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About this guide

We wish to welcome you as a tutor in this Master of Arts in Teacher Education (International) Programme for teacher educators. The purpose of this guide is to help you provide the services that are expected of you. It contains essential information on the programme of study; the roles of various personnel in it, and your role as a tutor.

The programme of study

The Master of Arts Degree in Teacher Education is geared towards the professional development of teacher educators across the region. You are probably aware, that very few study programmes are available for this target group. This programme has several unique features in design and method of study. You will find the Programme Handbook, a comprehensive source of this information. A copy of this will be made available to you.

We would like to draw your attention towards the innovative features in this programme, which is practitioner-oriented and problem-based. In the courses of this programme, students are introduced to problem-based learning scenarios. Please note that students may need your guidance especially at the initial stages of the Programme, and even later on as they continue their studies in the programme.

As part of their study materials, students in this programme are given a Resource Pack, which includes essential and additional readings, and a Study Guide that includes schedules of activities for each of the six courses. This schedule of activities will help them to get organized for their studies. The students have to develop a Learning Portfolio as one of the courses, which will span the total duration of the programme.

Familiarization with the schedules will be useful for you too, so that you will know the learning activities the students are involved in, at any one time. 

Making sense of the roles

In the preparation and delivery of this program, there are a number of key persons engaged in performing different roles. You are one of them. The list of persons is given below:

· Programme Coordinator

· Course Team Leader

· Course Coordinator

· Academic Staff

Programme Coordinator

The Programme Coordinator is in charge of the overall coordination of the Programme.

He or she works closely with the Head of the Department, the Course Coordinators of individual courses, and relevant divisions of the University such as the Operations, the Press and the Examinations.

The Programme Coordinator monitors the implementation of the Programme, and assists the Head of the Department to schedule and conduct activities such as inauguration, registration of students, and Examination Boards and in general facilitates the smooth functioning of the programme.

Course Team Leaders

Each course has a Course Team Leader. They convene Course Team meetings, monitor the development of course materials and maintain regular communication with the Programme Coordinator. Sometimes the Course Team Leader may also be the Course Coordinator.

Course Coordinators

Each one of the courses in this programme has a Course Coordinator whose role comprises the following:

· arranging, in consultation with the Programme Coordinator, the contact sessions;

· distributing assignments to the examiners;

· recording of Assignment Marks and dispatching to the Examinations Division;

· checking of mark lists before sending them to the Panel of Examiners and directing any queries sent by students, to whichever person is relevant, i.e. academic staff, Head of the Department or the Programme Coordinator.

The names of the Course Coordinators are given in the Programme Handbook and the Study Schedules.  Sometimes the Course Coordinator may also function as the Course Team Leader.

Academic Staff

The academic staff will be in charge of facilitating the contact sessions of this programme and evaluating the assignments submitted by the students.  For some courses academic staff will include Visiting Academics.

Your role as a tutor

Communicating with students

Normally a tutor is a person to whom multiple tasks are assigned. Within a distance-learning environment, the tutor occupies the place of a mentor. Within the physical and psychological environment of the learner in this programme, the place you occupy is the most important, as all others mentioned above. The student needs to have easy access to you. You need to maintain either face-to-face contact or contact over the phone or else via e-mail. All these contacts will take the form of one-to-one communication.

When a group of students are assigned to you, you may organize a briefing session at the outset. At this session you will get to know the students, their locations, the times and modes of communication preferred to suit the convenience of both parties.  You can also clarify any initial issues that the students may have in understanding the concepts underlying the Programme, the tasks they are expected to perform and regarding the nature of assessment of learning outcomes.

The knowledge you gain by going through the Programme Handbook, Study Guides and Resource Pack relevant for your course will be useful in mentoring your students.

Working with your colleagues

In instances where you are not in a position to provide answers to the students yourself, you will need to direct them to the relevant person in order that they get assistance to solve their problems. The information you have already received above under Making Sense of Roles would indicate to you to whom the students should be directed in such situations.

Guiding learners with their studies

As this study programme is a novel programme, it is not unlikely that students would face problems.  Being used to traditional methods of learning they may find it difficult to adapt to self-directed learning envisaged in this programme. On the other hand, the learners are mature adult learners equipped with a repertoire of experiences in their own profession. They would undoubtedly be able to use this experience to the maximum to find solutions to their problems. What they need is some initial guidance to build up confidence.

In addition to study problems, you will find students having problems in their family background or else problems related to their workplace.  In a situation where a student faces problems, he/she needs mentoring. Thus you become a trusted advisor and a friendly counselor.

A schedule of activities is given to students for each course. These schedules will help them to organize their activities for the whole programme. A common problem faced by distance learners is delay, postponement or failure to submit assignments. Your advice or guidance in advance will be very useful for such students.  In your contacts with students you will need to inquire about their progress just as a reminder to keep them on track. Also you need to keep them regularly reminded of the need to maintain the Learning Portfolio. Please refer to the section on Learning Portfolio in the Programme Handbook and familiarize yourself with the processes and your role in its development.

You will need to tell students that you are not in a position to change the scheduling of activities, unless the academic staff or the Program Coordinator announces some overall changes. If you identify any student lagging behind in his/her studies it is advisable to keep the Course Coordinator informed of such problem situations. At the same time, you should continue your counseling to get the student back to normal.

In spite of the understanding you build up with the student, remember that you are not expected to do the assignments for them. Once an assignment is marked and returned to the student, and the student needs some clarification about the answer, you may give an explanation or else refer it to the marking examiner for further clarification. As you are not an examiner you have to take care not to be critical about any other person’s marking. In the case of re-sit students you should be able to encourage them and guide them to improve their performance.

Handling student problems

In order to enable you to participate in the course evaluation process, we would expect you to maintain records of the number of times individual students have approached you with their problems, the specific problems they brought to you, and the solutions offered by you independently or in consultation with other staff. We expect you to submit those records to the course coordinator at the end of every month. These reports need to be prepared in the format given in the Student Contact Report given below.
During your communications with the students you will be able to have a general understanding about their interests and attitudes to studies, and also their personal life. The major part of your mentoring will be devoted to a patient hearing to each one’s problems and opportunity for a discussion to analyze the situation. A friendly but leading and guiding the communicative process is the way to solve difficult problems. They will sometimes welcome your suggestions for managing time and stress due to the need to balance personal and professional roles while undertaking studies.

You realize that your task as a tutor is a complex one. We are, however, confident that you possess the ability and the commitment to perform this complex and demanding task effectively.

We look forward to your contribution to this innovative and exciting programme of study.
Thank you.

Student Contact Report
Name of Tutor:

Month and Year:

Name of the Student and Registered Number:

Location of Student:

	Contact date
	Mode of contact
	Course code
	Reason for contact
	Your Response

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Tutor’s Signature:
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