Department of Classics and Ancient History
THE PERSONAL TUTOR AGREEMENT

What is a Personal Tutor?
Your Personal Tutor is an academic member of staff who is assigned to you by your Department. They are your first point of contact for discussing your academic progress and development, and for seeking guidance around Departmental and University regulations and policies, and development opportunities. Personal Tutors can also signpost and refer you to central student support services (disability services, counselling services, and mental health and wellbeing).

Meetings and Expectations
You will have at least 3-4 personal tutoring meetings across the academic year (4 in year 1; 3 in years 2/3/4) with your Personal Tutor where you will discuss your academic progress and development. In advance of some of these meetings you will be asked to fill out and submit an academic progress and development plan (PDP) via Tabula (see schedule overleaf). These meetings will also count as formal monitoring points for your student progression. You will find the PDP form on the Department’s website. The PDP form is designed to help you reflect on your progress and to create a meaningful discussion between you and your tutor. 
You can also see your Personal Tutor for additional meetings in their office hours and contact them via email for advice. If contacting a Personal Tutor via email you should expect a response within 2 working days in term time (i.e. excluding weekends). After this time, you should contact the Departmental Senior Tutor. Please be aware that Tutors are unable to respond to emails outside teaching hours and over weekends. 
The Role of the Personal Tutor
· The personal tutoring relationship is founded upon professional principles. The Personal Tutor supports the Personal Tutee’s academic progress and development, and can help them navigate Departmental and University regulations and policies.
· Personal Tutors are not qualified to act as counsellors or to offer personal tutees other forms of medical or financial advice. However, they can listen to problems and will help to direct personal tutees to appropriate University services where the staff have the specialist expertise to help them with specific issues.
· The Personal Tutor will encourage personal tutees to think and make decisions independently.
· Personal Tutors will explain more about personal tutoring and their specific ways of working in the first Personal Tutor meeting.

Institutional Personal Tutoring Arrangements
· Your Personal Tutor may change during your degree. In such cases, your personal tutoring record will be transferred to your new Personal Tutor. 
· Complex issues may be referred on to Senior Tutors, the Faculty of Arts Senior Tutor and the Dean of Students Office.
· Students can raise concerns about personal tutoring with Senior Tutors, the Faculty of Arts Senior Tutor, the Faculty Directors of Student Experience and Progression (DSEPs), and their Departmental and Faculty Student’s Union Representatives.

Pastoral Support and Central University Services
Wellbeing. The University offers a range of wellbeing support services. Wellbeing support services encompass: Student Support, Mental Health and Wellbeing, Disability Services, and the Counselling Service. You can contact wellbeing support services for general pastoral advice and referral using their online form available here: https://warwick.ac.uk/services/wss. Alternatively, you can call 024 7657 5570 or visit them in person on the ground floor of Senate House.
Other forms of Practical Pastoral Support. Specialised financial, residential, medical, and pastoral support, are also available through the Student Union Advice Centre, Student Funding, Residential Life, Health Centre and Living Well at Warwick. 
Emergencies. In an emergency situation on campus (including mental or physical health emergencies) you should call the fully trained Community Safety team on 024 7652 2222. The Community Safety team are available 24 hours a day and will liaise with external services (ambulance, fire, police etc) as needed. For other emergency numbers see Emergency contacts (warwick.ac.uk).

Personal Tutoring Meetings: Further Details
All students are expected to meet with their Personal Tutor as follows to review progress and discuss any concerns relating to academic progress or general wellbeing. Some of these meetings also constitute formal attendance monitoring points (denoted by * in front of meeting in outline below); failure to attend without good reason will therefore normally be reported to the University. In addition, before certain meetings, we will also ask you to complete a Personal Development Plan (PDP) form to reflect on your own learning experiences, on the specialist and general skills you are acquiring and on how various aspects of your university life are contributing to your personal and professional growth. 
Year 1 Meetings
* Start Term 1: welcome and introduction to the personal tutoring system (group meeting followed by 1-1)
  Mid Term 1: informal review of first term
* Start Term 2: discuss progress so far
 * Start Term 3: complete PDP form before meeting and discuss progress so far as well as module choices for next year
Years 2/3/4 Meetings
* Start Term 1: complete PDP form before meeting to review progress over previous year
* Start Term 2: discuss progress so far
* Start Term 3: complete PDP form before meeting and discuss progress so far as well as module choices for next year
Personal tutor meetings which are monitoring points, apart from the meeting at beginning of term 1 for 1st years, need to be scheduled in advance by the student via Tabula. 
Scheduling meetings on Tabula and Submission of PDP forms
Instructions for Scheduling a meeting: 
· Agree a time for your meeting with your Personal Tutor (either over email/doodle poll or via a sign-up sheet)
· log on to Tabula
· click on 'Student Profiles', then on the 'Personal Tutor' tab
· click 'Schedule meeting'
· add a title (e.g. Spring term progress review) and the agreed date of the meeting
· for 'Format' click 'Face-to-face' and for 'Location' put your tutor's office.
· click 'Schedule'




When required to submit a PDP form prior to the meeting please do the following:

· download and complete the Personal Development Form from the Department’s Personal Tutor webpage: https://warwick.ac.uk/fac/arts/classics/students/guidance/personaltutors
· save the form onto your computer, giving it an easily identifiable title
· complete the PDP form electronically

Upload your completed PDP form as part of scheduling a meeting on Tabula (see additional step in bold):
· log on to Tabula
· click on 'Student Profiles', then on the 'Personal Tutor' tab
· click 'Schedule meeting'
· add a title (e.g. Spring term progress review) and the agreed date of the meeting 
· for 'Format' click 'Face-to-face' and for 'Location' put your tutor's office.
· click on 'Choose Files' to locate your completed PDP form on your computer 
· click 'Schedule'.

Your Personal Tutor will access the submitted form before the meeting (as long as it has been uploaded a minimum of 24 hours before the meeting is due to place) and consult it during the face-to-face meeting to ensure that the session is used to address any concerns you may have and to focus on the specific needs that you have identified. 
During or after the meeting your Personal Tutor may add notes to the schedule of your meeting about what was discussed, and any action to be taken. You will subsequently be asked to approve the complete record of the meeting via Tabula.
The form will be stored under your personal profile on Tabula. This will enable us to monitor and advise you on your overall long-term academic and personal progress, as well as to ensure consistency of personal tutoring support if a change of Personal tutor becomes necessary.



