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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
= Tutorial Questioning Technique

e Teaching International Students in Tutorials

» Assessment and Marking

= Evaluating Your Tutoring

= Activities to Use in Tutorials
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Tutor roles and responsibilities

It is very important to know your roles and responsibilities before you begin teaching. It is essential that you
meet with the subject coordinator prior to the beginning of semester to clarify the details of the subject, and to
make sure you understand what is expected of you. You should also make sure your employment is ynalised
and you are aware of and happy with all the details of your employment contract.

Your key duties as a tutor are to:

. Conduct tutorials.
. Mark assignments, exams and other student activities.
. Be available to students through consultation hours and pit-stop tutorials as and when required by the

subject coordinator (Bath, Smith and Steel, 2004).

Tutors are usually the yrst avenue for students with questions about subject matter and administration, as well as
broader queries about Faculty administration and courses. While you cannot be expected to know everything,
you should try to develop a good understanding of where students can ynd answers to their questions.

For example, administration questions about the subject should be directed to the subject coordinator or the
departmental ofyce. Administration questions about courses should be directed to:

Undergraduate Student Centre Graduate School
Ground poor - Babel Building or Level 4 - Alan Gilbert Building
(03) 8344 5317 (03) 8344 1670

1. Conducting tutorials

Subject coordinators will assign tutorials based upon your availability, experience, and the timetabling of the
subject.

To avoid any conpict with study, tutors who are undertaking full-time graduate studies will normally be
assigned a maximum of four tutorials per week. You should make sure that, when you apply for tutorials, you
are able to yt them into your own study schedule without adversely affecting your marks or your students.

Tutorials are usually held in the same room each week and are of one hour’s duration. Students often have to
get from one side of the University to the other very quickly, so where possible you should aim to begin your
tutorial yve minutes after the ofycial start time and ynish yve minutes before the hour.

2. Marking assignments, exams and other student activities

As part of your tutoring duties you will be required to mark assignments submitted by students in each of your
tutorials. You should speak to the subject coordinator about the marking scheme for each piece of assessment
and make sure you are comfortable with this process.

The subject coordinator is your supervisor and all requests for extensions or exemptions must be referred
to him/her. Cases of plagiarism or other transgressions may occur which should also be discussed with the
subject coordinator before any action is taken. Under no circumstances should they be discussed with anyone
else.

Students are entitled to request reconsideration of their grades. If they approach you yrst, you should discuss
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the issue with the subject coordinator before taking any action. Normally the yrst marker should re-read and
reconsider, and then pass the essay on to the subject coordinator.

The marking of examination papers is not a requirement for casual tutors. Any marking duties associated
with ynal examinations are not covered by your tutoring contract and you will need to agree to this marking
separately. You will be paid at the normal university rate for any exam marking.

It is a good idea to speak to your subject coordinator to determine whether you will be needed for exam
marking and if you will be available at this time. If you are a current student you may also have examinations
at this time of year, so you need to plan this period carefully to ensure you can help subject coordinators with
exam marking without adversely affecting your own exam preparation.

3. Consultation hours

Many departments in the Faculty require tutors to be available for a consultation hour in addition to their
particular tutorials. Students will usually use this consultation hour if they have questions about the material,
their assignments, or feel they need additional assistance.

You will be provided with an ofyce location which will be advertised to students. However, the process varies
between departments, so make sure that you check how this works in the department you are working in and
speak to your subject coordinator should you have any further questions.

4. Other duties

Sometimes you might be required to attend lectures to ensure that you are adequately prepared for your
tutorials. You should discuss this with your subject coordinator and decide together whether you would beneyt
from attending the lectures. If you have not heard the lectures before or are unfamiliar with the subject matter,
you should deynitely consider attending.

5. Tutor/student relationship

Tutoring is not just about intellectual exchange but also involves intense personal interaction. Personal
interaction is integral to small-group teaching, it makes teaching more enjoyable and more effective, especially
as you get to know your students and they get to know you.

There are several things that you should keep in mind about your conduct when tutoring which will help
prevent any problems that may arise from the personal interaction involved in tutoring:

. Maintain a professional relationship. While friendliness is a key element to effective tutoring, it
is also important to maintain a professional manner in all your dealings as a tutor within the Faculty
of Economics and Commerce. You should also be careful not to make judgements or sweeping
statements about your students.

. Treat all members of the tutorial group equally. Make a conscious effort to include all members of
the group in discussions and questions. Also, be very aware of using gender-speciyc language and
examples. Alert students to examples of material in their texts or articles that are not gender neutral.

. Being respectful and fair is an integral part of tutoring and ensures that some of the more serious
behavioural problems do not arise. If you are courteous, your students will behave likewise and be
willing to forgive the failures of memory that are inevitable when tutoring (West Virginia State
University, 2004).
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Difpcult Situations
Many tutors may never encounter a really difycult or uncomfortable situation in a tutorial. However, it is good
to be prepared and there are several strategies that you can adopt to minimise or avoid difycult situations.

. Establishing students’ overall expectations of tutorials at the beginning of semester, and the
expectations of each tutorial at the beginning of the class, will help students to understand what they
will and will not get out of tutorials.

. Structuring your tutorial ensures that students understand the rationale of the task they are
completing. If students understand why they are completing a task they are less likely to become
distracted, off-track, uninterested or uncommunicative.

. Paying attention to the dynamic of your student group will also give you a good indication of
whether students feel comfortable discussing the material together. You can then actively change the
group dynamic by being positive and adopting some of the techniques discussed earlier in this guide
and others in the TLU Tutor Training Guide series.

Anti-social behaviour

At some point in your tutoring career you may need to stop a student from behaving in an aggressive or anti-
social manner. You should remember that in the tutor/student relationship you are in a more powerful position
and therefore should not overreact. Often you can change students’ behaviour just through words and glances.
Conveying through body language that you are unhappy with a student’s behaviour or using a phrase such
as “could we just stop here and...” may be more useful than publicly reprimanding a student. Rather than
remedying the problem, chastising may embarrass the student and cause further anti-social behaviour. Use
your authority to intervene but remember to be gentle.

Emotional attachment

If you are ynding a student is forming an emotional attachment you should speak with your subject coordinator
or head of department for advice about how to resolve the situation. You should not behave in a way that
might be seen as encouraging the attachment, but neither should you avoid the student. Treat each student
equally both inside and outside tutorials. There are strict university regulations about relationships between
students and tutors. These exist because you have a professional responsibility and are in a position of power.
Remember too, that other students in a tutorial may feel disadvantaged if such a relationship is evident.

Harassment

Sexual harassment is serious. If a student comes to see you about a case of alleged or possible harassment by
another person you should refer the student to one of the Universityés Sexual Harassment Advisors within
the Equal Opportunity Unit - (03) 8344 4438 or http://www.hr.unimelb.edu.au/equal-opportunity/eo-sh-dl-
brochure.pdf. Do not try to deal with the situation yourself. It is neither your role nor your responsibility.

You should refer any student problems or concerns that you feel uncomfortable dealing with to the subject
coordinator. You should make a personal record of the problem and follow up to make sure that the subject
coordinator has dealt with the situation.

Remember that all information about your students is conydential. Being a tutor requires your absolute
discretion, not just about plagiarism or results, but also regarding medical conditions and other personal
information provided by your students, as well as your own impressions of a student.

You should keep in mind and encourage students to use the University’s student services which are listed on
the following page for your reference.
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Counselling Service: 138 Cardigan St, (03) 8344 6927/6928

Language and Learning Skills Unit: 723 Swanston St, (03) 8344 0930

Health Service: 138 Cardigan St, (03) 8344 6904/6905

Financial Aid: Ground poor Baldwin Spencer Building, (03) 8344 6550/6901

Student Housing Services: Ground poor Baldwin Spencer Building, (03) 8344 6550
Careers and Employment: Ground and yrst poor Baldwin Spencer Building, (03) 8344 6686
Legal Service: Third poor Union House, (03) 8344 8687

Centre for Indigenous Education: Old Physics Building, (03) 8344 7722

Sexual Harassment Advisers: (03) 8344 4438

Disability Liaison Unit: Richard Berry House, (03) 8344 7068

6. Tutor/lecturer relationship

The professional relationship between tutors and lecturers can be very rewarding. Once again, this is a
professional relationship, in which both tutors and lecturers have rights and responsibilities.

While the lecturer will determine the structure, content and assessment for the subject, the relationship between
you, your fellow tutors and the subject coordinator should be a reciprocal one. The lecturer should guide you
as to the teaching of the subject and marking of assessment, but you should also feel able to offer suggestions
and impressions to the lecturer. Remember, as a tutor you are likely to have far more direct contact with the
students in the subject than the lecturer.

You may ynd thata combination of formal and informal communication between you and the subject coordinator
is most effective. Subject coordinators generally arrange tutor meetings in order to discuss the distribution and
marking of assessment, but you might also ynd the need to communicate with them more regularly.

In your yrst meeting with the subject coordinator you should try to cover the following areas:

. Teaching schedule: make sure that you have the correct times and venues.

. Student tutorial lists: departmental administrative staff are usually the best source for this
information.

. Subject materials: you will need textbooks and other teaching materials, such as computer programs
like e-views, in order to teach effectively.

. Subject guide: including all important dates for students and tutors.

. Questions and solutions: enough so that you are prepared for the yrst few weeks of teaching.

. Supplies for teaching: whiteboard markers, photocopies, etc., are best obtained from departmental
staff.

Don’t feel uncomfortable about asking the subject coordinator about the subject-matter you are teaching. If
there is material you are unclear about, it is much better to clarify it with the subject coordinator or another
tutor before you begin tutoring, than to try to avoid it during tutorials.

You should also feel free to ask for guidance from the subject coordinator about assessing oral and written
work. S/he should make clear to you what you should be looking for in assessing student work, and provide
some guidelines about the allocation of marks. It is also okay to ask for problematic work to be re-assessed by
the subject coordinator or by another tutor.
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An important note for Ph.D students
If the lecturer is also your supervisor you should both ensure that the two functions remain clearly separated.
Separate meetings or portions of meetings should be scheduled for tutoring and for thesis discussion. It is

import that both you and your supervisor have a clear notion of what the meeting is about. This will ensure that
important information about tutoring, or your thesis, is not lost or forgotten during discussion.

Tutor Roles and Responsibilities - Edited by Ms Ciannon Cazaly



Teaching and Learning Unit - Level Two Babel Building

References
Bath, D., Smith, C., and Steel, C. (1994). A Tutors Guide to Teaching and Learning at UQ, The University
of Queensland.

A number of other sources were used in the development of this Tutor Training Guide series. Signiycant
elements have been developed with the assistance of the Department of History Tutors’ Guide and John
Fernald’s paper Taking Economics Tutorials from Harvard University.

The TLU would also like to acknowledge the contribution of Carol Johnston to earlier versions of this series,
and the author would also like to thank tutor Mike Pottenger for his input in this guide.

Tutor Roles and Responsibilities - Edited by Ms Ciannon Cazaly



Teaching and Learning Unit - Level Two Babel Building

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.

Tutor Roles and Responsibilities - Edited by Ms Ciannon Cazaly



Published by:

Teaching and Learning Unit

Faculty of Economics and Commerce
Level 2, Babel Building

Parkville 3010

Phone: (03) 8344 5727
Fax: (03) 8344 3647
Web: http://tlu.ecom.unimelb.edu.au/

Copyright © 2007 Teaching and Learning Unit and authors: This work is copyright. Apart
from any use permitted under the Copyright Act, no part may be reproduced by any
process or any other exclusive right exercised, without the permission of Teaching and
Learning Unit and authors, 2007.

Design and editing: Rebecca Lever



