
Summary of Changes to tutoring and demonstrating in the School of 
GeoSciences to adhere to the ‘Policy for the recruitment, support and 
development of tutors and demonstrators’.  
 

A new University Policy for the recruitment, support and development of tutors and demonstrators’1 
was introduced in September 2017.   

During the summer of 2016 the School of Geosciences made changes to the recruitment, 
administration and support of tutors and demonstrators.  As a result of the review we took into 
consideration key functions, including how we: 

• identify need 
• recruitment 
• advertise positions 
• allocate work 
• monitor hours and right to work 
• use and approval of timesheets 
• hours of work and pay 

 

Further changes are now required to address those elements of the policy that were not changed in 
2016.  The changes are noted in red, and directly below the paragraph from the Policy that the 
change adheres to.  This document is effective from 1 September 2017 in the School of GeoSciences. 

Contracts and Payment 

Policy for the recruitment, support and development of tutors and demonstrators’ 

2.5 Tutors and demonstrators must be paid for all contact hours and such time as the School 
specifies is necessary to fulfil all their duties (see 3.1), in line with the relevant work 
allocation model.  Tutors and demonstrators must also be paid for their formal induction 
and mandatory training associated with the contracted teaching and demonstrating (see 
section 5), and any School meetings at which attendance is mandatory (see section 3).   

Changes to GeoSciences T&D System 

The induction training for tutors and demonstrators in the School of GeoSciences takes place 
at the beginning of each semester. This training is only mandatory for those who have been 
assigned tutoring and demonstrating work in a recruitment cycle, within the same academic 
year, and either have signed a contract, or are in the process of setting one up. Those who 
choose to attend and have not been assigned any tutoring or demonstrating work, will not 
be paid.  If you attend and are not assigned work until the following academic year, you will 
be required to re-attend the training and in this instance will be paid. A formal induction 
plan document, summarising key information has been created and will be distributed to 
new T&D’s (Appendix 2). It is mandatory for anyone who is ‘field demonstrating’ to attend 
the Field work first aid course provided by the School of GeoSciences. Students can go on 
this voluntarily, however will only receive payment for attendance, if/when they are 

                                                           
1 https://www.ed.ac.uk/files/atoms/files/tutorsdemonstrators_policy.pdf  

https://www.ed.ac.uk/files/atoms/files/tutorsdemonstrators_policy.pdf


assigned a field demonstrating position. Payment for all training (regardless of the work to 
be carried out) will be paid at the demonstrating rate of UE05.  

 

Roles and Responsibilities 

 Policy for the recruitment, support and development of tutors and demonstrators’ 

3.1 Tutors and demonstrators may contribute to a range of duties, and must be paid for all 
hours of work that the School has specified are necessary to fulfil these duties (see 2.5), 
which may include, but are not restricted to, the following:  

Seminars and workshops;  

• Tutorials;  
• Formative and summative marking and assessment of work (see 3.5-3.7);  
• Laboratory and other practical classes;  
• Field trips;  
• Meetings with students (office hours);  
• Giving and receiving feedback;  
• Teaching administration, including mandatory course and team meetings; and 
Preparation for tutoring/demonstrating.  

 
Changes to GeoSciences T&D System 

The work tutors and demonstrators are required to carry out in relation to a course should be 
clearly outlined during the recruitment cycle.  If a tutor or demonstrator is requested to carry 
out work that was not advertised, an email summarising the proposed work should be sent 
td.geos@ed.ac.uk  to be approved. Any additional work should not be carried out without pre-
approval.  

The School has previously only paid tutors and demonstrators up to 5 hours per day, for work 
on field courses.  Going forward tutors and demonstrators will be paid a ‘normal’ working day 
of up to 7 hours per day.  Travel time is not paid unless previously agreed with the T&D Office 
and the Course Organiser (for example, where the tutor/demonstrator is driving 
students/equipment to and or from the field).   

 
Support, Feedback and Review 

 
Policy for the recruitment, support and development of tutors and demonstrators’ 
 
6.2 Feedback makes a valuable contribution to tutors’ and demonstrators’ experience and 

development.  It is important that tutors and demonstrators receive constructive and 
relevant feedback on their performance in a timely manner and this feedback may be 
received through various channels.  

  

6.3 Schools are responsible for providing tutors and demonstrators with a formal annual 
review of their development and progress. For tutors and demonstrators working 0.2 
FTE or more this will take the form of an individual meeting, which should be undertaken 
by the Course Organiser or other suitable member of staff. For tutors and demonstrators 

mailto:td.geos@ed.ac.uk


defined as low-hours employees (working less than 0.2 FTE), alternative arrangements 
apply, see: www.ed.ac.uk/human-resources/learningdevelopment/annual-
review/guidelines/line-managers-reviewers/low-houremployees.  If tutors and 
demonstrators are currently postgraduate research students, reviews of their 
development and progress in tutoring and demonstrating must be separate from the 
postgraduate research annual review process.   

 
 
Changes to GeoSciences T&D System 

Tutors and demonstrators working 0.2FTE or more will require an annual review – this 
equates to approximately 1 day per week (322 hours). We do not believe we have any tutors 
or demonstrators on a guaranteed hour’s contract that exceeds this number of hours.  

Course Organisers are required to provide feedback to all tutors and demonstrators. The 
method in which feedback is given is dependent on the course, the work, the number of 
tutors/demonstrators and the most effective and efficient method deemed appropriate by 
the Course Organiser.   

Tutors and demonstrators are encouraged to collect feedback via the various methods 
outlined by IAD 
http://www.docs.hss.ed.ac.uk/iad/Learning_teaching/Tutors/Handbook/Tutors-
Chapter10.pdf   

Policy for the recruitment, support and development of tutors and demonstrators’ 

8.1 Resolving Problems  

If tutors and demonstrators experience any difficulties relating to their duties, they should 
make an appointment with the key contact outlined by the Head of School in their induction.  
Where tutors and demonstrators who are current students experience issues in balancing 
work with studies, they should speak to their principal supervisor in the first instance. 

Changes to GeoSciences T&D System 

Each building within the School of GeoSciences has a Postgraduate Student Representative 
that meets with the PGR Policy Committee twice per year.  Tutors and demonstrators are 
encouraged to feedback any comments via the representatives on the Tutoring and 
Demonstrating system.  In the instance where issues are confidential, this can be raised with 
the tutoring and demonstrating administrator, Academic coordinator or the principle 
supervisor.  Contact details for the student representatives can be found on the T&D 
webpages https://www.edweb.ed.ac.uk/geosciences/intranet/student-
support/postgraduate-research-support/tutoring-and-demonstrating/useful-contacts .  This 
information has also been included in the T&D Formal Induction Policy.  
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Additional Changes/Actions 

A clear Sickness Procedure has been introduced and will be included in the Handbook and on 
the T&D webpages (Appendix 1) 

A ‘Formal Induction Document’ (Appendix 2) has been created and will be issued to all new 
T&D’s as part of the mandatory induction training. 

All changes noted above will be added to the relevant documentation, including the T&D 
Handbook and webpages. 

Those who have attended the mandatory induction or first aid training during the academic 
year will be paid as per the guidance above. Only those who were assigned a role and had a 
contract/were in the process of setting this up, will receive payment for any mandatory 
training.  

 

  



 
Appendix 1 - Sick Pay Procedure  
 

Logging Sickness 

If you are unable to undertake your duties due to ill health, you must contact your course organiser 

via email, and copy in td.geos@ed.ac.uk as soon as possible and no later than 9.30 am on the first 

morning of illness. The email must detail the specific reason for your absence; the length of time you 

expect to be absent; whether you intend to seek medical advice; details of the courses and 

tutorial/demonstrating times or other work you were due to undertake. You should also note if you 

have contacted any other tutors/demonstrators regarding covering this work.  

When you are well again, you must contact the course organiser and td.geos@ed.ac.uk  as soon as 

you are able to return to your duties. You will be asked to complete a Return to Work form2.  If you 

have been off for 3 calendar days or more, this should be countersigned by your course organiser 

and passed to the T&D administrator. If you have been off for 8 calendar days or more (with 

Saturday and Sunday counting towards the total) you must also supply a Fit Note from your GP.  Due 

to the sporadic nature of Tutoring and Demonstrating it is unlikely that a T&D will work 3 or 8 days in 

a row therefore it is unlikely this will be required.   

If for any reason absence is likely to last more than two weeks, please let us know by emailing us at 

td.geos@ed.ac.uk .  Tutors and Demonstrators are entitled to Sick Pay, which will paid at the same 

rate as if you were well and able to carry out your duties.  

Claiming for Sick Pay  

In order to claim for Sick Pay, please enter the work as you normally would on your timesheet.  

Please provide a clearly marked note stating that you were claiming sick for this period of work.  The 

date and time of the task should correspond to the email communication sent to td.geos@ed.ac.uk. 

If you are unable to complete a timesheet you should notify the T&D administrator who can do this 

for you.  You will be paid for the hours that you have worked, depending on your length of service 

and the amount of absence that has already occurred.  Payment will be paid at the same rate as if 

you were well and able to carry out your duties within University Sick pay provision.  

Further details on absence management can be found in the Absence Management Policy.3 
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Appendix 2 – Formal Induction Document  
Tutors and Demonstrators are employees of the University of Edinburgh and therefore conditions of 
employment apply https://www.ed.ac.uk/human-resources/jobs/applying/conditions .  

Key contacts  

Course Organisers and Course Secretaries – you can find the details of the course organiser and the 
course secretary through DRPS http://www.drps.ed.ac.uk/17-18/dpt/cx_s_su849.htm  

 

T&D Academic Coordinator – any issues that cannot be resolved by contacting any of those noted 
below can be directed to the academic coordinator, Anthony Newton Anthony.newton@ed.ac.uk  

 

T&D Administrator - any queries relating to recruitment, administration, payment or contracts 
should be directed to the T&D administrator, Dawn Sives td.geos@ed.ac.uk  

 

Student Representatives – any feedback on the tutoring and demonstrating system can be given via 
the student representatives, details of your student representative (organised by building) can be 
found on the T&D webpages https://www.ed.ac.uk/geosciences/intranet/student-
support/postgraduate-research-support/tutoring-and-demonstrating/useful-contacts  

 

Undergraduate Student Support Team – pastoral issues can be directed to the student support 
team, there are two student support teams, one located in the Teaching Office in Geography 
(Drummond Street), and one within the Grant Institute (King’s Buildings). 
https://www.ed.ac.uk/geosciences/teaching-organisation/ug-students/ssc  
 

Contracts, pay and duties  

• The number of hours you are expected to work should be clearly outlined prior to any work 
being carried out. Estimated hours should be included in the advert to which you applied, 
more accurate hours will be given by the Course Organiser.  Further details on rates of pay, 
including marking rates, can be found in the T&D handbook. 

• Tutors and Demonstrators can expect payment for the following; 
o Tutoring (preparation time included – every hour claimed for will be doubled) 
o Demonstrating (no preparation time is included) 
o Meetings relating to assigned work  
o Field work 
o Marking 
o Mandatory training 

https://www.ed.ac.uk/human-resources/jobs/applying/conditions
http://www.drps.ed.ac.uk/17-18/dpt/cx_s_su849.htm
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• Payments are made by submitting a timesheet to td.geos@Ed.ac.uk by the deadline(s) 
outlined4.  Payments will made into your bank account on the 28th of the following month. 

 
• Rates of pay are; 

o Demonstrating/marking/field demonstrating - £12.17 
o Tutoring - £14.95 
o In addition, all tutors and demonstrators are awarded a % holiday pay 

allowance and therefore annual leave days are not accumulated. 
 

Further information on rates of pay can be found here https://www.ed.ac.uk/human-resources/pay-
reward/pay/pay-scales  
 

Course and subject specific information  

• You should have access to Learn to obtain any course materials, download student’s work 
and upload marks and feedback (where appropriate). Access can be given by contacting the 
course organiser, course assistant or course secretary 

• Tutors and Demonstrators are expected to familiarise themselves with the course material 
• Course organisers will provide tutors and demonstrators with the information they need to 

successfully contribute to the teaching of the course. 
• All tutors and demonstrators should be made aware of the resources available to them. 

These include access to literature and outline plans for tutorials, answers to practical 
exercises and training in equipment used on fieldcourses and fieldtrips. 

• Where tutors and demonstrators are assessing students’ work, they should be given clear 
marking criteria, guidance on how to assess the work and the answers to numerical 
problems. Course organisers will provide this information. All summative work will be 
moderated. 

• All tutors and demonstrators will have an opportunity to provide feedback on the courses 
they have participated in. Course organisers should arrange this, so that the valuable 
contribution of the tutors and demonstrators can help improve both teaching and the 
teaching and demonstrating experience. 
 

Roles and responsibilities  

• Tutors and demonstrators roles and responsibilities are clearly outlined in the job 
descriptions in Appendix 1.   

• The day to day aspects of the role may vary depending on the nature of the course. 
• Tutors and demonstrators are not expected to provide pastoral support to students, and 

instead should contact the relevant support staff, or direct the student to the appropriate 
members of staff. 
 

Relevant policies and procedures.  

• https://www.ed.ac.uk/academic-services/policies-regulations/a-to-z  
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• https://www.ed.ac.uk/files/atoms/files/td_handbook_2017-2018_final.pdf  
• https://www.ed.ac.uk/geosciences/intranet/safety  
• https://www.ed.ac.uk/files/atoms/files/tutorsdemonstrators_policy.pdf  

 

Training and development  
• All tutors and demonstrators must undertake the ‘Tutoring and Demonstrating Induction 

which will take place at the beginning of each semester.  Attendance is only required once.  
• Tutors and demonstrators are encouraged to take advantage of the additional development 

opportunities that are available from IAD https://www.ed.ac.uk/institute-academic-
development/learning-teaching/staff/tutors-demonstrators  

• We also encourage tutors and demonstrators to participate in the Edinburgh Teach Award 
(EdTA) https://www.ed.ac.uk/institute-academic-development/learning-
teaching/cpd/teaching-award  

 

Leave and absence  
• Tutors and Demonstrators are on a Guaranteed hours contract and therefore do not 

accrue annual leave 
• Payment for Tutoring and Demonstrating includes holiday pay.  The rate is dependent 

on the role and is calculated at a % of your hourly rate (UE05 or UE06). Further details 
can be found in the T&D handbook 
https://www.ed.ac.uk/files/atoms/files/td_handbook_2017-2018_final.pdf  

• Tutors and Demonstrators should follow the sick pay procedure for claiming sick pay 
• You must submit a timesheet with the hours you would normally work, indicating that 

you were absent and are claiming sick pay  
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 Appendix 1 - Job Descriptions 

 

1. Job Details 

Job title:  Demonstrator  

School/Support Department: Geosciences  

Unit (if applicable): 

Line manager:  Course Organiser 

Date:  01 September 2017 

2. Job Purpose 

To demonstrate use of equipment (including, where relevant, software packages), experiments, 

exercises and/or standard techniques/processes that may form an element of an undergraduate course 

of study in line with specific learning objectives, set by others.  To oversee students carrying out such 

experiments, exercises etc. and offer assistance as appropriate.  

 

3. Main Responsibilities 

 

2. To demonstrate safe use of equipment, conduct experiments, exercises, 

and/or techniques within established procedures and practices, 

answering straightforward questions that students may ask in relation to 

those demonstrations. To provide standard guidance and advice to 

students who are carrying out exercises, experiments, or other practical 

activities, feeding back any concerns on student learning to the Course 

Organiser, or other appropriate member of staff.  

 

3. To ensure that equipment is functional and/or material for demonstrations, 

exercises etc. is prepared before the start of a session. 

 

  

 

 

30% 

 

 

 

 

 

 

 



4. To assist with the smooth running of excursions, where practical sessions 

are held on residential or non-residential field trips. This may include leading 

small groups in the field, and helping with transporting arrangements.  

 

5. To be aware of any health and safety implications of practical sessions, and 

take action to maintain a safe environment, complying with Health and Safety 

procedures and raising any concerns with the Course Organiser/work 

supervisor. 

 

6. Where required, to mark the practical session assignments set by 

others, using defined marking criteria, where marking requires no or 

limited interpretation. 

 

  7.  Where required, to provide factual feedback to students and   the Course 

Organiser/work supervisor. 

20% 

 

 

 

20% 

 

 

 

 

5% 

 

 

 

 

15% 

 

 

 

10% 

4. Planning and Organising 

Demonstrators are given clear instructions on the content and purpose of each practical session. They 

must ensure they are familiar with the equipment, tasks, processes etc. to be demonstrated and where 

necessary clarify anything with the Course Organiser/work supervisor beforehand. As part of the 

preparation, they may be required to carry out standard checks on the equipment to be used.  

 



5. Problem Solving 

The post-holder is expected to resolve simple problems independently and pass onto more senior 

colleagues more complex problems including any concerns relating to students’ health and safety or 

pastoral issues that may arise. 

 

6. Decision Making 

The post-holder is expected to answer straightforward questions during practical sessions, deciding 

when to seek guidance from/pass queries on to more senior colleagues. They would feedback to the 

Course Organiser/work supervisor any concerns, e.g. students experiencing difficulties in the learning 

process, equipment not working properly etc.  They need to react to any health and safety or other 

emergencies during the session and report any health and safety concerns to their supervisor. 

 

7. Key Contacts/Relationships 

Students to whom demonstrating. 

Course Organiser/work supervisor. 

Other demonstrators/teaching staff on the course. 

T&D Academic Coordinator  

 

8. Knowledge, Skills and Experience Needed for the Job 

The post-holder will have: 

 

• Experience of demonstrating  

• Excellent communication skills, including the ability to explain concepts in a clear and 

understandable manner.  

• Excellent organisational skills. 

• Sufficient knowledge of the discipline/topics under discussion. 

• Understanding of the basic principles of teaching, learning and assessment. 

• Willingness to take on further training 



9. Dimensions 

No financial responsibilities.  Not responsible for any other members of staff.   

Has health and safety responsibility for students through supervision and adoption of correct 

processes/procedures.  

 

10. Job Context and any other relevant information 

Practical sessions held or supported by demonstrators are an important element of undergraduate or 

adult education courses. Practical sessions may be held in a classroom, laboratory or as part of 

residential and non-residential field trips.  

 

 

 

  



 

1. Job Details 

Job title:  Tutor  

School/Support Department: School of Geosciences 

Unit (if applicable): 

Line manager: Course Organiser  

 

2. Job Purpose 

To deliver learning and teaching activities, mainly undergraduate tutorial sessions, within an 

established programme and with specified learning outcomes as part of the integrated overall 

structure of courses and to enhance the learning experience of students. A key purpose of the role is 

to create a stimulating and interactive learning environment, where students can further their 

understanding of course topics and develop their academic skills, including critical thinking, 

analytical skills, argumentation and communication skills, and independence of learning.   

3. Main Responsibilities 

The following items are representative responsibilities, which may be undertaken by post-holders at 

this level: 

 

1. To lead tutorial groups in discussing key points from lectures and/or course 

materials, within a framework set by others and to specified learning outcomes. 

Tutorials may take a variety of forms including those appropriate to problem-based 

learning and online sessions in distance learning programmes. 

 

30 

2. To contribute to the identification of topics for tutorials/sessions within the overall 

course parameters, by suggesting additional or alternative topics and small 

variations to the order of topics. 

 

5 



3. To assist with the preparation of reading lists and other material, by suggesting 

additional/alternative readings, and designing simple teaching material under the 

direction of the Course Organiser or other appropriate member of staff. For distance 

learning programmes, this may include updating existing online content to ensure its 

accuracy, currency and effectiveness. 

 

5 

4. To carry out necessary preparation and prior reading on tutorial topics in order to be 

able to guide discussion and answer queries arising from set exercises. Preparation 

may include familiarisation with the course structure, content, learning outcomes 

and assessment methods through the course Handbook and lecture/tutorial notes. 

 

5 

5. To undertake marking, under supervision, of formative and summative assessments 

in line with the University Common Marking Scheme, the criteria set by the Course 

Organiser, and other marking guidance provided. Assessments may include exams 

and continuous assessment (e.g. tutorial assignments, essays, project work). 

 

15 

6. To monitor student progress and provide feedback and feed-forward to students in 

relation to own teaching and assessment activity, in line with the School and 

University policies and procedures, highlighting to the Course Organiser any 

concerns about student performance or pastoral issues.  

 

5 

7. To guide students in their learning experience as appropriate. This may include 

providing essay writing guidance, encouraging good practice in referencing sources, 

directing students to relevant resources, being available at specific times to answer 

student queries on matters arising from tutorial sessions or coursework. 

 

5 

8. To fulfil the administrative work associated with marking and teaching. This may 

include keeping an accurate record of tutorial attendance and assessment marks, in 

line with the relevant procedures, and gathering student feedback for course 

monitoring and review purposes. 

5 



 

9. To run external study visits planned by others, e.g. lecturer, as part of a course or 

module.  

 

5 

10. To supervise group projects undertaken by students as part of a course, working 

within established learning objectives, parameters, and guidelines. This may include 

arranging meetings with students across the semester to help the project develop 

and providing regular feedback on progress. 

 

10 

11. Where appropriate, to assist with the organisation of knowledge exchange and 

public engagement events, e.g. programme of cultural events. 

 

5 

12. To be aware of any Health & Safety and welfare issues, and raise any concerns with 

the Course Organiser. 

 

5 

 

4. Planning and Organising 

Post-holders plan how to develop discussion/teaching delivery during sessions, within boundaries of 

topics set by the Course Organiser. They may assist with the identification of topics and preparation 

of reading lists and simple teaching material, under the direction of the Course Organiser or other 

appropriate member of staff.  

 

Post-holders must ensure they have an adequate level of preparation in advance of planned 

sessions. They should attend any training/briefing sessions as agreed with the Course Organiser. 

They may need to consult with the Course Organiser on the advisability of attending some or all 

course lectures to get an understanding of the level of the material, lecturer's style, etc.  

 

5. Problem Solving 



Post-holders are expected to resolve most problems relating to own teaching activity independently 

and pass onto the Course Organiser, or other appropriate member of staff, more complex issues 

including concerns relating to students’ health and safety or pastoral issues. In interacting with 

students, they should recognize any personal problems that may have a negative impact on 

academic functioning and be aware of the student support system to direct students appropriately 

and/or refer the issue to the appropriate member of staff. Pastoral issues must be treated with 

sensitivity and discretion. 

 

6. Decision Making 

Post-holders are expected to guide students and answer their questions, deciding when to refer 

queries and issues to the Course Organiser or other appropriate member of staff.  

Post-holders who undertake marking are provided with marking guidelines and criteria. Initial marks 

and formal feedback may be submitted to the Course Organiser or other appropriate member of 

staff for approval where appropriate. Post-holders may apply penalties for late submission of written 

work in line with the University and School policies, where extensions have not been previously 

granted by the Course Organiser or other appropriate member of staff. 

7. Key Contacts/Relationships 

Students, normally at undergraduate level. 

Course Organiser, other tutors and teaching staff on the course. 

Course Secretary and relevant support staff. 

T&D Academic Coordinator.  

 

8. Knowledge, Skills and Experience Needed for the Job 

Depending on the nature of the specific role, the post-holder will have: 

• Demonstrable capability to lead and coordinate groups, including the ability to understand 

the needs of a group and individual students and to provide appropriate guidance. 

• Excellent communication skills, including the ability to explain concepts in a clear and 

understandable manner.  

• Sufficient knowledge of the discipline/topics under discussion. 



• Understanding of the basic principles of teaching, learning and assessment. 

9. Dimensions 

No financial responsibilities. Not responsible for other members of staff. Post-holders will normally 

work with small tutorial groups. 

10. Job Context and any other relevant information 

Where the post-holder is employed on a student experience contract, further activities may be 

identified as part of the professional development aspect of the role. Development activities may 

include the occasional and supervised delivery of a lecture or a supporting role in delivery of 

lectures. Development activities should be clearly linked to development objectives and constitute a 

limited part of the post. Direction, guidance and feedback should be provided by the relevant 

teaching staff, e.g. course lecturer or Course Organiser. 
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