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Postgraduate Teaching: Expectations and Responsibilities

The aim of this document is to outline for both Postgraduate Teachers and Staff what the expectations are of the [Tutor’s/Demonstrator’s] role within the School of [School Name]. It briefly explains what [Tutors/Demonstrators] can expect to gain from their teaching experience and provides guidelines for lecturers to help [Tutors/Demonstrators] maximise those gains.
Postgraduate [Tutors/Demonstrators] 
Through your role as a [Tutor/Demonstrator], you will: 
· Gain experience in a range of teaching related activities. 
· Have the opportunity to try a variety of teaching techniques. 
· Develop teaching abilities and skills in a supportive and engaged environment. 
· Be assigned a Teaching Mentor who will provide individual feedback on your progress throughout your [Tutor/Demonstrator] role. 
· Gain a range of transferrable teaching related skills. 
You are expected to: 
· Attend introductory, planning and feedback sessions organised by the module co-ordinator. 
· Prepare thoroughly for each session that you teach. 
· Be punctual and professional in your dealings with students and staff. 
· Inform the module co-ordinator of any difficulties you might be experiencing with your teaching or marking. 
Module Co-ordinators 
Your commitments to the Postgraduate teachers assigned to your module require you to: 
· Hold a formal induction/introductory meeting for all [Tutors/Demonstrators] on the module and assign a ‘Teaching Mentor’. 
· Provide Tutors/Demonstrators with information and guidance such that the allocated preparation time is reasonable (i.e, postgraduate teachers should not be expected to prepare teaching sessions from scratch). 
· Provide regular updates to the [Tutors/Demonstrators] of how best to teach the module content to students (this might be via meetings or email). 
· Organise meetings, as required, to discuss class content or questions regarding marking. 
· Provide an opportunity for our [Tutors/Demonstrators] to develop a range of teaching related skills. 
· Ensure that all teaching materials are made available to [Tutors/Demonstrators] [specify amount of time appropriate for the module/School – minimum of 3 days] days before class to allow adequate preparation time. Only with the agreement from the [Tutors/Demonstrators] (and with you providing extra support) can you go under this period of time. 
· Provide [Tutors/Demonstrators] with feedback on their performance both during and at the end of the module. 
· Arrange at least one formal teaching observation of each [Tutor/Demonstrator] on your module (if they teach unsupervised). 
Responsibilities of the School  
The method of implementing these responsibilities will vary between Schools. These requirements may be combined with a social element, e.g. providing lunch. (for info, delete before providing to students). 
The School will: 
· Ensure that all mandatory training has been completed before a teaching position is allocated
· [bookmark: _GoBack]Ensure that a teaching mentor has been assigned to all PG teachers. 
· Provide a formal induction for all new postgraduate teachers at the start of semester that covers general teaching guidelines and practical matters such as contracts, completing timesheets, marking deadlines, etc. (see policy for full details and Template #3: School Induction Checklist). 
· Cover the cost of reasonable amounts of teaching related printing for postgraduate teachers (this might be accommodated via Uniprint credits, access to a shared printer, an agreement that office staff will print teaching materials with advance notice, or other arrangements appropriate for the School).
· Provide an opportunity for [Tutors/Demonstrators] to give feedback on the modules on which they have taught, including suggestions for improvements. 
Social Events (Optional) 
· Welcome lunch for [Tutors/Demonstrators] & Lecturers (date, time, location): an informal induction held at the start of the academic year that will allow you to meet fellow [Tutors/Demonstrators] and teaching staff. Our Postgraduate [Tutor/Demonstrator] Coordinator will run through some general teaching guidelines. Our [Finance Secretary] will discuss finalising your contracts and will explain how to submit monthly timesheets. 
· End of Year Lunch for [Tutors/Demonstrators]: an opportunity to discuss experiences during the semester, which a nominee will then feedback to Lecturers (date, time, location). 
Contacts 
First port of call if any issues arise will be to speak directly to your Teaching Mentor or Module Co-ordinator. You are also always welcome to speak with: 
· Name (Postgraduate Demonstrator Coordinator – if applicable in your School, email, room number) 
· Name (Director of Postgraduates, email, room number) 
· Name (Director of Teaching, email, room number) 
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