Start of Academic Year Information for Part-Time Tutors


Important links which might be useful: 
ECLS staff intranet (you can access this once you have a staff IT account): University of Warwick - Dept of English - Staff Intranet
Undergraduate Student Handbook: Handbook (warwick.ac.uk)
Handbooks for Postgraduate Students: PGT Handbook (warwick.ac.uk) 
TABULA – this is the system which students are required to use to submit electronic versions of their work: Tabula (warwick.ac.uk)
Term dates: Upcoming term dates at the University of Warwick


1. Teaching timetables
Your personal timetables are available via Tabula – if you have any queries, just let me know – but see here for useful tips -  Guide for seminar and lab tutors on getting started with Tabula - IT Services (warwick.ac.uk).
Non-permanent members of staff – please see here for details of your Office Hours – times and locations - Staff office hours (warwick.ac.uk) This will also need to be updated for all staff, so please provide your details once known.
Also, not all lectures will appear in everyone’s timetables, so please see the module webpages for confirmation of times/locations of any lectures if applicable to your modules.

2. Collect your staff ID card 
Staff cards are available to collect from University House reception and Senate house reception: Staff cards - University Cards - University of Warwick. Your staff card will have your staff ID number on it. (NB. If you are a PhD student, your staff ID number is different to your student ID number). 

3. Register for a staff IT account 
It’s a good idea to do this as soon as possible – don’t leave it! You WILL need a staff IT account because, without one, you cannot enter marks for assessed essays into Tabula. Register online for an account at: How to register for an ITS Account - University of Warwick

4. Pigeonholes
As a part-time tutor in the Department, you will have been assigned a pigeonhole outside the main administrative office (FAB5.40) in the Faculty of Arts building. Check this pigeonhole regularly for post and other communications. 

5. New tutor training
Attend the training sessions for part-time tutors run by Dr Rochelle Sibley. Details can be found online at: http://www2.warwick.ac.uk/fac/arts/english/currentstudents/postgraduate/pgtutors/timetable 

6. Module teaching
Make contact with the Convenor of the module(s) on which you are teaching and attend any briefing sessions for tutors which they may be organising to discuss the module’s delivery. These usually occur in Welcome Week for first-year modules.

7. Cancellation/postponement of Teaching Sessions and Sickness Procedure
If you are ill and unable to make it in for any teaching, as soon as is possible before the start of the lecture/seminar, you should contact the English Department’s Office to advise that they will not be teaching the session.  The University’s Sickness Management Policy requires staff to notify their department that they are unable to attend work as soon as possible on the first day of absence and “normally within one hour of the designated start time”, however, as early a notification as possible is helpful if teaching will be affected. 
 The office would ask that tutors telephone the office in the first instance on 02476 52 4928/3665/23323/23667 to speak to someone.  In addition to a telephone call, it would be appreciated if tutors could also email the office to confirm their absence. Please email Sian Moore and the relevant resource account – i.e. UGEnglish@warwick.ac.uk OR PGEnglish@warwick.ac.uk
 In the event of the cancellation of a scheduled teaching session, the office will contact students to advise them of this.  However, it remains the responsibility of the tutor to arrange a suitable time with the students to reschedule the teaching  - office staff can assist with booking a room and ensuring the teaching is then set up on Tabula.

8. How to record student attendance
Attendance will be monitored via Tabula – Guide for seminar and lab tutors on getting started with Tabula (warwick.ac.uk) - if you are unsure how to do this, just let me know.  It is essential that all attendance is recorded as this feeds through to the student monitoring points and is used to measure engagement and welfare. This must be recorded on the day of the seminar.
 It is vital that we monitor students’ attendance and progression as we have to report these results centrally and it affects the student fee income received by the department.  
Please remember that students must contact you for every absence regardless of whether they are on reasonable adjustments or not for it to be an excused absence.  This must also be recorded on Tabula – as ‘authorised absence’. Again, please ask if you are unsure how to do this but we can incorporate some Tabula demonstrations into our training sessions.

9. Arrangements for visiting students
If you have any students in your seminars who are part year visiting students from abroad (this will be indicated in the student’s profile on Tabula), make sure that you know what their assessment requirements are because these may be different to the full time undergraduate students. Visiting students are at Warwick either for the whole year or for part of the year (e.g. just term 1). Their assessment requirements differ depending upon how long they will be at Warwick. If you are tutor on a first-year module and have visiting students in your seminar, check whether they are taking the module at first year or honours level as, again, the assessment requirements are different. See: http://www2.warwick.ac.uk/fac/arts/english/currentstudents/visiting 

10. Assessed essay deadlines
Check out the essay submission deadlines for the UG modules on which you teach and the turnaround times for marking. 
If you teach on a module that uses set essay titles, these should be given out 6 weeks before the submission date.  All marked assessed work should be returned to students with feedback within 20 working days unless otherwise agreed. 
 Please note that the deadline for submission of assessed essays is 12:00pm Tuesday (unless the module convenor has selected another day).  The assessed essay deadlines for each module will be posted on the department website (once all finalised) but check with the module convenor if unsure.
 UG Part year exchange students have different deadlines, but we will let you know if you have any of these in your groups.

11. Assessment submission procedure
There is a clear outline of the assessment submission process in the Undergraduate Handbook: Essays (warwick.ac.uk). All summative assignments are submitted and marked through Tabula, but formative assignments are usually submitted in paper copy or via email to the seminar tutor during class.
ANY extension for summative essays MUST be agreed by the appropriate Director of Undergraduate Studies.  This is all done via Tabula. Extensions to the published deadlines cannot be granted by anyone else.  N.B. computer/printer failure is not a valid excuse for missing a deadline.
 Late work (without an extension or in excess of) is subject to a deduction of 5 marks per working day (weekends/bank holidays not included).  Tabula will mark the work as late so the marker knows how many marks to deduct.  IF A DEDUCTION NEEDS TO BE MADE, PLEASE ENSURE YOU MARK AS IF RECEIVED ON TIME, THEN THE MODULE CONVENOR WILL PROCESS AN ADJUSTMENT FOR THE PENALTY – PLEASE SEE SOMEONE IN THE OFFICE IF YOU ARE UNSURE HOW TO DO THIS.
 Any report or suspicion of plagiarism should be reported to Dr Mike Niblett, Deputy Head of Department immediately, complete with identified sources if available.  Please note that all UG essays are routinely passed through plagiarism detection software and reports are available from Tabula.
 You can grant informal extensions on formative essays if required. These will just be handed to you directly, not via Tabula.

12. Marking scales for assessed work
Warwick uses a 20-point marking scale, which limits the actual marks you can award an assignment. For example, a 2:1 essay can only be awarded a 62, a 65 or a 68. The 20-point scale and departmental marking criteria explain how this works: Your Assessments (warwick.ac.uk)

13. Module Evaluation
Towards the end of the second term, we carry out a module evaluation exercise.  This will involve asking your seminar students to complete a form regarding the relevant module.  Further instructions will be provided at the time, but this is just to make you aware if this as it will have to be carried out in your final seminar of term 2/or term 3 if you teach into term 3.

14. Departmental meetings
As STP or GTA colleagues, you are very welcome to attend the departmental staff meetings, which usually take place two or three times a term on Wednesday afternoons. The Departmental calendar will give full details (you will be able to access this once you have a staff IT account set up): University of Warwick - Dept of English - Staff Intranet. You are not obliged to attend these meetings though if your schedule doesn’t allow, and you won’t be able to vote on any issues under discussion.

15. Severe weather
The University’ Severe Weather Policy can be found at: Severe Weather Policy & Guidelines (warwick.ac.uk).  In cases of bad weather, check out the University’s intranet for advice. If the weather is so bad that you cannot travel in, please let the Departmental Office know. 


