Monash University
Department of Mechanical Engineering

Policy for Sessional Teaching Appointees (demonstrators and tutors)

1.   The Department will have the responsibility to
· Provide a three hour workshop to aid the professional development of sessional staff before the start of each semester.

· Support educational development of sessional staff through professional development courses, for example by enabling access to the Introduction to University Teaching course or equivalents.

· Provide resources sufficient to enable sessional teaching appointees to perform their assigned roles and duties effectively.

· Make available an assigned member of the technical support staff to ensure experiments are working and can be fixed in the event of any breakdown.

· Fund paid time for any marking done by sessional staff outside the agreed session times.

· Provide detailed marking schemes for any marking including the estimated time per paper or report.

· Provide worked solutions to problems in advance (normally at least four days) or paid time to prepare the solutions.

· Provide on-going support to the sessional teaching appointees during their appointments.

· Provide if requested, each sessional teacher with a written reference, including details of the subject description, teaching duties, total number of paid hours, feedback information from evaluation questionnaires, and comments from the academic staff member in charge, for each subject.

· Administer a subject evaluation questionnaire on sessional teaching for each subject.

2.   The academic in charge of the subject has the responsibility to

· Describe the specific roles and duties required of each sessional teaching appointee via the sessional teaching conditions form.

· Provide access to all relevant teaching materials, texts and references to ensure sessional teaching appointees are fully conversant with the subject material.

· Provide to individual sessional teaching appointees access to feedback information on their performance in their undertaken roles and duties, including the academic’s own professional opinion for the purposes of providing a reference (see pt. 9 above). 

· In the event of any conflict that cannot be managed amicably between a member of the sessional teaching staff and the academic in charge of the subject the matter should be brought to the attention of the Director of Undergraduate Affairs.

3.   The sessional teaching appointee shall
· Have a very good knowledge of the subject matter.

· Attend at least one three hour workshop each year.

· If an undergraduate have at least two years training above the subject level (i.e. a third year student could only tutor first year subjects).

· Answer any complaint about their teaching, preparation or marking in student surveys or by individual students, sessional teaching colleagues or lecturers to the satisfaction of the Director of Undergraduate Affairs prior to undertaking any more sessional teaching.

· If a current student, take no more than eight hours paid sessional teaching per week unless the Director of Undergraduate Affairs agrees that the units being taken do not constitute too heavy a workload.

· Behave professionally in all teaching, for example by preparing adequately for all tutorials, being punctual, maintaining an appropriate standard of personal hygiene and treating all students fairly.

· Ensure surveys of their tutoring performance are conducted at the end of each semester for each subject taken.

· Claim payment only for worked hours.
