TUTOR GUIDE 
[Course Code], [Semester and Year]

	This tutor guide template has been constructed to support course coordinators in their leadership of a teaching team. It is not comprehensive, and it may contain fields that are not immediately applicable to your course. Feel free to amend the form to suit your needs.
For any feedback on this template or to find more support in your teaching please contact LDTI via the contact below, or see our website for more resources. 
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P: 4921 8602 
E: ldti@newcastle.edu.au





Course Coordinator Contact Details
	Name
	

	Position
	

	Room
	

	Phone Number
	



Add other contacts, for example, key office and support staff, as required
	
	

	
	

	
	

	
	




About the course
	Course Description
	

	Course 
Learning Outcomes
	

	Course structure 
(e.g. Weeks 1-3)
	

	
	

	
	

	
	

	
	




About the students
Describe the general, typical characteristics of the students taking the course.
	




Course overview and important dates
Chronological list of topics, activities, assessments, and other events
	




Learning experiences in this course
Brief description of each type of face-to-face class and online expectations, e.g., lecture, tutorial lab, online assessments and learning activities, if applicable
	



Brief description of how the virtual learning environment will be used
	



Brief description of non-face-to-face learning experiences, e.g., field trips, practicum placements, if applicable
	



Brief description of readings and other materials, and course learning experiences
	





Communications channels
Describe how email will be used for communications between staff-staff and staff-students, and students-students
	



Describe how various communications channels in Canvas will be used, e.g., groups
	



Describe any other communications channels, and how they will be used,
e.g., Teams, Zoom, face-to-face meetings
	







Assessments in the course
Description and rationale for each of the assessment tasks
	



Logistical details of assessment submissions in the course, e.g., cover sheets, mail boxes, portals.
	



Statement and information about how Turnitin will be used in the course, if applicable
	



Describe what happens if a student requires an extension due to adverse circumstances
	



Explain the marking protocols that will be used in the course, use of rubrics, etc. (Additional ‘how to’ advice regarding use of Gradebook can be added as a appendix to the Guide)
	



Details about marking moderation, if applicable
	



Giving feedback to students – what are the guidelines?
	



What to do if a student’s work is well below standard?
	




The Academic Integrity Module (AIM)
Standard Blurb
	





General expectations from tutors regarding teaching
The general approach to teaching students in their transition year… if applicable
	



Advise tutors about how they are to engage with other material in the course, for example, are they required to attend lectures?
	



Set ground rules about what you do and do not expect in terms of teaching. 
For example, ‘please do not summarise readings in the tutorials’, or ‘always state the relevant learning outcomes at the start of the session / module’
	



If class lessons or outlines are going to be supplied for tutors, how will this be done? E.g., posted in Microsoft Teams; sent via email; attached to the end of this Guide
	





Hints and tips for your first class
Advice about what to tell students in the first class.
	



Some ideas about breaking the ice, etc.
	




General practices and expectations regarding communicating with students
As required.
	






Record keeping and meeting times

Tutorial or other face-to-face class attendance: how will this be recorded?
	



Attendance or engagement in online activities: how will this be recorded?
	



Marks: how will these be recorded, and what timing is expected?
	



Other records 
	



Meeting times and marking moderation processes, if applicable
	







Student support

How will students who do not attend or engage in activities be contacted?
	



How are tutors generally expected to support students who may be struggling with learning, transition, etc.? E.g., contact course coordinator directly, etc.
	



External student support services: brief description of services, with information and contact details
	






Other logistics
As needed, and could include: how to do photocopying, or how to set up email groups, etc.
	



Dates for the tutors’ diaries
	



Who’s on what tutorial/class, etc.? (This helps tutors connect with others if they need to
	



Physical office and access to administrative support and resources
	






FAQs

What if a tutor is ill and cannot run their class?
	



What happens if a student wants to change their tutorial/group?
	



What if a student cannot access the Canvas course site?
	



Timesheets and contracts
	



School contact person for sessional staff
	



Etc
	



Key policy DOs and DON’Ts

Extensions of time and adverse circumstances
	



Re-marking and resubmissions
	



Academic integrity and plagiarism
	




Add specific information below about class activities and assessments, such as lesson outlines, resources, samples, and feedback guidelines and course tutorial times and tutor
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