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The Role of the Tutor 

Facilitate and teach the modules 
Mark the assignments promptly

To feedback initial marks and comments on essay submissions to students

Keep in touch with students – support those who are struggling 

To record attendance and return attendance record 

Quality Assurance in Higher Education 

The Role of the Convener

To co-ordinate the local delivery of the course, 

To create a learning community

To provide continuity for the participants 

To be a first point of call for Tutors

To ensure the prompt marking and return of assignments, 

To liaise with the School for Ministry.

To monitor the book box and ensure resources are shared.
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Assignment Process Checklist

On beginning a Module:

· Check who will take it as a credit module (always 10 credits at Level 1 on the forms) – i.e. be doing an assignment

· Handout Module Registration forms for participants to fill in and return with their assignments

· Handout Assignment Cover Sheets for participants to fill in with their assignment

· Advise participants on choice of assignment if necessary

· Ask for draft versions of an assignment if you think this will be important

· Make sure participants keep a spare copy of the assignment (not the original) 

On receiving assignments 

· Agree process of marking between Tutor, Convener and Head of School for Ministry when appropriate.

· Mark the assignments as per the above guidelines (remember pen not pencil) 

· “Lampeter” Tutor (often, but not always the Convener) to sign the assignment cover sheet with the mark

· Indicate the area of the mark to the participants, with comments where possible - but note moderation process to be completed, and all marks at this stage are provisional.
· Ensure all paperwork is in order i.e module registration form and assignment coversheets accompany any assignments submitted and all are signed by the student.

On completing the Module

· Fill in the mark sheet with all marks and comments on the overall group (Lampeter participants only) 

· Send Mark sheet and all assignments (originals) with Cover sheets and module registration forms to Claire, at Church House, by Recorded Delivery 
· Note marks and effort grades etc. on Class Register (everyone) – send one copy to Claire with the above
· Send back participant’s review forms with all of the above

On the completion of Moderation 
· Assignments will be returned to Lampeter tutors by Recorded Delivery for distribution in the group (anonymously of course - but at the end of the year may be directly to participants). 
Moderator’s comments sheets will accompany the assignments

· Frequently Asked Questions.
Can I deviate from the material?
The most prescriptive element of the module is the aim for each module and each session. Each session is set within the context of the learning outcomes for the overall module.  Delivering those is what the course is all about. We do need to honour the preparation by participants and draw on it. In designing the sessions we aim to move the group round the learning cycle (Do – Look – Think – Respond) or include a variety of exercises to suit different learning styles so it is very important to work through to the final reflections of the session – and finish within 5 minutes of the agreed time.  However, sometimes more time is valuably spent on one aspect of the session, especially when the whole group is energised rather than 2 or 3 members, and then you need to know your plan well enough to cut some material so as to arrive at the final reflection in good time. Beware however of always cutting experiential exercises and satisfying only those who enjoy talking heads or who prefer to leave group working to the few (see later on learning styles).  
However, as we engage Module Tutors we realise that often they have expertise in specific areas. In that case you may want from time to time to teach on a particular topic with some specific input that is not in the handbook and this is to be expected. There is freedom within the timings, and emphasis placed upon the material to be delivered.

All those submitting assignments to Lampeter will need to be sure that the Learning Outcomes for the module have been met, and that they have engaged with the material that will allow them to answer the question set!

What Educational Approach is Adopted?


There will be new experiences and new knowledge for everyone on this course but what brings new learning, which is really well digested, is reflection and practice.  Each group session has reflection time and sometimes you’ll need to ask the group to ‘not talk’, say for two or more minutes so as to allow more reflection.  Between session reflections can be the most valuable and welcoming - so any sharing at the next meeting can be vital.  Most course members will already be practising some form of discipleship and/or ministry and each week they can practice being a participatory group member.  After a while encourage course members to lead worship, make a prepared contribution and lead part of a session as their confidence allows.  We ourselves model this way of learning.  Our role is to provide a medium within which the Holy Spirit may connect in and between us.

What values do we steer by?

We try to work for a community of people with different gifts and functions all of equal value, most having times when they exercise leadership and times of being followers.  There is no pecking order or hierarchy among the people that we serve in training. We are about discipleship and ministry, but not just about the servicing of what we do in the Church. Although the course has a strong element of vocation and discernment we are not in the business of pushing people to ‘specified ministries’ and need to be aware of the opportunities to affirm them in their daily life and call as often as we can. God is always ahead of us celebrating and transforming His world.  We need to help our groups keep a Kingdom focus entering more and more into engagement with our society, our community, their workplaces, people of other faiths and of those who have forgotten God.

What about group disagreements?

Building the group is a delicate business, but gives firm foundations for a community of learning.  Group members come from different church traditions and tutors need to help different views and perspectives to be expressed.  A key question is ‘In what way is it part of the Gospel?’  It is right that there be loose ends and acceptance of living with disagreements.  A word of caution is that occasionally members may try to impose their view(s) with utter conviction that there is no other Christian view.  On a one to one basis or in the group you have to counter that as going against the contract (formed in week one) - otherwise it deprives the group of gospel openness and acceptance. 
Levels and Assessment

What follows is adapted from the University of Wales, Lampeter’s (UWL) material for tutors. It should be read in conjunction with the Participant’s Manual which you should become familiar with as this explains everything else that is required of participants outside of the module handbooks. Because we have designed each module handbook with its assignments ourselves in partnership with the University, tutors do not need to concern themselves so much with this aspect of the course. What is important to understand is the educational level the course is being delivered at – because this is the level you will be assessing the participants at when marking assignments. An explanation follows: 

(For the purposes of this document please note that the “Course Director” is Stuart Burns, Head of School for Ministry, Leicester Diocese.)

Higher Education Levels

Levels are a useful tool for indicating what point a student has reached on the way to a Bachelor’s degree. There are 4 undergraduate levels which are differentiated by the amount of knowledge, understanding and skills expected of a student prior to entering Higher Education, and in their 1st, 2nd or 3rd year of full time study. The levels are differentiated by the depth of knowledge to be imparted and absorbed, and the degree of independence which the student exhibits in the evaluation and presentation of the material.

Tutors need to be aware of the level at which a course is being taught to ensure that the content, method of delivery and assessment permit the student to achieve that level. For students, it is helpful if they know what is expected from them in terms of the acquisition and demonstration of knowledge and skills. Assessed work should be marked and moderated according to these levels.

The following explanation of Level 1 learning has been devised for OLT (Open Learning Theology) partners and is based upon that presented by the QAA in their Framework for Higher Education Qualifications (January 2001). It is specifically related to the teaching of Theology and Religious Studies and should be broad enough to encompass the wide range of topics studied with OLT. 

Level One (Certificate)

Students will display the following:

Knowledge and Understanding
· A broad and general knowledge and understanding of the subject of the module with some ability to identify different approaches and interpretations. 

· An appreciation of theological, ethical, historical, cultural or spiritual contexts of the topic.

· An understanding of basic terminology.

Evaluative and other Skills 

· Some independence forming opinions;

· An ability to distinguish between fact and opinion;

· An ability to make appropriate choices from primary and/or secondary sources;

· An ability to consider aspects of personal faith objectively.

· Empathy and respect for other traditions.

· The organisation of material into a coherent sequence, whether in writing or in speech.

· Use evidence appropriately to support conclusions

· Present written material in a suitable format, with references and bibliography where necessary.

Marking Assessed Work

Tutors should mark work promptly. They should bear in mind the learning outcomes of the module, and those of the appropriate HE level when assessing student achievement. Annotations may be made on the text of the piece of work submitted, especially to correct spelling and minor errors; however, formal and substantial feedback must be given on the Assignment Cover Sheet. The comments there should relate directly to the learning outcomes for the level at which the work is assessed and be presented in such a way as to explain to the student why they achieved the given mark. Criticism should be constructive and students should be given guidance to improve their performance in the future. 

Think of assignment comments as an ongoing conversation with the course participant. In our returns from UWL we have been consistently congratulated on the fullness and encouragement of the comments made. 

When a tutor has marked work from the whole group, they should fill in a mark sheet for the group and add their perceptions of the performance of the students in class and in the assignment(s). The assessed work with the cover sheets and the mark sheet should be sent to the Course Director to be forwarded to OLT for moderation. Marks and feedback can be given to the students as soon as the material is locally marked, on the understanding that they any marks received are unofficial, and unmoderated, and may be subject to change before being finally awarded.

Unsatisfactory Work

A student whose work is deemed unsatisfactory or inadequate, according to the assessment criteria and learning outcomes of the module, will be awarded a grade in the Fail category. Such a mark may also result from failure to submit work on the agreed deadline. 

Students may resubmit the failed assignment, but in such cases the maximum mark they can be awarded is 40%. 

A student, with the consent of the Course Director, may choose not to resubmit, but they should be made aware that this will affect their overall mark for the programme and that it will be recorded on their transcript. A maximum of 2 failed modules may be carried by a student in any programme. 

Students who have failed 2 modules should have their progress and ability to proceed reviewed by the Course Director in discussion with the student and relevant tutors. A written report of how they can improve their performance should be presented to them and forwarded to OLT. Such a report should identify areas of weakness and any special difficulties; it should make constructive recommendations for improvement to which the student should assent; it should give a date by which such improvements should be discernable. Course Directors may ask a student to withdraw from a programme because of unsatisfactory progress; this should be done in consultation with the Director of OLT to ensure that UWL's procedure in such cases is fully adhered to.

Note

It is not acceptable for students to resubmit an essay which was awarded a grade in the Pass category in order to increase their overall percentage. Re-submission is only permitted for work in the Fail category.
The Moderation of Marking

Because numbers of students in each local centre are likely to be quite small, we ask that all assignments are sent to the Head of School for Ministry for an internal moderation. We will then send the assignments to Lampeter as and when they are required.

A proportion of a group's assessed work is sent to OLT for moderation; the Director of OLT will indicate how many essays will be moderated from each module. When only a proportion of assessed work is sent for moderation, the entire Assignment Cover Sheet should accompany the work to be moderated and the pink page of the Cover Sheets for those not sent. In every case, a copy of the mark sheet with the tutor's comments should accompany the work.

At Level 1, moderation is carried out by a subject specialist in TRS, who is asked to check the following:

· That the tutor's comments relate to the learning outcomes of the module

· That the tutor has applied the mark scheme consistently and fairly

· That the feedback given to the student is appropriate.

A Moderator has the right to alter a mark if it is thought necessary, and it is the moderator's mark which will be recorded. The moderator is asked to sign the Assignment Cover Sheet of each piece of work submitted for moderation and state the agreed mark. Moderators are asked to comment upon the tutor's marking on a separate typed sheet.

For internal moderation marks that are adjusted by 2-3% will be at the discretion of the Head of School for Ministry. Marks that move further than this, will be done by agreement with the tutor concerned.
Because of the large volume of assessed work from OLT partners the following guidelines state the proportion of assessed work that needs to be sent for moderation:

At Level 1

A Tutor teaching an OLT module for the first time will need to send all pieces of assessed work for moderation. If no problems are highlighted, then for subsequent modules the tutor will need to send us the Cover Sheets and original copies of 25% of the assessed work. This should include the highest mark, the lowest mark, one in the band 50-59% and one in the band 60-69%. 

The Director of OLT will usually inform the tutor, through the Course Director, that in future only 25% of assessed work needs to be submitted for moderation; however, if the Moderator raises any concerns, then the Director may ask that all the work for the next module to be taught by that tutor is also sent for moderation.

After Moderation

OLT records the mark on the students' electronic record and places one copy of the Cover Sheet in the students' files. Photocopies of a representative amount of the work sent in (approx 25%) may also be kept. These are placed in the relevant student's file.

All essays will be returned to the Course Director by recorded delivery for distribution to students. Students must keep all their work in a secure place until they receive their final award. 

Mark Scheme

Tutors may only use these mark schemes. The grade should be determined in conjunction with the appropriate Level Descriptor (see above) and the module's Learning Outcomes (found at the beginning of each module handbook).

The piece of work submitted will demonstrate the following characteristics, but not necessarily all of them:

	Mark
	Description

	70% +
	acute and relevant focus on the task set; excellent awareness of the wider philosophical dimensions of the subject; ability to understand and solve problems; cogent and structured argument; analytical and critical appreciation; subtle and perceptive analysis; wide and thorough reading; subtlety and or originality; fluent writing and clarity of expression; presentation to a high scholarly standard; an argument which is fully documented and well referenced. 

	60-69%
	sound focus on the task set; sound awareness of the wider philosophical dimensions of the subject; ability to understand and solve problems; thoughtful analysis; well developed and structured argument; wide coverage; thorough reading and preparation; coherent writing; clear and careful presentation which is well documented and referenced; some originality and/or critical appreciation of the subject. 

	50-59%
	focus on the task set; adequate ability to identify and solve problems; some awareness of the wider philosophical dimensions of the subject; measure of analysis; reasonable, but not always complete, answer to the question; solid level of argument, though not always relevant; range of reading; satisfactory written style; sound presentation, with limited use of examples or references; some attempt at originality or critical appreciation of the subject. 

	40-49%
	descriptive work; discernible focus on the task set; some attempt at identifying and solving problems; an argument which lacks structure and/or relevance; limited range of reading; some references and examples; need for attention to writing and presentation.


	Below 39%
	A fail is an unacceptable and unsatisfactory answer characterised by the following: little or no focus on the task set which may be extremely brief; lack of ability to identify and solve problems; poor knowledge and understanding of the subject; no or hardly any references or examples; insufficient reading; bad presentation (sometimes making the answer barely intelligible).

Within the Fail category, the following bands will apply:                                

35-39% Marginal fail (some positive features but not sufficient to pass)

16-34% Poor fail (for limited work)

0-15% Comprehensive fail, including work of a minimal nature; no answer for a written examination, or late or non submission of assessed essays (for which a mark of 0% should be awarded); plagiarised work (for which a mark of 0% should be awarded)


 Professional Development

All OLT tutors are encouraged to further their own academic and professional expertise through the opportunities for study and training provided by UWL, OLT and their partner organisation.

In addition to attending events to enhance your teaching, many OLT tutors embark upon distance learning graduate and post-graduate studies in Theology and Religious Studies with UWL. Details of taught and research programmes can be obtained from the appropriate Office at UWL or on the TRS website (www.lamp.ac.uk/trs). We strongly encourage this and make available bursaries to help with tuition fees. 

Access to the Athens journal service is available to Lampeter Tutors on application. Please contact the Course Director for details.

Applying for a Bursary 

Once you have been accepted onto a course offered by TRS, you may apply for a bursary. The amount of the bursary is dependent upon the number of credits earned by students whom you have taught in the previous academic year. A tutor may make only one application in any academic year.

Applications, in writing, should be sent to the appropriate Administrator at TRS, and should include the following details:

1. your name and address

2. UWL Student Number (if known)

3. The name of the OLT Partner for whom you teach

4. The title, level and credit rating of each module taught in the previous academic year.

5. The degree for which you are registered

The Department asks that applications are made by the following dates:1st October, 1st January, 1st April. You will be informed of the decision in writing and the invoice for fees will take account of the reduction.

Course Directors may also apply for bursaries by following the same procedures.

Note

If the organisation for which you teach has only recently entered into partnership with OLT and you taught on the programme in the previous year, the Department may consider awarding a discretionary bursary. You need to send us the information requested above and same deadlines apply.

Your Status as an OLT Tutor

We often find that many tutors are unsure how to describe the work they do on OLT programmes on their CV's and applications and as a guide we suggest the following: 

that you teach for your partner organisation on undergraduate programmes accredited by the University of Wales Lampeter through Open Learning Theology.

OLT Administration

In order to keep accurate records of students' progression on their programme we need to ask that Course Directors, tutors and students provide us with certain information at different stages of the year. A series of specially designed forms have been prepared to ensure that we receive the consistent and accurate information about all our students. We ask that Course Directors and tutors familiarise themselves with these forms, make time to complete them fully and send them to OLT promptly. The following is a guide to these forms. 

1. Module Registration Form

All students must complete this form when they begin a new module. This may be most efficiently done at the first class – but at the very latest by the third. OLT uses this form to keep an electronic and paper record of what a student has studied. Marks received for assessed work can only be recorded once this information has been put into the computer records system. 

2. Assignment Cover Sheet

This form must accompany all work submitted for assessment. Students must complete the information in the first box and sign to confirm that this is their own work. Tutors should comment fully on the piece of work, mark and sign it It is important that this form is completed using a ball point pen, or similar.

3. Application for Library Card

This should be completed by all students who wish to access UWL libraries or to make use of the UK Libraries Plus scheme. It must be accompanied by a passport sized photograph; students should print their name on the back.

4. UK Libraries Plus Registration Form

This form should be submitted at the same time as the Application for Library Card form to OLT. Course Directors are asked to send in applications in batches rather than individual submissions by students.

5. UWL Students' Union Application Form

These should be sent directly to the President of the Students' Union at UWL and be accompanied by a passport sized photograph. 

6. Withdrawal from Study Programme

This must be completed by all students who withdraw from a programme or who defer for longer than 1 term. It is used by various departments in UWL to amend their records and forms part of the statistical returns required by government agencies.

7. Class Register

Tutors should keep a record of attendance at their classes, and may use this form for that purpose. It should be sent to OLT with the marked assignments.

8. Mark Sheet

Tutors are asked to send in this mark sheet for their class with the marked assignments and the Class Register. They also comment here upon the running of the module and the overall performance of the students. Course Directors may wish to keep copies for their records.

A ‘Tutor resource’ area is available on the Diocesan Web site. This contains electronic versions of all modules, and any supporting articles / resources that are available. If you have anything that you would like to submit to this area please send it to � HYPERLINK "mailto:stuart.burns@leccofe.org" ��stuart.burns@leccofe.org� 





The area is password protected for copyright reasons.





� HYPERLINK "http://www.leicester.anglican.org/diocesan-info/subsite/school-for-ministry.aspx" ��http://www.leicester.anglican.org/diocesan-info/subsite/school-for-ministry.aspx�





Take CCD Tutor Resources from the left hand menu.





The password for 2009-10 is 
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