APPENDIX A
UNIVERSITY OF PRETORIA

Guidelines for implementing the tutoring system 

1.
The identification of courses that should qualify for tutors 

Potentially at-risk students and/or subjects that could pose a risk are identified according to the following criteria: 

a]
Subjects with conceptual content that students traditionally have problems with as well as subject courses with a pass average that is significantly lower that the faculty average, qualify for tutor assistance. 

b]
Subjects that are prerequisites for other courses [Chemistry for MBChB;  Mathematics for BEng, etc]

c]
Courses [even post-graduate] with increased numbers of educationally disadvantaged students. 

d]
Subjects that accommodate large classes [ ± 100 -120]  or where the lecturer-student ration is badly balanced. 

2.
The Appointment of Tutors

2.1
Seniority

It is obvious that successful tutors in successful systems should be regarded as fine role models by their students, irrespective of the tutors being pre- or post-graduate students.  The age difference between tutors and their students should preferably be not too large so that peer group teaching and support can be effected.  Identification with and openness towards someone in one’s milieu and age group is easier.  Since  tutors  are not regarded as authoritative figures in this context, they make better use of the tutors’ services.  Depending on the specific needs of a department and the make-up of the target group, it is advisable to consider tutor candidates that are full-time senior pre- and post-graduate students.  In the case of post-graduate students, the age difference should not be lost sight of. 

2.2
Personal Requirements

Apart from academic excellence [that should not be over-emphasized during selection] the major requirement for a tutor is to be a role model who relates personally to students in order to support them.  This includes character traits such as the following:

a]
Caring for fellow students despite race or  cultural differences;  patience, empathy, 
friendliness and a sensitivy for student problems.

b]
The ability to communicate [explain clearly] that includes being bilingual.

c]
Managing personal relationships individually and within groups.

d]
Natural leadership, enthusiasm, responsibility and trustworthiness.

e]
The tutor’s listening and problem-solving skills must instill trust into students.

f]
Group facilitating skills.

2.3
Identification and Selection of Tutors

a]
Taking the above-mentioned qualities into consideration, subject  in liaison with members of a department are responsible for identifying, recruiting (advertisements) and  the selection of tutors.  Class leaders or class representatives and other student structures [such as student organisations] should also be consulted.

[b]
Tutors should accept their positions voluntarily and should have sufficient time to fulfil their responsibilities satisfactorily.

[c]
Questionnaires, interviews and other selection procedures may be implemented during the selection process.

[d]
The continuation of a tutor’s services in a successive year (years) should be considered favourably when appointing tutors.  This will enhance the tutoring system by means of internal experise and diminish the time devoted to training new tutors;  experienced tutors could assist in the training of new tutors.

2.4
Duties of Tutors

The overall duty of a tutor focuses on the following:

· Study skills and academic support.  Students should be assisted in cultivating subject-specific thinking and study skills, as well as problem-solving study modes.   

· Development of life skills:  Opportunities should be created for developing students’ social, adaptation and communication skills.

· Engagement: Students should be accompanied to engage in the academic and social values and culture of the University, including the academic atmosphere on campus, student-centred learning, class size, etc.  

In addition the following specific duties can be mentioned:

[a]
Structured monthly feedback to the subject organiser on students’ progress, deficiencies in learning experience and problem areas relating to the instruction in the relevant course.

[b]
Apart from being available to students for scheduled consultation, tutors should conduct at least one formal group session with students once a week.  (Detailed duties such as planning, facilitating, student attendance, office hours, etc. are determined by the subject organiser).  In consultation with the subject organiser group sessions could include the following:

· Supplementary instruction/help in solving subject-specific problems.

· Tutorials (Solving subject-specific problems within a group).

· Discussion of problem areas (tests, assignments, etc.).

· Discussion of social skills and engaging in relevant matters.

· Training in subject-specific study strategies, taking down class notes, how to 



summarise, revision, using the study manual and the learning outcomes,  preparation 


for tests, written assignments, etc.

Students should be encouraged to form their own study groups with a view to promoting group learning (co-operative learning).

[c]
The tutor has to attend a compulsory training programme before tutorship commences,  as well as relevant training programmes while tutoring to master new tutoring skills.

[d]
The tutor acts as negotiator between students and the subject organiser;  the latter in turn liaises with lecturers, the Dean of Student Affairs, etc in order to address student problems.

[e]
 Identification of potential adaptation, language, communication or personal problems and directing such students to relevant sections/individuals that could provide assistance should the tutor be unable to do so.

[f]
Tutors should be well-informed concerning the content of lectures and study guides.  They 
should attend the lectures and practice sessions of their students regularly unless the 
subject organiser makes other arrangements.

The duties of tutors should be distinguished from the duties of teaching or research assistants.  These assitants perform traditionally administrative supporting roles such as marking of tests and assignments, recording of marks and doing bibliographic searches. Tutors should not be burdened with such duties.

2.5
Number of Students per Tutor and Time Allocation 

Number:


Subject guides determine the optimal number of students per tutor in accordance with the 
unique nature of the subject as well as the time that the student has available.  For 
effective group management  five to seven, but not more than 10 – 12 students should be 
assigned to one tutor.  Depending on the available time, a tutor could manage more than 
one group repetitavely.  To make possible individual sessions with students not more than 
20 and optimally 30 students should be assigned to one tutor.  [In large first year classes 
with relatively few permanent senior pre- and post-graduate students in a particular 
subject, it may prove to be difficult to find the required number of tutors.  Available young 
teachers might be an option, but outside personnel and junior lecturers in a department 
should , as a rule, not be considered as tutors.]

Time:


On average a tutor should not work more than 12 hours per week for a maximum of 36 
weeks during an academic year.  At least one group session of up to two hours should be 
presented weekly.  Time allocation at the beginning of a semester and before as well as 
after tests will probably be longer than at other times.  Specific needs and the nature of 
subject content will determine each department’s norms.

2.6
Remuneration

A tutor’s obligations and responsibilities are of a higher quality than those of other teaching or research assistants.  Tutors should therefore be better remunerated.  Tutors are remunerated according to academic seniority and in accordance with a fixed hourly rate based on the degree of completion of a course).
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