reflect 
the grade breakdown on the syllabus. 

For example, if Assignment 1 (Column B of the spreadsheet) is 
10% of the final grade , the calculation is (Bx*0.1). If 
Assignment 2 (Column D of the spreadsheet) is worth 15%, the 
calculation is (Dx*0.15). Add each weighted calculation 
together, following this pattern, to find the final grade.  

For the student listed in Row 3, your formula should look 
something like this: 

=(B3*0.1)+(D3*0.15)+(F3*0.2)+(H3*0.2)+(J3*0.25)+(L3*0.1) 

EXAMPLE: 

 

To extend this formula to each row, click and drag the bottom 
corner of cell C3 to the bottom of the grade sheet. 

TIP: To get letters to convert to numbers, use a conditional 
formula: 

=IF(B2="A",97,IF(B2="A/A-",94.25,IF(B2="A-",91.5,IF(B2="A-/B+",89
.75,IF(B2="B+",88,IF(B2="B+/B", 86.5, IF(B2="B",85,#REF!))))))) 

 

This formula was input into cell C2 based on values in B2. To 
apply this formula to another column, simply substitute “B2” for 
the appropriate column letter (for example, in this spreadsheet 
you would use D2 for the formula in column E). 

*** ALWAYS KEEP A BACKUP FILE OF YOUR GRADE SHEET!*** 
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How Do I Ac�e�s Bla��b����/Tur����n? 

TAs are provided access to Blackboard when assigned to a course. 
Login to blackboard.usc.edu with your regular USC credentials to 
access/update online course materials and to create/review 
assignments in Turnitin. 

If you TA for a course with separately-scheduled sections (i.e. 
190, 200, etc.), you will have access to a unique Blackboard page 
for each of the sections you are assigned. Use this space to post 
information specific to your section (i.e. additional handouts, 
links to clips and other resources) and to manage your students’ 
blog posts and other submitted assignments. If the Instructor 
allows, you may also use Blackboard to post and manage grades. 

 

TAs will need to make sure the 
course Blackboard pages are 
available  to students before 
the start of the semester. 
Click on “Customization” on 
the left-hand menu, and then 
“Properties”. 

 

Turnitin  access is provided 
through the Blackboard page 
for your lecture or section 
(if any). To create a new 
assignment, click on the 
“Assignments” tab and then 
“Assessments”, and choose 
“Turnitin Assignment” from 
the drop-down.  

To locate your students’ 
submissions, click on COURSE TOOLS on the bottom left-hand menu. 
Then click on TURNITIN ASSIGNMENTS on the drop-down menu.  
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How do I fin� m� se����n ro���r/co���c� s�u��n��/su���t g�a��s? 

The Grading and Roster System (GRS) is a fairly straightforward 
portal for accessing the course roster and basic student 
information (email, major, year, USCID, etc.). GRS is also the 
system for uploading final grades for the course.  

Log in to grs.usc.edu and select a term to see the courses to 
which you are assigned. Click the “Class Roster” link on the 
right side of the page to download or print the roster, with or 
without student photos. Click “Email Students” to generate a list 
of contacts that you can copy-paste to your email window. GRS 
will automatically update when students add, drop, or withdraw 
from the course, so double-check this page periodically. 

Note: as of Fall 2017, TAs can no longer upload grades to GRS. 
Faculty are responsible for submitting all grades through the 
system using their own USCID login. 

How Do I Sub��� a Pla����is� Cas� to S�A�S? 

TAs should bring all information related to potential plagiarism 
cases to the Lead TA, if one is assigned to the course, or the 
Instructor. This generally includes the student’s submitted work, 
the Turnitin report, and any supporting documents (uncited 
sources, TA observation report, etc.). 

If the Instructor wishes to pursue a disciplinary case against an 
undergraduate, the TA or Lead TA should obtain a Report of 
Academic Integrity Violation Form (Appendix B of SCampus; also 
available in the Forms Appendix of the TA Guide).  

Fill out the form with the student’s information, the sanction 
designated by the instructor, and submit with all supporting 
documents to the CAMS Program Coordinator. The student’s final 
grade should be designated as “MG” until all pending SJACS cases 
are resolved. 

NOTE:  Do not hand off these forms to the Front Desk - submit 
materials  directly  to the Program Coordinator. 

See Academic Integrity (p.37) and SCampus for more information. 

63 



 

How Do I Get Blu� Bo�k�? 

CAMS provides blue books for all courses with in-class exams. 
Blue books are kept in the TA Offices (SCA 217 and 218).  

Additional blue books may be requested from the CAMS Main Office 
with advance notice. In the weeks prior to your scheduled exam, 
confirm with the office that a sufficient number of blue books 
have been ordered and will be available. Plan to provide at least 
two blue books per student. 

How Do I Sub��� or Up�a�� a Bo�k Lis�? 

Instructors submit lists of required texts for their courses well 
in advance of each semester. Each list is passed on to the USC 
Bookstore, which will make copies available for students to 
purchase or rent. Book lists can also be accessed through the 
Schedule of Classes. Consult the CAMS Main Office for more 
information on changes to the Book List for your course. 

How Do I Or�e� Tex����k Des� Cop���? 

CAMS provides desk copies of all required textbooks to the 
faculty, TAs, and Readers for each course. These will be 
distributed during the first week of classes. Be sure to check 
with the CAMS Main Office Front Desk if you are missing any of 
the required texts for your course.  

NOTE: Textbooks will not be purchased for Course Assistants. 

How Do I Or�e� Co�r�� Re�d���? 

Bound Course Readers may be prepared at the USC Bookstore. 
Contact the CAMS Administrative Assistant for details. 

How Do I Pla�� Co�r�� Tex�� on Lib���y Res����? 

TAs do not have privileges to submit requests for course reserves 
in USC libraries. Faculty members must submit these requests 
using their own USC login credentials in the online ARES Course 
Reserve system (via the USC Libraries website). Visit 
reserves.usc.edu/ares or Leavey Library for more information. 
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How Do I Mak� Pho����pi��? 

All photocopying needs should be directed to the on-campus FedEx 
Office. Copies may be made in-person or submitted in advance via 
email. Include the department, course number, faculty’s name, and 
contact info with each order to ensure accurate billing. Always 
double-check that the documents have been printed correctly when 
picking up your FedEx order. 

USC FedEx Office 
University Village 
929 W. Jefferson Blvd, Suite 1670 
(213) 746-4234 
usa5261@fedex.com 

**Submit all receipts to Bill Whittington after collecting your 
photocopies. Be sure to include the Course Number and purpose. 

How Do I Sub��� or Up�a�� a Fil� Lis�? 

Faculty are required to submit screening lists for their courses 
to the CAMS Main Office well in advance of each semester. This 
list is passed along to the Head of Projection, Dana Knowles, who 
provides screener discs and DCPs for each course as needed.  If 
any changes occur to the required screenings, notify Dana as soon 
as possible: dknowles@cinema.usc.edu.  

NOTE:  If you are the TA for a course that does not meet in an SCA 
screening room (eg. Norris, SCA 108, SCA 316), you are 
responsible for collecting any required screening DVDs from Ops 
on the day of the lecture.  

How Do I Ac�o�m����e D�� Stu���t�? 

Any student requesting academic accommodations based on a 
disability is required to register with Disability Services and 
Programs (DSP) each semester. A letter of verification for 
approved accommodations should be obtained by the student from 
DSP.  It is the responsibility of the student to print out their 
DSP letter and give it to you.   

In some cases, students may require a  notetaker  for the course. 
Instructions for identifying a volunteer notetaker will be 
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included on the student’s DSP letter. Generally, TAs should make 
announcements to the class before lecture and via email until a 
volunteer is confirmed.  Interested students should contact 
notetake@usc.edu directly.  

Common accommodations for DSP students include the use of a word 
processor (laptop) and/or additional time for assignments and 
in-class exams.  TAs should contact Operations at (213) 740-2892 
to schedule a separate room for DSP examinations.  Be sure to 
provide an accurate number of students and the anticipated 
duration of the exam with your reservation request. 

Students requiring additional exam accommodations, including 
double-time, may arrange to take the exam in the DSP office.  Be 
sure to confirm this arrangement with the student and provide the 
exam directly to the DSP office via email: ability@usc.edu. 

How Do I  Man��� Co�r�� Eva����i�n�? 

The USC Course Evaluation system will notify you via email with 
instructions for monitoring evaluation rates and accessing your 
reports at the end of each term.  PhD students are encouraged to 
download and save these reports as evidence of teaching 
effectiveness as they approach the job market.  

Students should be given approximately 15 minutes to complete 
course evaluations on the last day of class. TAs and Faculty 
should step out of the room while evaluations are completed, and 
a student representative should be selected as a proctor. The 
CAMS Main Office maintains a record of evaluation reports and 
reviews the performance of each TA following each semester. 

How Do I Fil� an In�o�p����? 

TAs may obtain an Incomplete Form from the Forms Appendix of the 
TA Guide or the CAMS Main Office Front Desk. The student must 
consent to the terms of the incomplete as outlined by the 
instructor before the TA may submit the document. TAs should fill 
out the form, obtain all necessary signatures, and return to the 
CAMS Program Coordinator for processing. 

Students are allowed to request incompletes and agree to the 
terms of the incomplete via email. TAs should submit the 
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paperwork on behalf of the student as soon as possible and before 
the end of the term. 

Always consult with the Instructor and the Program Coordinator 
before submitting an incomplete.  Forms are available in the Forms 
Appendix of this guide and at the CAMS Front Desk.  

See “Incompletes” (p.30) for more information. 
 

How Do I Sub��� a Cha��� of Gra�� For�? 

****NOTE: Correction of Grade requests are cumbersome and should 
be made only in extreme circumstances and should be prevented 
whenever possible.  Always double-check your grade sheet before 
submitting final grades.  

Change of Grade forms are available in the TA Guide Appendix and 
at the CAMS Main Office Front Desk.  

Fill out the form, including the student’s information, the 
course information, the original grade, new grade, and reason for 
change. The Instructor must sign the request form and submit it 
to the CAMS Administrative Assistant or the Program Coordinator, 
who will forward the request to Student Services for processing. 
Official petitions will be emailed to the Instructor for their 
review and electronic signature.  

See Correction/Change of Grade (p.31) for more information. 

 

 

 

FORMS APPENDIX 
1. SJACS Undergraduate Academic Integrity Violation Report  

2. Assignment of an Incomplete (IN) and Requirements for Completion 

3. Correction/Change of Grade Form 

4. End of Semester Report 
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Appendix B:  Report of Academic Integrity Violation 
 

See student conduct code section 14.00 for details 
 

When an instructor has reason to believe that a student has violated the university’s academic integrity standards, 
he or she is encouraged to make reasonable attempts to meet with the student and discuss the alleged violation 
prior to filling a formal report.  When such attempts are unsuccessful within a reasonable amount of time 
(preferably within 15 days of identifying the violation), a completed report should be forwarded to the Office of 
Student Judicial Affairs and Community Standards with the understanding that the student may subsequently 
wish to meet with the instructor. 
 
Members of the Office of Student Judicial Affairs and Community Standards are available for consultation at  
(213) 821-7373. 
 
  
Student’s Name Student Identification Number 
 

  
Class Title  
 

  
Course Number  Class Number Semester 
 

  
Instructor’s Name Department/School 
 

  
Reporting Party (if different than instructor) Date of Incident 
 
On-line Course: Yes No 
 
The Office of Student Judicial Affairs and Community Standards will send correspondence to the instructor 
(reporting party) throughout the judicial process. Please indicate preferred method of delivery: 
 
 Email:  
  
 Campus Mail – Building/Room:   
  
 Mail Code:  
  
 Other (i.e., U.S. post):  
  
  
Telephone Building, Room/Mail Code 
 

  
Email  
 

DESCRI PT I O N O F I NCI DENT   
 

Attach Additional pages of a supplementary report as necessary.  Please include original or facsimile copies of 
supporting documents.  To complete the process of submitting the report of academic integrity violation, the 
instructor must complete the form provided on the following page.   
 

University of Southern California 
Student Union 206, Los Angeles, California 90089-4894  •  Tel: 213 821 7373  •  Fax: 213 740 7162  

STUDENT JUDICIAL AFFAIRS AND 
 COMMUNITY STANDARDS 

 

 
 



Appendix B:  Report of Academic Integrity Violation, page 2 
 

G RADE S ANCT I O N  
 
A recommended academic penalty should be assessed by the faculty member when an act of academic 
dishonesty has occurred.  Further disciplinary sanctions may be recommended by the instructor. (For sanction 
guidelines, see Appendix A to the Student Conduct Code. The university’s recommended grade penalty for 
academic dishonesty is “F” for the course.) 
 
 Grade of “F” for the course 
 
Instructors must assign a mark of “MG” on the course grade sheet until notification is received by the Office of 
Student Judicial Affairs and Community Standards that a final decision has been rendered. 
 
 Other (please specify):   
  
 I have provided the student with a copy of this form. 
  
 
  
Instructor’s Signature Date 
 
FO R T HE ST UDENT  
 
I have spoken with my instructor about this matter.  I understand that I may not withdraw from this course with a 
mark of “W” and that this report will be forwarded to the Office of Student Judicial Affairs and Community 
Standards. 
 
  
Student’s Signature   Date 
 
  
Local Address   
 
  
City  State Zip Code 
 
Comments (optional):   
 

 
 

 

 

 

 



Assignment of an Incomplete (IN) and Requirements for Completion

Professors may assign a mark of Incomplete (IN) if a student submits documentation of illness or emergency 

that occurs after the withdrawal deadline. If a mark of IN is assigned as the student’s grade, the professor will 

specify to the student all work remaining to be done, the procedures for its completion, the grade in the course 

to date, and the weight to be assigned to the missing work when computing the final grade. A student must 

complete the IN by completing only the work that was not finished because of illness or emergency. Students 

may not submit previously graded work. Students cannot complete an IN by re-registering for the course, as this 

will result in tuition charges to the student.

Students must complete an IN within one year. If not completed within the specified time limit by the professor, 

the IN automatically becomes a mark of IX (expired Incomplete) and computes in the grade point average of as 

0 points.

To the Student: It is your responsibility to complete the required work listed by the professor within his/her 

specified timeline.  

Student’s Name ___________________________________ ID#________-_______-_______ 

Semester __________________ Course # ______________Class # _____________Units ______________ 

Professor’s name __________________________________ 

_____________________________________________________________________________________________ 

To the Professor:  Below please indicate the reason for assigning a mark of  IN as the student’s grade.

____Documented illness      ____Emergency circumstances 

Provide a brief description. ________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________________

Generally, only the omission of a final examination or submission of end-of-the-term written assignments are 

acceptable as missing work which qualifies a student to receive an Incomplete.

Please provide the following information:  

Grade for work already completed: ______________

Indicate work not completed:  

Final examination: _______________________ Other (Specify nature of work)_________________________ 

Procedure student should follow to assure timely completion of work: ____________________________________________________ 

Weight to assigned to missing work when computing the final grade: _____________________________________________________ 

___________________________________________________________________________________________________________________________________________ 

I understand the requirements for completion of the remaining work in this course.

Student’s Signature _____________________________________________________________ Date: _______________________ 

Professor’s Signature ________________________________________________________ Date: _______________________



 



 THE DIVISION OF 
CINEMA AND MEDIA STUDIES 

University of Southern California 
1234 Trousdale Parkway, Los Angeles, California 90089-1234  •  Tel: 213 740 3334 •  Fax: 213 740 1234  

CINEMA & MEDIA STUDIES	CHANGE	OF	GRADE	FORM	

DATE SUBMITTED TO STUDENT SERVICES: 

Student ID:  

Student Name:   

Requester's Name and Contact Info: 

Semester in question:  

Class Number:  

Course Number:  

Old Grade:  

New Grade:   

Reason (Please be specific): 

Instructor's Name:   



 



End of Semester Report 
 

This form is to be submitted at the end of each semester. 
 
 
[  ]  During the ____ semester, 20___, my hours of work as a TA conformed to the 
University's maximum hours expectations stated in my appointment letter. 
OR 
[  ]  During the ____ semester, 20___, my hours of work as a TA exceeded the 
University's  maximum hours expectations stated in my appointment letter in the 
following way[s].  Please explain: 
 
 

q I consistently worked 1-5 hours per week over the university’s maximum 
hours expectations stated in my appointment letter. 

 
q I consistently worked 5-8 hours per week over the university’s maximum 

hours expectations stated in my appointment letter. 
 

q I consistently worked more than 8 hours per week over the university’s 
maximum hours expectations stated in my appointment letter. 

 
Please describe the tasks you performed that caused you to exceed the university’s 
hours expectations:   

 
 
 
 
  
Name of faculty supervisor for TAship: ___________________________ 
 
_________________________________     
Student’s Signature  
 
_________________________________ 
Printed name  
 
_________________________________ 
Date 
 
________________________________________ 
USC ID#                               
  




