EXTRACT FROM TEACHING AND LEARNING COMMITTEE MINUTES:  2.3.05
05.3 Draft Code of Practice for e-Tutors (Item 1)

The Teaching and Learning Committee, at its meeting in December 2004, had considered a draft Code of Practice for e-Tutors and agreed that Staff Development should review the Code:

· to clarify that the Code is mandatory rather than offered as guidance;

· to ensure its scope applied to all levels of fully online provision;

· to clarify responsibilities where a module co-ordinator also acts an e-Tutor (min 04.179 refers).

The Sub-Committee had endorsed the revised Code and the Committee noted that the points identified for review had now been addressed.

AGREED:
that the Code of Practice for e-Tutors be endorsed and recommended to Senate for approval (Appendix 2).

University of Ulster 
APPENDIX 2






Code of Practice for e-Tutors                                                                     

CONTENTS

	
	Page


	CONTEXT
	1

	PURPOSE
	1

	1  Terms and Conditions
	1

	2  Development and Support
	2

	3  Resources and Materials
	3

	4  Assessment of Student Work
	3

	5  Recruitment and Selection
	3

	6 Quality Assurance and Monitoring
	4

	
	

	ANNEX 1:  Summary of Roles and Responsibilities
	5


University of Ulster

Code of Practice for e-Tutors

CONTEXT:  The University has made a major commitment to improving access and widening participation via e-learning. Teaching online poses a number of challenges, and requires deployment of different teaching strategies to suit the medium of delivery. The tutor for an online course or module becomes more of facilitator of learning, and this approach will require a range of particular skills and training, to be personified in the e-Tutor.

PURPOSE:  The purpose of this Code of Practice is to ensure a broad common understanding across the University of the roles and responsibilities of e-Tutors, and of the academic staff with and for whom they work.

An e-Tutor is defined as a member of academic staff (full-time or part-time) whose duties include the delivery of a fully online module to a cohort of students. This applies to both undergraduate and postgraduate provision where the mode of delivery is fully and exclusively online. Where the Module Coordinator also undertakes the role of e-Tutor, it is also mandatory for he or she to comply with the Code.

In order that Faculties and Schools establish and continue to maintain good practice, this Code will be mandatory for all staff employed or carrying out e-tutor duties as defined above. It is, however, recognised that the exact nature of the roles and responsibilities assigned to e-Tutors will vary from School to School and from one module  to another.

The Code of Practice is also offered as guidance to Faculties and Schools where elements of e-learning are incorporated into modules in a web-supplemented or web-dependent modes.

1
Terms and conditions
1.1 Explicit information should be provided regarding the nature of the work and the number of hours.
 It is suggested that 5 hours of tutor effort time are required per module/per week to manage a cohort of 20 students at either undergraduate or post-graduate level.

1.2
E-Tutors should be provided with the name and contact details of the relevant Module Co-ordinator(s), in advance of the commencement of their duties.

1.3
E-Tutors should be informed in advance of the applicable hourly rate of pay, and arrangements for claiming this. Payment will be at the rate currently in force. 

1.4
Any additional duties which e-Tutors are asked to undertake at a later date will be subject to further payment at the relevant rate.

2
Development and Support
2.1
Prior to undertaking any tutorial or demonstration duties, all potential e-Tutors (including those instances where the Module Coordinator acts as an e-Tutor) are required to complete the University’s e-Moderating course, or provide evidence of having completed its certificated equivalent. This course is provided prior to commencement of duties by the Institute of Lifelong Learning.

2.2
If a Faculty wishes e-Tutors to carry out summative assessment of student work, then those identified should participate in a development session on Assessment, normally provided jointly by the Staff Development Unit and Faculty staff. This is normally provided as part of the Academic Induction for new academic staff, but bespoke training may be provided by individual Schools/Faculties by arrangement with Staff Development.

2.3
All e-Tutors must also undertake such health and safety training as is required in relation to the environment in which they will be working, e.g. the online course Safe Use of Display Screen Equipment at Work.
 They should be familiar with the responsibilities of employees under current legislation and policy, especially in the areas of Health and Safety at Work and Equality and Diversity. 

2.4
It is the responsibility of the Module Co-ordinator (or other nominated member of staff) to:

2.4.1
provide e-Tutors with an overview of the Course and the Module outline (usually in Course/Module Handbook);

2.4.2
explain the purpose of the online teaching sessions within the framework of the overall teaching of the Module, including full details of the delivery programme;

2.4.3
explain how the students are expected to be taught, and the role of the e-Tutor in this;

2.4.4
explain how the Module is administered and how e-Tutors should interact with the Module co-ordinator;

2.4.5 discuss how assessment (if undertaken) should be carried out, provide copies of assessment tasks, marking criteria and guidance, and explain arrangements for moderation of any marking;

2.4.6
provide information about the provision of feedback to students about their work;

2.4.7
inform e-Tutors about any feedback they will be expected to provide to the Module co-ordinator about the teaching of the Module (for Module evaluation purposes);

2.4.8
inform e-Tutors which member of staff is the Course Director and advise them of the dates when course committee meetings are planned.

3
Resources and materials


3.1
The Module Co-ordinator (or other nominated academic member of staff) will provide appropriate module handouts and reading lists.

3.2
E-Tutors should be familiar with the VLE used and tools which they are expected to use as a means of communicating with students in their tutorial groups.

3.3
E-Tutors should be provided with a list of students in their tutorial groups, together with information about the timing of the session.  E-Tutors should inform the Module Co-ordinator of any non-participation in online activities (e.g. discussions, mailings).
4
Assessment of student work

4.1
If e-Tutors are carrying out formal assessment of students’ work, they must be given explicit assessment criteria together with guidance on how these criteria are to be applied in marking and grading the work.

4.2
No postgraduate student employed as an e-Tutor should summatively assess the work of students in modules which contribute to the final award and related classification.

4.3
Information should be provided regarding the deadlines for completion of assessment and the procedures for providing assessment information to the Module Co-ordinator (or other nominated person).

4.4 All assessment carried out by e-Tutors will be subject to moderation by the Module Co-ordinator (or another nominated member of academic staff), who will be responsible for the recording and issuing of marks or grades.

4.5
E-Tutors will be expected to report on any suspected cases of plagiarism to the Module Co-ordinator for further investigation.

5
Recruitment and selection

5.1
Faculties and Schools should comply with clearly defined procedures for the recruitment of e-Tutors, which ensure that selection is fair and non-discriminatory in accordance with current University Policy.

5.3 Each Faculty (or School) should appoint a named person, or persons, who will take overall responsibility for the employment, development and support of e-Tutors.  

5.4
The nominated member(s) of staff in the Faculty should ensure that all e-Tutors appointed are appropriately qualified and trained for the teaching which they are about to undertake.  (Information should be held about each applicant’s higher education qualifications, current research, and a record kept of attendance at required central and local staff development and training.)

6
Quality assurance and monitoring
6.1
The quality of learner support provided by e-Tutors will be assured through careful recruitment and selection and adequate preparation, development and support of each individual for the role undertaken.

6.2
E-Tutors will take part in appropriate aspects of University of Ulster quality assurance and enhancement procedures. 

6.3
E-Tutors’ performance will be monitored on a regular basis in accordance with the appropriate mechanisms used by the University of Ulster.


ANNEX 1

SUMMARY OF ROLES AND RESPONSIBILITIES

E-Tutor duties may include:

· Delivery and support of online teaching sessions

· Delivery and co-ordination of small group activities e.g. online tutorials

· Participation in student-led activities and discussions

· Assessment of coursework

Responsibilities of the Module Co-ordinator (or other nominated member of staff)

Before the online teaching sessions, the Module Co-ordinator will:

· Explain the aims and learning outcomes of each online teaching session to the e-Tutor and how these are to be achieved

· Identify how the aims and learning outcomes of the online teaching session facilitate the achievement of the overall module aims and learning outcomes

· Provide e-Tutors with all the relevant documentation and safety information

· Ensure that each e-Tutor has the necessary skills for the online teaching session 

· Brief the e-Tutor on current state of knowledge and progress of the student group and highlight areas of possible learning difficulties

· Explain to the e-Tutor(s) how they are intended to facilitate the learning and teaching of students during the online teaching session

· Ensure that the relevant Course Director(s) are informed of the e-Tutor’s contact details so that he or she can be invited to meetings of the course committee(s)

During the online teaching session, the Module Co-ordinator will:

· Introduce the e-Tutor(s) to the students and explain their role

· Monitor the effectiveness of the e-Tutor(s) and provide constructive feedback.

N.B. Where the Module Coordinator also undertakes the duties of e-Tutor, he or she will also assume the duties outlined below, and be subject to the Code of Practice in the same way as e-Tutors. 

Responsibilities of the e-Tutor

Before the online teaching session, the e-Tutor will:

· Have attended relevant training courses

· Be familiar with the aims and learning outcomes of the online teaching session and how they are to be achieved

· Be familiar with the overall aims and learning outcomes of the module

· Be familiar with and understand all documentation associated with the online teaching session

· Have working knowledge of hardware, software and/or other equipment to be employed during the online teaching session (where applicable)

During the online teaching session, the e-Tutor will:

· Facilitate all sessions, or exceptionally, and with sufficient notice, advise academic staff of any need to arrange a suitable replacement

· Identify students in need of assistance and assist as appropriate

· Modify own performance in response to helpful, constructive feedback from academic staff.

When assessing student work, the e-Tutor will:

· Have completed relevant development course(s)

· Adhere to the marking criteria supplied by the academic member of staff

· Adhere to the Faculty’s Code of Practice on Assessment

· Declare any professional conflict of interests, e.g. a student is a relative, and refer that work to the academic member of staff for assessment.

At the end of the Module, the e-Tutor will:

· Complete a brief report on his/her experience and how it might be improved, which will form part of the module evaluation data.
� 	In the case of postgraduate students being appointed as e-Tutors, these hours should not normally exceed six per week.  All postgraduate students MUST obtain permission from their supervisors before agreeing to carry out any e-tutoring duties.  (NB some funding bodies do not allow postgraduate students to be in paid employment, and in other cases there are limits on the number of hours worked or total amount of income earned.)





� http://www.ulst.ac.uk/staffdev/dse/
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