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The Teaching and Learning Unit 
Tutor Training Guide Series

This guide has been written for people who are new to tutoring 
in the Faculty of Economics and Commerce at the University of 
Melbourne. It is one of a number of teaching and related guides 
provided by the Teaching and Learning Unit (TLU).  

The guide is intended to be a useful source of ideas and advice for 
good tutoring practice, based on sound educational principles and 
research.  

For more information, advice and resources available to tutors, 
visit the TLU webpage http://tlu.ecom.unimelb.edu.au/ or call 
the TLU directly on (03) 8344 4464.

Other guides in the series include:
• How to Start the First Tutorial
• How to Structure and Teach a Tutorial
• Encouraging Student Participation in Tutorials 
• Tutor Roles and Responsibilities
• Tutorial Questioning Technique
• Teaching International Students in Tutorials
• Assessment and Marking
• Evaluating Your Tutoring
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Activities to use in tutorials

1. Assessing student participation
Inviting students to share in the assessment of their participation can be an effective tool.  In the ýrst tutorial 
of each semester give each of your students the following information so they know how their participation in 
tutorials will be assessed.

 
Expectations for Tutorial Participation

Mark Criteria
0 Absent.

1 Present, not disruptive.  Tries to respond when called upon but does not offer much.  
Demonstrates very infrequent involvement in discussion.

2

Demonstrates adequate preparation: knows basic facts but does not show evidence of trying 
to interpret or analyse these facts.  Offers straightforward information (i.e. straight from the 
lecture or the readings) without elaboration or very infrequently (perhaps once per tutorial).  
Does not offer to contribute to discussion but contributes to a moderate degree when called 
upon.  Demonstrates sporadic involvement.

3

Demonstrates good preparation: knows the readings well and has thought through their 
implications.  Offers interpretations and analysis of tutorial material (i.e. more than just 
facts).  Contributes well to discussion in an on-going way: responds to other students’ points, 
thinks through own points, questions others in a constructive way, offers and supports 
suggestions that may be counter to the majority opinion.  Demonstrates consistent on-going 
involvement.

4

Demonstrates excellent preparation: has analysed the materials exceptionally well, relating 
them to the readings and lectures.  Offers analysis, synthesis, and evaluation of tutorial 
material (e.g. puts together pieces of the discussion to develop new approaches that take the 
group further).  Contributes in a very signiýcant way to on-going discussion: keeps analysis 
focused, responds very thoughtfully to other students’ comments, contributes to cooperative 
argument-building, suggests alternative ways of approaching material and helps the group 
to determine which approaches are appropriate, etc.  Demonstrates very active, on-going 
involvement.

In Week 5 and again in Week 9 distribute the following form to your students:

Participation Feedback Form
Name: Your participation mark so far:
How can you improve this mark?  Follow the suggestions indicated below.

Come to every tutorial.
Speak when you have an opportunity to do so.
Demonstrate that you have prepared by offering relevant questions or comments.
Push yourself. Try to say something more analytical or imaginative than usual.
Use the On-line Tutor.
Try to move discussion forward by responding to other students’ ideas.

In this way you can give your students a sense of their progress and engage them in a consideration of how 
they might improve their performance before they receive their ýnal mark.
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2. Assumption testing
Any form of academic inquiry involves assumptions.  Many of your students will know this, and some of them 
will not accept the assumptions on which the tutorial work is based.  It is vital to tackle this directly; doing so 
can make for an interesting and exciting tutorial.

Where appropriate, divide the students into smaller groups and ask each group to identify the assumptions on 
which last weekôs lecture or this weekôs tutorial topic is based.  (Be prepared to deýne an assumption by means 
of a few simple examples so that less conýdent students are able to participate in the exercise.)

3. Board games
Board games can be made from a manila folder (the board), a whiteboard marker (to draw the typical winding 
road or path), a pair of dice, and miniature cars, people or counters (the game pieces).  Just about any topic 
in Accounting and Business Information Systems, Economics, Finance, and Management and Marketing can 
be turned into a board game.  Playing the game in a tutorial will allow the students to relax, becoming more 
receptive to the concepts taught by the game.

4. Goals and value testing
As a warm-up exercise, ask the students to form groups of three or four at the beginning of the tutorial, and 
to consider: Why are we looking at this material? and Why now?ò.  After ýve minutes or so, invite reactions.  
This will help both to align the expectations of the tutor and the students, and to place the material in the larger 
context of the subject.

5. Lecture review
As a warm-up exercise you may wish to divide the students into small groups and give each group a different 
aspect of the lecture material to summarise, on which the tutorial will be based.  This will help you to understand 
in advance which aspects of the tutorial work the students are likely to struggle with.

6. Classiþcations and categorisations
The visual categorisation of data is an effective way of teaching students how to organise information which, in 
turn, helps them to understand it.  Decompose the tutorial topic into its constituent parts, each part represented 
as brieþy as possible (i.e. by a word, a few words, or by a mathematical symbol or symbols).  

Alternatively, give the students the list of parts and a table organised into headed columns.  The students’ task 
is to place each part in its appropriate column.  This works well as a small group activity.  It is also an effective 
way to begin case study analysis.  (When analysing a case study, the columns would probably be headed: who, 
what, when, where and why.)

Jeff Borlandôs categorisation activity (on the following page) is an excellent example of a creative discipline-
speciýc categorisation activity. Try to think of similar activities relevant to your own subject.
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Categorisation Task

The following is a list of all the countries from which your fellow students in Introductory Microeconomics 
are drawn.  In this exercise your/your group’s task is to match up the list of countries with their 
corresponding :

Capital city
Population
Unit of currency
Rate of growth in Gross Domestic Product (output) (2005)
Treasurer/Finance Minister

•
•
•
•
•

Country Capital city Currency Population
Rate of 

Growth in 
GDP(%) 2005

Treasurer/
Finance 
Minister

Australia
Bahrain
Brazil
China
Great Britain
Hong Kong
India
Indonesia
Japan
Malaysia
Singapore
Taiwan
Thailand
USA
Vietnam

Capital City	      Population           Currency	 GDP 	    Treasurer/Finance Minister

Jakarta	      295,734,000   	 Dollar		  7.0	    Thanong Bidaya
Beijing	      	      127,417,000  	 Dollar		  5.3	    Henry Tang     				  
New Delhi	      60,441,000	  	 Dong		  2.6	    Jin Renqing    
Hanoi		       22,894,000	   	 Baht		  2.1	    Nguyen Sinh Hung
Canberra	      241,974,000   	 Rupiah		 5.1	    Shakh Ahmed bin Mohmmed Al Khalifa
Washington DC   65,444,000	   	 Rupee		 4.5	    Raymond Lim  	
Taipei		       186,113,000   	 Pound		  9.2	    Shri P. Chidembaram
Brasilia	      83,536,000	   	 Dinar		  1.8	    John Snow	
London	      1,080,264,000  	 Ringgit		 7.6	    Daim Zainuddin
Kuala Lumpur       23,953,000	 Yen		  3.5	    Lin Chuan
Manama	      1,306,314,000   	 Dollar		  7.1	    Sadakazu Tanigaki
Singapore	      6,899,000	    	 Yuan		  5.9	    Peter Costello
Tokyo		       688,000	    	 Dollar		  2.7	    Antonio Palocci
Bangkok	      20,090,000	  	 Real		  4.6	    Sri Mulyani Indrawati
Hong Kong	      4,426,000	   	 Dollar		  3.6	    Gordon Brown
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7. Making presentations work
Student presentations are a key part of tutorials in many subjects.  Engage those students not presenting by 
indicating that they will be assessed on the questions they ask (this assessment could be assimilated to the 
percentage of their ýnal mark awarded for participation in tutorials). 

Immediately after a presentation, the non-presenting students should be divided into small groups to devise 
questions for the presenting students.  You should assess these questions, awarding two marks for good 
questions, one mark for passable questions, and no marks for poor questions.

Let’s say the presentations themselves are marked out of 20 and the maximum number of marks obtainable for 
questions is ýve.  A student receives 12 marks for his/her presentation and two marks for questions, making 
14 out of 25.

8. Noughts and crosses
There will be tutorials for which none of the students has prepared and in which they have only the sketchiest 
acquaintance with the lecture material to be applied.  This is a good time to play the noughts and crosses 
revision game.

The students are divided into two teams: noughts and crosses.  The members of each team sit together as a 
group.  Draw a noughts and crosses grid on the whiteboard.  Each cell of the grid will contain a topic from the 
course so far.  For example:

Information Systems Enterprise Systems Systems Flowchart

Data Flow Diagrams Database Management 
Systems

Database Management 
Systems

Enterprise Systems Information Systems Information Processing

Note that some topics occur in more than one cell.  This is not essential, but if the game is played early in the 
semester it will be necessary, as insufýcient topics will have been covered to populate nine cells.

Each team must devise some questions for each cell.  You should ask the ýrst question, with the ýrst team to 
answer correctly being the one to start the game proper.  For example, having answered your question correctly, 
the ‘noughts’ team may then choose to answer a question related to the central Database Management Systems 
cell.  The crosses team will then pose such a question.  

If you believe the question to be reasonable (i.e. it is relevant to the topic and seeks information that someone 
who has studied the material should know), the noughts team must answer.  If the answer is correct, draw a 
nought in the central cell.  If the answer is incorrect, draw a cross.  The crosses team will then select a cell and 
the noughts team will ask a question on the topic in that cell.  

The teams continue to ask and answer questions by turn until one team achieves a straight line of noughts or 
crosses, thereby winning the game.

9. Record attendance
Recording students’ attendance is important in itself and can also be performed as a social activity to promote 
cohesion of the group.  Bring to your ýrst tutorial a proforma and ýll in each column yourself prior to 
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distribution. As the proforma is passed around the group, ask the individuals you sense to be more conýdent 
to introduce themselves and to indicate why they are taking the subject. For example: 

Name Preferred name Student ID Why you are taking this subject?
Rodney Beecham Rod 654321 Because I enjoy...
Samantha Brown Sam 123456 I’m interested in...

In subsequent tutorials, always take the roll verbally.  This allows you to practise saying your students’ names 
(a really important part of becoming a successful and approachable tutor) and to ask how theyôre ýnding the 
subject based on the information they provided in the initial tutorial.

10. Tutorial evaluation slip
Inviting students to comment on the effectiveness of your tutorials is a tricky business: you don’t want to 
appear sycophantic or incompetent.  Properly handled however, student feedback on your tutorials can serve 
to establish conýdence and trust between yourself and your students, which makes for more relaxed and 
effective teaching.

In every tutorial, distribute slips of paper, about one-quarter of an A4 page, to your students.  The slips should 
be blank on one side, and on the other should be the following:

Tutorial Evaluation

1.	 Please list or describe three things you liked about today’s tutorial.

2.	 Please list your suggestions for improving the tutorial.

3.	 Use the reverse side of this slip for other comments.

This should be done quickly at the end of every tutorial.  Examine the feedback carefully in your own time.  
Make use of any constructive criticisms or suggestions.  Discuss these with the group at the start of the next 
tutorial.

For more information on evaluation, have a look at the guide Evaluating Your Tutoring TLU Tutor Training 
Guide series.
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Resources, advice and support for tutors

The Teaching and Learning Unit (TLU) provides a range of resources 
designed speciþcally for tutors in the Faculty of Economics and 
Commerce. Go to: http://tlu.ecom.unimelb.edu.au/tutors/ to 
see what we offer.

The Centre for the Study of Higher Education (CSHE) also has a 
useful guide called Tutoring and Demonstrating at the University 
of Melbourne - http://www.cshe.unimelb.edu.au/bookpages/
contents.html.
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