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Introduction

The purpose of this handbook is to provide support for
enpl oyees of the UNE whose principal role is teaching on a
casual or part-tine basis.

The handbook provi des gui dance in the areas of:

o enpl oynent expectations of casual and part time teaching
staff at UNE

o effective teaching and | earning at UNE

) UNE services available to support teaching

These topics give assistance and advice on your rights and
opportunities as enpl oyees and teachers at UNE

The handbook serves as a begi nning source of answers to your
questions about your part-tine teaching position. It will not
contain all the information you will need, of course. Further

i nformati on can be sought fromstaff in the Teachi ng and
LsarnLngICbntre and fromyour course/unit coordi nator and Head
of School .

I deas for enhancing the handbook are al ways wel cone. Pl ease

contact Teaching and Learning Centre staff if you have
suggestions for devel opi ng the docunent further.

Dr Sarah Stein
Teachi ng and Learning Centre

April 2004



Section 1: About the University of New England

The University of New England was the first Australian university
est abli shed outside a capital city. Wth a history extendi ng back
to the 1920s, UNE has a well-earned reputati on as one of
Australia' s great teaching, training and research universities.

Qur graduates consistently rate their experience at UNE highly, a
reflection of the University's commitnent to student support. In
the Good Universities @uides for both 2002 and 2003, UNE was the
only university in NSWwhich achieved five stars for overal
educati onal experience of its graduates.

UNE was a pioneer of distance education in the 1950s, and has
built a strong reputation for its expertise in distance and
flexible learning. The majority of our students are off-canpus
students, supported by a range of resources including detailed
st udy gui des and extensive online teaching support.

Table 1: Student Enrolments at 31 March 2003

Course type Arm dal e Q her Centres Tot al
Of- On- canpus
canpus

Hi gher degree by 481 226 18 725
research
Post gr aduat e 3, 467 147 461 4,075
cour sewor k
Under gr aduat e 9, 969 3,110 647 13, 726
Non- award & ot her 181 5 12 198
UNE Tot al 14,098 3,488 1,138 18, 724

Source: Planning and Institutional Research 2003

Structure

The acadenic structure at UNE is based on a framework of four
faculties: Arts; Econom cs, Business and Law (FEBL); Education
Heal th and Professional Studies (FEHPS); and The Sci ences. Each
Faculty is headed by a Dean, and has a nunber of Schools.

Table 2: Staff at 31 March 2003

Staff in Faculties Femal e Mal e Tot al
Prof essor (E) 7 35 42
Associ ate Professor (D) 8 57 65
Seni or Lecturer (C) 45 80 125
Lecturer (B) 82 97 179
Lecturer (A 43 23 66
Total Academic Staff in Faculties 185 292 477
Adm ni strative and Technical Staff in Faculties 143 103 246
Faculty Total 328 395 723
Staff in Management, Admi nistration & Support 293 236 529
Sections
UNE Tot al 621 631 1, 252

Source: Planning and Institutional Research 2003



Strategic directions

University of New England Strategic Plan 2002- 2006

In 2006, the University of New England will be recognised as a
truly open university:

Qur schol ars and research students question, extend, and re-
interpret accepted know edge through research; they are open to
new intell ectual directions and to the chall enges of our society,
econony and culture; they are committed to open communi cati on of
research findings; they are open to regional, national and
international conditions, and are actively engaged in defining
probl ens and seeki ng sol utions.

Qur teaching will be open to students’ needs, sensitive to
students’ backgrounds; challenging in its acadeni c content,
relevant to students’ future professional and civic lives - a

| earni ng experience which will notivate students to keep
| ear ni ng.
Qur teaching arrangenents will be open, providing flexible

arrangenents for on and of f campus study, for learning through a
variety of nodes and nedi a.

Qur adm nistrative systenms will be flexible and integrated to
allow for initiatives to proceed quickly, for planning,
budgeting, nmonitoring and i nprovenents to occur rationally and
efficiently.

Qur student and staff support systens will be open to enable
people to excel and to grow professionally.

Qur policies and procedures, our work and study environnents will
refl ect our openness and comritnent to the val ues we espouse.

W will be open to change, open to chall enges, open to our
communi ti es.

Uni versity of New Engl and Strategi c Plan 2002- 2006
http://pl anni ng. une. edu. au/ Pl anni ng/ STRATEG CPLAN2002. ht m

Al'l teaching staff, including casual and sessional teachers,

mar kers and denpnstrators, have a role to play in achieving UNE' s
vision for its teaching - ‘our teaching will be open to students
needs, sensitive to students’ backgrounds; challenging inits
academ ¢ content, relevant to students’ future professional and
civic lives - a learning experience which will notivate students
to keep | earning’

It is hoped that this handbook will assist to enhance your
experience as a casual or sessional staff nmenber and, in doing
so, help the further devel opnent of your career.




Section 2: Employment Expectations

How do | know the basis for my employment?

Casual staff will sign and should receive a copy of the Academc
Casual Staff Appointnent Form which will noninate the period of
enpl oynent, detail the rates of pay, and outline the casual staff
condi ti ons of enploynent.

Sessional rates for the delivery of a lecture or tutorial

i ncorporate an all owance for preparation tinme. One ‘session’ is
one hour of face-to-face teaching. Hourly rates are paid for
mar ki ng and other required academic activities, such as
attendance at neeti ngs.

Staff appointed on a contract (full-time or fractional) wll
receive a letter of offer from Human Resource Services (HRS)
which outlines the conditions of appointnent, pay rate and
duties. If you do not receive this, you should follow up with HRS
and your supervisor to ensure that all relevant paperwork has
been forwarded to HRS

How do | know what is expected of me?

Expectations for casual and sessional staff vary considerably
according to the nature and context of the work being perforned.

You shoul d di scuss your duties with your supervisor, particularly
with regard to:

. duties, accountabilities and expectations of your role

. whet her you are expected to attend any formal induction
process or training (including being shown how to access
resources, conplete administrative tasks, use teaching
technol ogy, facilities, etc.) and what arrangenments are made
regarding pay for this consultation tine

. what resources or guidelines will be provided to assist you
in your teaching practices

. what requirenent there may be to nake yoursel f available for
student consultation tinme outside schedul ed cl ass hours, and
what arrangenents are made regarding pay for this
consul tation tine

. what expectation there is that you attend | ectures for the
unit, and whether you will be paid for this tine

. what support and guidance is available to you.

Pl ease see other sections in this guide relating to teaching
i ssues and points you may wish to clarify with your supervisor

Staff are expected to conply with university policies and
practices. Some of the ones that are particularly relevant to
your enpl oynent are:

. Cccupational Health and Safety
. Equity policies

o Code of Conduct

. Pl agi ari sm



Key university policies can be found online at:
http://ww. une. edu. au/ r no/ pol i ci es/

What resources will | be provided with?

Once again, resources will vary considerably according to the
nature and context of the work being perforned.

Casual marking staff will often work from hone. Staff presenting
tutorial or lecture sessions may undertake their preparation from
honme, or may be provided with office space, dependi ng upon the
frequency of the enpl oynent and the resources avail abl e.

If you do not have adequate access to office space, necessary
supplies, tel ephone, fax and conputer facilities, email, library
rights and support services to undertake the duties that are
requi red, ask your supervisor about arranging these.

What about my own training and professional development?

Here are sonme points to think about and follow up with your
coordi nator or Head of School about your own professiona
devel oprent .

1. Are you provided with any resources or guidelines to assist
you I n your teaching practices? Have you consi dered the
progranms offered through the Teaching and Learning Centre
(see http://ww. une. edu.au/tlc/) and the Organisationa
Devel opnent Unit (see http://ww. une. edu. au/od/)?

2. Do you know what |evel of training and support you are
entitled to? Have you accessed it? If you are not officially
entitled to any, who could you approach in your School to
arrange some internal or external training and professional
devel opnent ?

3. If you believe you have a particular training need, have you
approached your supervisor or soneone else to discuss the
possibility of receiving training or nentoring?

4, Are you paid for professional devel opnent activities that
you are obliged to undertake?

5. What processes are there for you to provide feedback to your
School or supervisor about the level and type of induction,
training and support?

Have you approached anybody wi th your feedback on this yet?

Does your School or supervisor nmake opportunities for you to
i ai se and share ideas with other sessional teachers? If
not, what could you do to create these opportunities?

8. Are you trained in how to mark students’ papers and/or carry
out assessment procedures? If not, have you suggested sone
formof training to your supervisor to ensure consistency of
assessnent across the entire course/unit?

9. What processes are there for you to provide feedback to your
supervi sor about the level and type of support and
supervi sion they provide?



How do | evaluate my work and get recognition for what | do?

Gai ning recognition for your teaching is inportant. Gathering
eval uati ve feedback on your teaching will help you to reflect on
your students’ |earning and how well you support their |earning
t hrough your teaching

1. How do you receive feedback about your own perfornmance? Do
peers or nentors intermttently review your performance? |f
not, could you approach a peer or supervisor to ask about
the possibility of receiving feedback on your work?

2. If you are a begi nning teacher/lecturer/tutor/denonstrator,
do you receive coaching or nentoring from soneone nore
experienced than yourself? If not, could you approach your
supervi sor about the possibility of being nmentored?

3. Do you know how to organi se student eval uati ons of your
t eachi ng?
4. Can you provide feedback to the course/unit coordi nator or

Head of School about the level and type of supervision and
eval uati on you have received? If there are no formal neans
for doing this, can you identify ways to do this informally?

How do | ensure that | have regular communication with
relevant individuals and groups within the School/Centre?

Staying in touch with other menbers of your teaching team with
your course/unit coordinator and your Head of School is

i mportant. Keep abreast of happenings within the School, Faculty
and University so that you are better inforned about events that
may i mpact upon your teaching and other duties. |nvolving
yourself will also help to informothers of the role that you
play within the teaching and academic life of the School.

1. Can you get in touch with your supervisor and fellow
teachers when you need to (via email, email lists, etc.)?
2. Do you neet regularly as a teaching teamw th ot her

sessional and full-time staff who teach the sane or simlar
courses? If so, are you paid to attend these sessions?

3. I f your students have concerns external to their course or
program of study, do you know where to direct then? Do you
know about the University’s student support services,

i ncl udi ng:

. academ c skills prograns

o career advice

. counsel I'i ng

. disability services

. i ndi genous student support
. i nternational student support
. student equity

. I T training

. library skills

) accommodat i on

o finance



. enr ol ment

. st udent uni on.

I f your students approach you with a need, problem or
concern outside the scope of your role as a sessional
teacher, direct themto the appropriate student support
network or section. Don't feel you nust solve all their
probl ems for them!

How do you receive university-wi de informati on and nessages
that nay be of interest to you or are relevant to you as a
staf f nmenber? For exanple, do you have an all ocated

pi geonhol e for receiving mail and newsletters, access to a
conputer with email, etc?

In your School or Faculty, is there a contact person for
sessi onal teachers who is responsible for comunicating with
casual staff and dissem nating relevant information? Wo is
it and have you had any contact with thenf

Do you know how t he course/unit you teach fits into the
academ c program as a whole and what role it plays? If not,
is there sone way you could find out? This information can
be hel pful in your teaching to nmake links with students’
exi sting and emergi ng know edge.

In what ways can you nake a contribution to the curricula or
to the devel opnent of teaching and | earning practices within
your School or course/unit? For exanple, do you know about
your School or Faculty’s Teaching and Learning Committees?
If no formal means currently exist, could you suggest this
to your Head of School or coordinator?



Section 3: Effective Teaching

Providing a high quality |earning experience for students is a
maj or goal of UNE. Whether you teach online, at a distance or
face-to-face, or whether you are narking, taking tutorials,
runni ng | aboratories or lecturing, your role as a university
teacher is a vital elenment in the provision of neaningful

| earni ng opportunities for students.

UNE is conmtted to supporting and enhancing high quality
teaching and | earning practices. The Australian Vice-Chancellors’
Committee (AVCC) has devel oped a set of guidelines for effective
uni versity teaching which you will find useful to help guide your
plagning, teachi ng and assessing, and your interactions with your
students.

The University Teacher and Effective Teaching Practice

Uni versity teaching is a profession and a scholarly activity

whi ch draws on a high | evel of conpetence and expertise in the
di sci pli ne and/or rel evant professional experience together wth
hi ghl y devel oped conmmuni cation and interpersonal skills.

As professionals, university teachers need to be appropriate role
nodel s and exhibit to their students a commtnment to scholarly
values, to life long learning, to professional and persona

grow h through critical reflection and self evaluation, to
accountability for their own professional activities, and to a
responsi bl e and ethical practice of their profession.

As university teachers, staff need to acquire and devel op

know edge and understandi ng of a wi de range of teachi ng and
assessnment net hods and of the principles which underlie student
| ear ni ng.

They should work to instil in their students a respect for their
discipline and for |earning generally, the need for persona
progress towards conpetence and maturity, and a coomitnent to
maxi m se the opportunities that each graduate will have to
contribute to society.

As schol ars, university teachers need to contribute to their

di sciplines or at least be in touch with current research and
schol arship, and to integrate into their teaching the know edge
and under standi ng which they or others create.

St udent s expect and value their university teachers’ conpetence
in the subject areas they teach; effective comunication of their
knowl edge and experience; interest in and enthusiasmfor their
subj ect; concern and respect for students as persons, and a
commitnent to facilitate | earning for each individual student.

| ndeed, all university teachers have a professiona

responsibility to teach their subjects in such a way that al
students, regardl ess of their background or characteristics, have
an equal opportunity to learn and to denonstrate that | earning,
in accordance with the ainms of the subject. This neans that good
teaching practices vary in relation to:

(a) the context in which particular conponents of the course are
of fered, e.g. co-operative education, clinical teaching,
| aboratory teaching, skills training, or distance educati on;

(b) the disciplines and their particul ar concerns;




(c) the students, e.g. school -leavers, special admn ssion
students, mature-age students, part-tine students, overseas
students, students with disabilities, students from non-
Engl i sh speaki ng backgrounds;

(d) the level and standards commonly agreed to, e.g. first year
under graduat e, Honours, graduate |evel.

However, despite the diversity in effective teaching practice,
there are sone conmon ains and principles. Generally, university
teaching ains to enable students to reach their highest possible
|l evel of learning during their tine of enrolnment, and to prepare
themfor lifelong learning. In practice this neans that staff
collectively are responsi ble for ensuring that the design,
managenment and teaching of their subjects facilitate effective

| earning by their students.

AVCC Gui delines for Effective University Teaching
http://ww. avcc. edu. au/ news/ public_statenents/publications/gleffut.htm

An indication of UNE's dedication to the enhancenent of teaching
and learning is reflected in the University's Teaching and
Learni ng Pl an 2002- 2006 whi ch can be found on the UNE web site
at :

htt p: // pl anni ng. une. edu. au/ UNE/ Pl anni ng/ Str at pl ans/ pl ans/ T&Lpl anv
2003. htm

UNE's Online Teaching Principles will also be a useful reference
to guide effective teaching online. It can be found at
http://ww. une. edu. au/ of f sect/

Effective university teaching

Accordi ng to Ransden (2003: 86) all effective university teachers
possess a simlar set of characteristics. O course, there is no
one best way to teach and particular teaching contexts will call
for different teaching nmethods and approaches. In general,
however, good teachers denonstrate:

o a desire to share their love of the subject with students

o an ability to make the material being taught stinmulating and
i nteresting

) a facility for engaging with students at their |evel of
under st andi ng

o a capacity to explain the material plainly

o a conmtnent to making it absolutely clear what has to be
under stood, at what |evel, and why

o concern and respect for students

o a conmtnent to encouragi ng student independence

) an ability to inprovise and adapt to new demands

o the use of teaching nmethods and academ ¢ tasks that require
students to learn actively, responsibly and cooperatively

o the use of valid assessnment nethods

) a focus on key concepts, and enabling students’ clear

under st andi ng of them rather than covering the ground




) a desire to learn from students and ot her sources about the
ef fects of teaching and how it can be inproved.

G bbs (1992: 10-11) says that it is through appropriate course
desi gn, teaching nmethods and assessnment that deep student

| earning can be fostered. Creating a high quality |earning
environment will stinulate and encourage students to treat their
| earning as a serious and meani ngful experience, rather than a
series of things to get through to get sone nmarks and conplete a
senester.

Bi ggs and Moore (1993: 447-482) suggest that there are key
characteristics within | earning contexts that we should think
about when planning to teach for better |earning. They are:

1. The know edge base - The nore one knows about a topic, and
the better organi sed and nore accessible that know edge is,
t he easier, deeper and nore enjoyable will further |earning
about that topic becone.

How wel | -structured is the know edge base which
is at the heart of what | amteachi ng and what
| am expecting my students to |earn?

How explicit do | make that structure to ny
students through the learning activities and
t he assessnent progran?

2. The notivational context - A well-structured know edge base
isitself a condition for intrinsic notivation. Good
notivation requires that: (a) the task should be val ued by
the learner; and (b) the |l earner may reasonably expect
success.

What notivates my students to |earn?

How do | capitalise upon what notivates them
so that they encounter val uable and successf ul
| earni ng opportunities, that, at the sane tine,
do not misrepresent the discipline or field of
st udy?

3. The nature of interaction with others - Learning is
essentially a social activity. Such interactivity can be
‘vertical’, as in teacher-student interaction, or
“horizontal’, as in student-student interaction. Each kind
of interactivity has its own effects on learning, with the
former enphasi sing deep integration of detail, the latter
el aborati on and netacognitive awareness.

What kinds of interaction do | expect to occur?

How appropriate and desirable for learning is
the interaction that is stinmulated by the

| earning activities and the assessnent program
inthe unit I teach?

4, The nature of learner activity - Learner activity is inplied
in each of the three characteristics above. The key to the
ef fectiveness of any activity is its potential to get
students thinking actively about the task or the concepts
and appl yi ng the know edge so gai ned.

What are the students doing, both physically
and nentally, to engage with the know edge they
encount er through ny teaching?

What am | doing to guide students in howto
think in nore conpl ex and deep ways about the



know edge and its application in a variety of
di fferent situations?

Engage in ongoing discussions about teaching and learning

Teaching is not just about knowi ng the course or unit content and
telling students about it. Teaching is about creating
opportunities for students to learn

Therefore, it is inmportant that you spend tine thinking about and
di scussing the teaching you are expected to do with your
course/unit coordinator, so you have a very good understandi ng of
expectations and possibilities for your teaching and for your
students’ learning. It is a good idea, where possible, to discuss
your teaching on an ongoi ng basis with coordinators or other

col | eagues.

It is also inportant, of course, to discuss teaching and | earning
wi th students. Through student feedback on your teaching and on
their learning, you can gain powerful insights into their

| earni ng needs and how you can best respond to those needs

t hrough your teaching (see ‘Evaluation of your teaching bel ow).

Attributes of a UNE Graduate

Graduate attributes describe the overarching qualities, skills,
know edge and abilities to be devel oped by students during their
studi es in undergraduate prograns at the University.

Attributes of a UNE Graduate

1. Know edge of a Discipline
Graduates will be able to denonstrate comand of a
signi ficant body of know edge of sufficient depth and its
applicati ons.

2. Communi cation Skills

Graduates will be able to communicate effectively.
3. d obal Perspective
Graduates will be able to denonstrate a gl obal perspective
and inter-cultural conpetence in their professional lives.
4. I nformation Literacy
Graduates wi |l have devel oped conpetencies in information
literacy.

5. Li fe-Long Learni ng
Graduates will be prepared for life-long |learning in pursuit
of personal and professional devel opnent.

6. Pr obl em sol vi ng
Graduates will be effective problemsol vers, capable of
applying logical, critical and creative thinking to a range
of probl ens.

7. Soci al Responsibility
Graduates will be commtted to ethical action and soci al
responsibility.

8. Team Wor k
Graduates will be able to work col |l aboratively to achieve
common goal s.

Attributes of a UNE Graduate
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http://ww. une. edu. au/ of f sect/une grad attri butes. htm

Check with your course/unit coordi nator about the nature and
extent of graduate attribute devel opnent integrated into the
teachi ng you have been given to do

A handbook of resources to assist integrating graduate attributes
i nto undergraduate curricula can be found at:

http://ww. une. edu. au/ gamanual / r esour ce_qgui de. pdf

Assessment for learning

Assessnment is an extrenmely inportant part of your teaching, as it
is through the assessnent programthat you nmake judgnments about
your students’ know edge devel opnment. Your judgnents ultinmately
becone student grades.

If students are to | earn desired outconmes in a reasonably
ef fective manner, then the teacher’s fundamental task is to
get students to engage in learning activities that are
likely to result in their achieving those outcones ...It

is helpful to remenber that what the student does is
actually nore inportant in determning what is |earned than
what the teacher does (Shuell 1986: 429).

Bi ggs (1999) argues that it is inportant to nake sure there is a
clear |ink anong | earning objectives, learning activities and
assessnent. He calls this ‘constructive alignment’ which nmeans
al i gni ng objectives, teaching and assessnment with the intention
of fostering a deep approach to | earning.

Ransden’s (2003: 204-205) fourteen rules for better assessnent in
hi gher education provide a useful set of pointers to guide
practice and ensure that assessnment does indeed support [ earning,
whi | e simultaneously neeting university credentialling needs.

1. Li nk assessnent to |earning: focus first on |earning,
second on encouraging effort, and third on gradi ng; assess
during the experience of learning as well as at the end of
it; set tasks that minic realistic problenms whenever
possi ble; reward integration and application

2. Never assess w thout giving comments to students about how
t hey m ght inprove.

3. Learn fromyour students’ mnistakes. Use assessnent to
di scover their misunderstandings, then nodify teaching to
address them

4. Depl oy a variety of assessnent nethods.

Try to get students participating in the assessnment
process, through:

. di scussi ons of appropriate nethods and how t he net hods
relate to the course goals

. joint staff-student design of assessnent questions and
negotiation of criteria for success and failure

. sel f and peer assessnent activities

) of fering students responsi bl e choice anong different
nmet hods.

6. G ve lucid and frequent nessages, both in the assessnent

guestions you set and in your course goals, that
nmenori sati on, reproduction, and imtation will be penalised
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and that success in your courses will only be achieved
t hrough deci si ve denonstrations of understanding.

7. Thi nk about the relation between reporting and feedback;
justify on educational grounds either the separation or the
conbi nation of the diagnostic and summati ve functions of a
particular test, rather than blindly applying an algorithm
such as “ No assessnent for feedback should count for a
mark” or “ Every assessnent should count or students won't
bother with it”.

8. Use mul tiple-choice and other ‘objective tests very
cautiously, preferably in combination with other methods.
When nunbers of students and tine pernit alternative
techni ques (see 6 above), use these.

9. In subjects involving quantitative mani pul ati ons, always
i ncl ude questions requiring explanations in prose (such as
“What does it nmean in this case to say that the standard
deviation is 1.8?") as well as nunerical exanples.

10. Focus on validity (is what you are measuring inportant?)
before reliability (is your test consistent?). Try to avoid
the tenptation to test trifling aspects because they are
easier to neasure than inportant ones.

11. Do everything in your power to | essen the anxiety raised by
assessnents.

12. “ Examinations are form dable even to the best prepared,
for the greatest fool may ask nore than the wi sest nman can
answer ” (Colton). Never set an assignment or exam nation
question you are not ready to answer yourself. Practise the
habit of witing nodel answers to your questions and using
themto hel p students appreciate what you want.

13. Reduce the between-student conpetitive aspects of
assessment whil e simultaneously providing i nducenents to
succeed agai nst a standard (through using assessnents of
group products and deriving standards from several cohorts
of students, for exanple).

14. Be suspicious of the objectivity and accuracy of al
neasures of student ability and consci ous that hunan
judgrment is the nost inportant el enent in every indicator
of achi evenent.

A recent report of an Australian Universities Teaching Comittee
project (Janes, Mclnnis & Devlin 2002) stated that assessnent
shoul d:

That

gui de and encourage effective approaches to | earning

validly and reliably neasure expected | earning outcones, in
particular, the higher order learning that characterises
hi gher educati on

define and protect academ ¢ standards.
report provides practical advice on five current assessnent

i ssues in higher education.

1.
2.

Capturing the potential of online assessnent.

Designing efficient and effective assessnent for |arge
cl asses.

Respondi ng to plagiarismand devel oping policies to foster
academ c honesty.

Usi ng assessnent to guide effective group work.

Recogni sing the needs of students unfamliar with assessnent
practices in Australian higher education.
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The full report of that project can be found at:
http://ww. cshe. uni nel b. edu. au/ assessi ngl ear ni ng

You may be involved in the assessnent program of the unit you are
teaching. It is inportant that you know how UNE vi ews assessnent.

UNE' s Assessment Policy
(http://ww. une. edu. au/ of f sect/assessnent _policy. htm) will
explain answers to the foll ow ng questions:

o How does UNE vi ew assessnent ?

. What ki nds of assessnment tasks are appropriate?
. What is the gradi ng system used at UNE?

. VWhat are ny responsibilities?

. What are the students’ responsibilities?

If the unit you are teaching has an exam nation as part of its
assessnent program you will need to read the Assessnment by

Uni versity Examination Policy and the Exami nations Unit
Procedures available on the Ofice of the Secretariat web site at
http://ww. une. edu. au/ of fsect/policies. htm

Marking

If marking is part of your teaching duties, you should nmake an
appoi ntnment with your unit coordinator to discuss the marking you
are to do.

You shoul d make sure that you are given a copy of:

. Unit Study Quide
o] Unit | earni ng outcomnes
0 Assi gnnment details, including assessment criteria
o} Text books and reading lists

. Resource materials provided to students
. Mar ki ng Qui de

o Answer CGui de

. Ref erenci ng Qui de

. Pl agi ari sm Pol i cy.

It is inportant that your understandi ng of the Assessnent Task,
the Assessnent Criteria, Answer Quide and the Marking Guide

mat ches your unit coordinator’s. Discuss expectations and

under standi ngs with your unit coordinator, and also with other
markers, if possible.

Addi ti onal questions to ask the unit coordi nator:

. How many assignments/exans will | be expected to nmark?

. How long is it estinated that each one will take to mark?
. VWhat turnaround tinme is expected?

. Who do | speak to for advice?

. If there is nore than one nmarker, what noderation processes
will be put in place?
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. How do | submt the marks?

Things to discuss with the unit coordi nator:

o What you both understand about the assignment - what is the
assessnent task asking of the student?

) What you both understand by each of the criteria.

o Expectations of what will constitute evidence in an
assignnent to denobnstrate that a student has net the
criteria.

o What you bot h understand about the marking guide.

) The nature and form of the feedback to provide to students.

Check the procedure for submtting timesheets within the School -
when do they need to be in, who signs them etc.

Plagiarism

UNE Policy on Plagiarism and Improper Conduct

Plagiarismis the intentional or unintentional use of the work of
ot her persons, copying (in whole or in part) the work or data of
ot her persons, or presenting substantial extracts fromwitten,
printed, electronic or other nmedia in a student’s witten, oral,
el ectronic/on-line or group assignnent work without due

acknow edgnent. Pl agiarisminvolves giving the inpression that a
student has thought, witten or produced sonething that has, in
fact, been taken from another. Any act of plagiarismconstitutes
a breach of this policy.

Pl agi ari sm cheating, and falsification of data are di shonest
practices that contravene academ c val ues of respect for

know edge, schol arship and schol ars. These practices deval ue the
quality of learning, both for the individual and for others
enrolled in the unit. The University views with the greatest
concern the action of students who act dishonestly or inproperly
in connection with their acaden ¢ work and i nposes strict
penal ti es on those students who are found to contravene the
University plagiarismpolicy. To avoid plagiarism it is

i nmportant for students to understand how to attri bute the work
and i deas they use to their proper source.

UNE Pol icy on Pl agiarismand | nproper Conduct
http://ww. une. edu. au/ of f sect/pl agi ari sm policy. ht m

It is inportant that teaching staff are aware of the UNE
plagiarismpolicy and are famliar with what to do if plagiarism
i s detected.

Students need to fill in a plagiarism declaration form

The plagiarismdeclaration formthat all students nust sign
before submtting an assignnent can be found at:
http://ww. une. edu. au/ of fsect/ Pl agi ari sm Decl aration Formrtf

Check with your Faculty and School about whether speci al
procedures or practices have been established for the students
you teach.
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If you detect plagiarism

If you do detect plagiarism you should notify the unit and
course coordi nator and/or your Head of School, who wll
coordi nate the investigation.

Teach to inform students about plagiarism

Many i nstances of plagiarismoccur because students are

unfam liar with what constitutes plagiarismor do not know how to
avoi d pl agi arising another scholar’s work. It is inportant that
strategi es for devel opi ng under st andi ngs about plagiarism and
how to reference and use other scholars’ work should be nmade
explicit to students as part of regular teaching and | earning
activities.

Evaluation of your teaching

Al'l good university teachers, whether full-tinme or part-tine,
review their teaching regularly. They reflect upon their teaching
practices and their students’ |earning outcones with the ainms of

| earni ng from experi ences and enhancing both the quality of their
teaghing and the | earning opportunities they provide for their
students.

It is inportant that you collect evaluative data about your
teaching, even if you have casual or part-time teaching duties.
This means that it is inportant to plan early.

UNE runs a standard col |l ection of student feedback schene as well
as providing assistance with planning a whol e eval uati on program
that woul d include the gathering of both informal and fornal

eval uati on data and the making of plans to review, reflect and
take action to enhance teaching and | earning.

The standard feedback schenme uses two survey instruments for the
col l ection of evaluation data: the Student Feedback on Unit and
Lecturer/ Teachi ng Performance surveys. Heads of School and unit
coordi nators | ook after ordering the Student Feedback on Unit
guestionnaires, but you as an individual can nom nate to have
your students give formal feedback on your teaching performance
usi ng the Lecturer/Teachi ng Performance survey.

CGo to http://ww. une. edu. au/tlc/evaluation/ to find out about the
processes and procedures invol ved.

The formal feedback gained through these surveys is only one type
of data you can draw upon to informyour teaching. O her fornms of
eval uative data include:

. f eedback from col | eagues
. your own reflection upon your actions

. consi deration of your teaching approaches and practices in
the light of published research and other literature on
teachi ng and | earning

. your students’ |earning outcones.

If you would like assistance with planning your own eval uation
program hel p can be sought through the Teachi ng and Lear ni ng
Centre (see http://ww. une. edu.au/tlc/evaluation/).
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Section 4: Support Services and Professional
Development

Teaching and Learning Centre (TLC)

http://ww. une. edu. au/tl c/

The Teaching and Learning Centre pronotes a culture of excellence
in teaching and | earning at the University of New England. The
Centre provides services to staff and students directed at

mai ntaining UNE as a | eader in distance education and in flexible
approaches to teaching and | earni ng.

The TLC s responsibilities include:

o the design and devel opnent of a variety of print, online and
mul timedia learning materials

o a wor kshop programon a variety of teaching and | earning topics
for academ c staff, whether part-tine, casual or full-time (see
http://ww. une. edu. au/tlc/tinmetable. htm

) the Graduate Certificate in H gher Education, an accredited
course for university teachers (see
http://ww. une. edu. au/tl c/gche. htm

) adm ni stration of WebCT and provision of advice and gui dance
for staff menbers teaching online using WebCT

) provi sion of direct organisational support for the distance
educati on operations including:

o] t he packagi ng and despatch of learning materials to off-
canpus students

o] recei pt of assignments from of f-canpus students
o] timetabling of residential schools.

Academic Skills Office (ASO)

http://ww. une. edu. au/tl c/ asol/

The Academic Skills O fice provides support to students on a
variety of academic topics. You may want to refer students with
particul ar | earning needs to the ASO or contact the ASO mentor in
your Faculty for advice about teaching and | earni ng academ c
skills. The ASO web site is an extrenely useful site for both
sLudents and teachers. Information and gui dance can be found
about :

) Study skills

o Acadenmic witing
o Academ c readi ng
) Oral presentations.

Al'so on the web site you will find

o a series of Fact Sheets dealing with a variety of study
skills and academc witing topics

o i nformati on about courses, workshops and learning materials
for students, including the tUNEup University Preparation

16



Course and nmaterials and i nfornmati on about the |unch tine
Academi ¢ Skills Wrkshops

. t he UNE Referencing Guide which sets out the basic
principles of the author-date (Harvard) referencing.

As well, the ASO runs wor kshops and courses for students on a
variety of academic |earning topics and even provides a one-to-
one consul tancy servi ce.

Organisational Development Unit (ODU)

http://ww. une. edu. au/ od/

The Organi sational Devel opnent Unit is part of the Human Resource
Services Directorate, located on the top floor of the TC Lanble
building. ODU s role is to support the work of the University by
t he ongoi ng devel opnent, inplenentation and nonitoring of
policies, strategies and procedures to assist individuals, teans
and work units to effectively and efficiently performtheir work.

The ODU conducts a workshop programon a wi de variety of topics
for both academ c and general staff. Their workshop program can
be found at: http://ww.une. edu. au/ od/ cal endar_4. ht m

UNE Equity Office

http://ww. une. edu. au/ eeo/ equi ty/ wel cone. ht m

The Equity O fice provides advice, assistance and training to
managenent, staff and students of the University in an integrated
approach to equity issues. The work of the Equity Ofice

i ncl udes:

. policy devel opnent, coordination and inplenentation, and
noni tori ng and eval uati on of progress

. training and devel opnment in the areas of cultural diversity,
antiraci smstrategies, conflict resolution and nediation,
and strategies to elimnate harassing and discrininatory
attitudes and behavi our

) provi si on of educational and pronotional materials

. managenent and support of the Equal Opportunity Advisers
team and the Disability Contact People group

. facilitation of effective conplaint handling and resol ution
of conplaints

. provision of disability services and advice to students with
speci al needs

. elimnation of inpedinments to students’ equitable access to
the services and resources of the University

. provi sion of advice on affirmative action initiatives.

The UNE Equity Pl an 2003-2005 can be found at
http://ww. une. edu. au/ eeo/ accessequi ty/ equi typl an2002. ht ni
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