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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

e Teaching International Students in Tutorials

= Assessment and Marking

= Activities to Use in Tutorials
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Evaluating your tutoring

An important aspect of developing as a teacher is evaluating your tutoring practice. Engaging in an ongoing
process of evaluation improves the educational experiences you provide for your students, and can assist in
identifying additional training or support you need to further develop your capacity to teach well. This can be
done most effectively when you incorporate a range of perspectives — students, peers and, of course, yourself,
and in this guide we help you to explore how.

1. Self-evaluation

One of the most neglected forms of evaluation is self-evaluation which should (ideally and logically) precede
all other forms of evaluation. Self-evaluation, or what is sometimes referred to as repective practice, is an
active process of attending to your own experience in order to explore it in some depth. According to Schon
(1987) repective practice is a process through which we think critically and deeply about what we are doing.
It is repection that enables us to transform experience into knowledge, which can then be taken into the next
tutorial.

There are many ways of incorporating repective practice into your role as tutor, whether novice or experienced.
Recognising the role of repection and familiarising yourself with the basic elements of repective practice will
assist you to the ongoing development of your skills. For many of us, a useful starting point is drawing on a
few simple strategies and techniques:

. Make a conscious effort at the end of each tutorial to think about what happened. You may need to
get in the habit of setting aside a few minutes to do this kind of repective thinking.

. Ask yourself a few questions: What worked? What didn6t work quite as well? How did the tute feel?
What can | do differently next time?

. Alternatively, you may want to ask a more reyned number of questions: Was | well prepared for the

class? Were the objectives of the tutorial made clear? How well-structured and organised was the
content? How well did | engage and involve the students? Was | encouraging, positive and helpful
towards students?

. If you are conducting multiple tutorials within the same week, you may ynd it useful to jot down
some of your thoughts or ideas. For example, if the timing for a particular task was misjudged, make
a note of a revised time allocation for the next tutorial.

2. Getting student feedback

Self-repection as suggested above can be deepened when you invite students to share their perspectives on
your teaching practice. Many of us will face some sort of institutional evaluation of us by our students. In the
Faculty of Economics and Commerce this takes the form of a Quality of Teaching (QOT) survey which is
administered at the end of the semester. While the QOT or similar will provide you with direct feedback on
your teaching and therefore raise issues that you may wish to consider for next time, the summative nature
means it comes too late to make adjustments, at least for this cohort of students.

For new tutors, getting student feedback much earlier on in the semester is more useful as itallows you to respond
and, where appropriate, make adjustments. Many subject coordinators already incorporate a standardised mid-
semester feedback survey or have formal student consultative committees that meet throughout the semester.
Ités important therefore to ynd out what the culture of mid-semester feedback is in your subject. If there is
none, then itds important that you take the initiative and devise some mechanism for hearing directly from your
students.
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Being open to feedback is important; it sends a signal to students that you care about them and are interested in
ensuring a positive learning environment. However, simply inviting students to give feedback is no guarantee
that they will be forthcoming. Students are far more likely to provide constructive feedback if they are given
a structured opportunity that is anonymous.

Two commonly adopted approaches are:

. Mid-semester feedback: this can take the form of a short survey administered for example in Week
5 or 6 of a 12-week semester. It can be as simple as two or three questions distributed on paper to
students at the end of the tutorial.

. Weekly: very similar to the mid-semester feedback but where you ask the class to answer a few
questions and write comments on a small sheet of paper at the close of each class, or every second
week.

Youdll ynd an example of a mid-semester feedback survey at the end of this guide (Appendix A), which can
be customised for your particular use.

Whatever you decide to do, therets a couple of points to consider. Ramsden and Dodds (1989) suggest that you
dondt actually use a survey or feedback forum unless you intend to act upon the results. So ités important to
select question items that are relevant to you and your students, and that are likely to provide you with useful
information. When you have the yndings, ensure that this gets fed back to your group T itds important that they
hear a summary of any issues, but importantly, your response to any of the issues raised.

3. Peer observation

The process of peer observation usually involves inviting a peer to review your teaching through classroom
observation, but may extend to an examination of teaching materials and tutorial design. All new tutors to the
Faculty will undergo an observation of their tutoring by an academic from the TLU. While this is a compulsory
aspect of the professional development program, we would also encourage you in future semesters to invite
a colleague from within your subject or discipline area to provide feedback on your teaching as part of an
ongoing process.

Observations of your teaching and classroom interaction are intended to help you develop as a teacher. Often a
peer or expert will be able to comment on speciyc aspects of your teaching style, for example, level of student
engagement, student interaction, clarity of communication, pitch and pacing, and in doing so, offer some
suggestions for further improvement.

To get the most out of your observer here are a few simple ground rules that you might ynd helpful:

. Prior to the observation, meet up with your peer observer to discuss the process. You may wish to
guide or direct the observer to particular aspects of your tutoring that you would like feedback on.
. On the day of the observation, itis a good idea to let your students know that a colleague is visiting

the tutorial as many students will wonder who the new person is. Your comfort level should dictate
the level of detail you provide students in relation to the observation. Many tutors simply say “Anna
is visiting today to check out whatis happening in the tuteo.

. Following the observation ités recommended that you meet with the observer to discuss the feedback.

But peer observation doesnit have to be all one-way. Often there is much to be gained by having an opportunity
to see a peer teach T ideally, a peer who has been identiyed as a successful teacher. Such observations can
often provide stimulus for repective practice as a way for you to recognise consonance between your own
individual practices and those of successful practitioners.
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Observing another peer teach is like holding up a mirror where you have an opportunity to think about your
own teaching. It may be simply to: afyrm a strategy or approach you are already putting into use; to provide
an alternative technique; or it may even be that what you are seeing ought to be challenged.

To get you started wedve included the TLU observation checklist (Appendix B) which can be helpful in
providing some structure. We have also provided a more detailed Teaching Evaluation Proforma (Appendix C)
you may also wish to use. This can be used either as a general guide to the criteria relevant to good teaching,
or more formally (ask a colleague, or even your students, to yll it in).

You may also wish to check out Tutor Training: Professional Development Online which has additional
models of peer observation guidelines and checklists for your use. See: http://tlu.ecom.unimelb.edu.au/
tutortraining/tutortraining.htm.
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Resources, advice and support for tutors

The Teaching and Learning Unit (TLU) provides a range of resources
designed specipcally 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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Appendix A

3. Other comments?

Mid-semester survey

1. What was the best aspect of this tutorial?

2. What one aspect of the tutorial would you like to see improved?

Appendix B

Tutor name:
Subject:
Date:

Room:

Observation Checklist

T/S and Ss/Ss)

Interaction and engagement (including

(including explanations)

Presentation/communication style

(where applicable)

Use of audio-visuals to support learning

Questioning

Structure (opening/closing and small
group management where applicable)

Time management
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Appendix C

Teaching Evaluation Proforma
Name:

Title:

Structure

1 =very poor 5 = very good

1 2 3 4 5

Clear organisation, strong introduction, provides an “attention-getter”
and outline of talk

Length and timing, well-balanced

Logical and coherent development of ideas

Connectives used appropriately to link ideas between parts of speech

Logical conclusion, sums up main points

Content

Clear knowledge of content, terms deyned

Effective use of vocabulary

Clear examples given

Consistent and accurate grammar

Appropriate level of language used given audience

Appropriate use of visual aids to support speech

Audience is focussed and interested

Main message is clear throughout and well-supported

Questions are answered clearly

The speech was made relevant to the audience

Use of voice and body

Speech was puent

Pronunciation was clear

Voice, hands, body, facial expressions appropriate

Conydent manner

Dynamic and interesting speaker

Comments
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