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Welcome to the University of Edinburgh Business School (UEBS) Teaching Assistant Handbook. We are so pleased that you have agreed to work with us, in a teaching and learning capacity, to enhance the student experience. Your contribution is invaluable and you provide a vital function within our curriculum. 

You will be facilitating tutorials/seminars/workshops, and support and undertake assessment across a range of our UG and PGT Programmes, and have direct contact with our students, whether in-person or digitally. You will be guided and supported by specific course organisers and course secretaries to deliver a range of subject-specific content and activities.

This handbook provides key information and guidance on your role and responsibilities, and also the support mechanisms that are in place to help you as a Teaching Assistant. This handbook is designed to supplement the training and development opportunities offered by UEBS throughout the academic year, along with important documentation such as offer letters, payment guidance and employment contracts.

We look forward to working with you over the coming year.


Mary

Professor Mary Brennan BE (Ag and Food), MSc, PhD,
Director of UG Programmes, Acting Deputy Dean and Chair of Food Marketing and Society,
University of Edinburgh Business School
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[bookmark: _Toc70686771]Teaching and Learning
The Teaching Assistant’s (TA) role is to stimulate discussion and debate amongst small groups of students on course topics. This is in order to further students’ understanding of key course topics and assisting them in drawing key learning points out of course materials.

The basic aims include:
· deepening knowledge,
· problem solving,
· facilitating open-ended exploration of themes and issues,
· developing skills in argumentation and communication.

(Full details of the TA’s roles and responsibilities can be found in the job description – appendix 1.)

Small group teaching (in person or digitally) can be challenging but also especially rewarding, particularly when students respond to enthusiastic and supportive tutors. There are many resources designed to support tutors in these sort of settings. However, we would strongly encourage you to read the Hackathorn et al. (2011) article: Learning by Doing: An Empirical Study of Active Teaching Techniques: https://pdfs.semanticscholar.org/e85e/6afc1ab9e16154b19d974e6012425169282b.pdf 

You’ll also find loads of useful ideas for seminar facilitation in these resources:
· The University’s Institute for Academic Development 
· Fry, H., Ketteridge, S. & Marshall, S., (2009). A handbook for teaching & learning in higher education: Enhancing academic practice, 3rd edition, London: Routledge. Available: https://discovered.ed.ac.uk/primo-explore/fulldisplay?docid=44UOE_ALMA51147570520002466&context=L&vid=44UOE_VU2&search_scope=default_scope&isFrbr=true&tab=default_tab&lang=en_US, 
· Mills, D., & Alexander, P. (2013) Small group teaching: A toolkit for learning. Higher Education Academy: York. Available: https://www.heacademy.ac.uk/system/files/resources/small_group_teaching_1.pdf, 

Another element of the tutors’ role involves developing an ethic of care for students, getting to know them as people, supporting their development as scholars, and helping them sensitively to negotiate what might be potentially controversial issues. 

Useful resources for these aspects of the role include:
· Chory, R.M. & Offstein, E.H., (2017) “Your Professor Will Know You as a Person” Evaluating and Rethinking the Relational Boundaries Between Faculty and Students. Journal of management education. Available: https://doi.org/10.1177/1052562916647986, 
· Hawk, T.F., (2017) Getting to Know Your Students and an Educational Ethic of Care. Journal of Management Education. Available: https://doi.org/10.1177/1052562917716488, 
· Hawk, T.F. & Lyons, P.R., (2008) Please don't give up on me: When faculty fail to care. Journal of management education. Available: https://doi.org/10.1177/1052562908314194, 

[bookmark: _Toc70686772]Hybrid Learning
With your safety and that of our students paramount, we have, in response to ongoing Scottish Government restrictions, and drawing on the best available teaching and learning evidence and practice, developed a Hybrid approach for Teaching and Learning. This will be used throughout the Business School in 20/21 and involves a flexible blend of digital learning complemented with some in-person teaching on-campus – where physical distancing requirements allow. Our Hybrid model is agile to allow us to respond quickly and responsively as the crisis evolves and requires all of us (staff and students alike) to pull together, and engage positively, to ensure we all have the best teaching and learning experience possible.

Virtual Learning Environment (VLE) - Learn
For a number of years, the University of Edinburgh has been using a Virtual Learning Environment (VLE) known as Learn. This is the platform by which all students receive their programme and course information and learning material, and it now continues to be the main media by which they will receive their learning content and by which you will access the seminar/tutorial/workshop activities for each week: 
https://www.ed.ac.uk/information-services/learning-technology/virtual-environments/learn

[bookmark: _GoBack]For more information on how to use Learn and its associated features, please visit: https://www.ed.ac.uk/information-services/help-consultancy/is-skills/digital-tools-remote-working/guidance-students-online-learning-tools

SCQF credits and learning hours
Please note that each 20-credit course requires 200 notional learning hours. This typically equates to: 
· 10-20% (20-40 hours) – Lecturer or TA-led
· 80-90% (160-180 hours) - Student independent study
In Learn, students will receive a variety of learning engagement opportunities, broken down as follows:
Lecturer or TA-led

Digital Lectures
All lectures, and lecture-type content, will be pre-recorded and delivered digitally. Course organisers are designing a wide variety of ‘lecture-type’ materials to engage the students. These will include:
· ‘Bitesize’ video content
Cognitive science research tells us that breaking content into logical segments makes the information easier to process, learn, and remember. Therefore, in most courses students will receive ‘bite-size’ pre-recorded videos of 15-20 minutes where a lecturer will talk through various Microsoft PowerPoint slides on a particular topic. There would typically be 2-3 of these videos per course in a week’s content for them to watch….but this will vary depending on the course and the year. 

On some courses where there is significant practical content, such as some accounting courses, lecturers may provide additional pre-recorded videos, making use of a Visualiser. This allows lecturers to show students how practical problems incorporating calculations are solved, a technique that many students will already be familiar with as it is often used in on-campus lecture delivery. This technique may also be used in some live sessions.

· ‘Learning Objects’
Students may also receive what is known as ‘learning objects’. This is content created by lecturers which is interactive to a certain extent – in that you are able to click on some of the content and read it whenever you choose. You will find an example of this below:
https://xerte.cahss.ed.ac.uk/play.php?template_id=1046

Supplemented Faculty Curated Resources
The topics covered in the videos and learning objects will be supplemented with guided links to read practical problem sets, corporate and regulatory bodies’ websites, journal articles, chapters of books, and periodicals from the university’s extensive online library database. They will also be signposted to additional resources such as external videos and media, and news sites.
Tutorials, Seminars, Workshops, and Discussion Groups
There should also be digital live or synchronous teaching (possibly described as tutorials, seminars, and workshops) either in-person or through Blackboard Collaborate or Microsoft Teams (maybe Zoom – but this will not be the norm), and not live or asynchronous activity through Discussion Boards within Learn, across all courses.

Synchronous (Live)
This means live classes (tutorials/seminars/workshops) whether digital (Blackboard Collaborate or Microsoft Teams) or in-person on-campus. This may be 1 or 2 hours per week depending on the course.

· Blackboard Collaborate will be the main platform by which you will engage live synchronous interaction with your students digitally. Within these synchronous sessions, you should encourage your students to interact through the chat facility, by using the audio and video, the Whiteboard function, and also through the break out room facility where you can split students into smaller groups to evaluate particular issues to then feed back to the main group. We are taking account of students who may well be joining us from different time zones in the timetabling of these sessions.
· In-person, for those present in Edinburgh, and subject to Scottish Government guidelines and restrictions, as well as university buildings capacity and health and safety guidance, there may well be the opportunity for some in-person classes. These will follow the same format as the digital Collaborate sessions. In order to accommodate the number of small group on-campus teaching within the Business School we have had to extend the working day from 9.00am until 8.00pm, and you may be required to teach at any point within these times.
For example: Global Challenges for Business, the compulsory Year 1 course, will be prioritised for in-person on-campus delivery, and will be available for those students who are in Edinburgh and who are able to attend in-person. These sessions will be restricted to a maximum of 9 students per session.

Asynchronous (Not live)
Usually delivered through Learn’s Discussion Board. For example, Course Organisers will create ‘threads’ based on topic areas covered each week, perhaps identifying particular discussion points and invite you to post comments on those points or collate the responses of the students on a weekly basis. 

For many of you, digital teaching will be the ‘new normal’, and this can be a daunting prospect if you are not familiar with it. The following information will help to guide you in how to think about engaging your students in the digital environment.

[bookmark: _Toc41376747][bookmark: _Toc70686773]Building an online community
The notion of community is so important to learning, and online supported collaborative learning, in particular (Abedin et al. 2010). The importance of social presence, as part of the community of enquiry, should not be under-estimated and is “the ability of participants to identify with the community (e.g., course of study), communicate purposefully in a trusting environment, and develop inter-personal relationships by way of projecting their individual personalities” (Garrison et al. 2000: 154). Social presence leads to an increase in academic, social and institutional integration and results in increased persistence and course completion (Rourke et al. 2001).

We are using a motivational model called the FISH! philosophy (Lundin, Paul & Christensen, 1998; 2000), which was adapted and applied to the online environment. Basically, some training consultants went to get lunch at a Fishmarket in Seattle, USA, and found a group of employees having a great time doing their jobs. They created an energy around their work and people would just go into the market to feed off this as well as the fish. From this, the consultants developed a model for enhancing motivation within organisations, and it has proved successful in many businesses. Instead of using it to motivate staff, it can be used to motivate students within the digital learning environment. The model has four key principles:

1. Be there
As a TA this sounds obvious, but maintaining an online presence is particularly important within the online environment. Students want to know you are there – in terms of designing and managing the learning materials, providing subject knowledge and expertise, and encouraging active learning. An introductory email to all your allocated students when you start teaching where you introduce yourself and set out how the course will be run is a great start. Then consider emailing every week to alert students to the new topic. 

Using the Discussion Board within Learn is an excellent forum for students to able to communicate with you and each other. It is best to be clear and consistent about when you will be active and responsive to posts – these are like your online office hours. Do not use the discussion board if you do not feel you will able to be an active participant within it. Students can use it on their own but they usually do not use it for long without regular facilitator input; and no discussion board is better than saying it will be used and then not being able to maintain the regular communication. But this does not need to be onerous. Post at the start of the week with an introduction to the topic and then do not respond until the end of the week. Do not respond to all posts as this can take ages and you might be repeating yourself, and students will only read the response post that relates to their question. Collate the key themes that emerge and do a general post that addresses all the questions/comments etc. This is a far more efficient use of time and allows you to manage the student - tutor interface more effectively, rather than being inundated with emails.

2. Play
The online environment can be quite intimidating, and interacting within it even more so. Try to use humour and informality in your interactions. Always start BB Collaborate sessions with an opportunity for students to just ‘chat’ and get settled – as you would do within a face-to-face seminar. Ask them how they are…how their week has been etc. Once settled, facilitate discussion that initially is not that challenging, so students are encouraged to participate. The best way to do this is by asking questions which are immediately relatable to the students themselves…popular culture, film, TV, social media, songs etc rather than abstract concepts they may not have any experience of. Once their confidence grows then you can be more directive and delve deeper into their seminar preparation and check for analysis and evaluation. 

3. Make their day
Whether in BB Collaborate or the discussion board, use salutations and phatics to share feelings and establish a mood of sociability. Refer to students by name as this has an enormous impact on cognitive, affective and behavioural learning. Also use inclusive pronouns such as we, us, our, group as this connotes feelings of closeness and association which help to stimulate a sense of belonging. Also provide praise and recognition and only constructive criticism. Asking inclusive questions can help to demonstrate their own expertise “do we have anyone here who has experience of xyz who could make a comment?” “has anyone read anything this week that made them question xyz? Could you share?” 

4. Choose your attitude
Digital learning is often still treated as the poor relation to face-to-face delivery. However, when delivering online it is crucial that you do not allow your delivery preference to colour the student experience. Your attitude toward the students within the digital medium needs to be positive and inclusive. Students need to know that you are ‘with them’ and appreciate the potential challenges that digital learning can present, but that you and they are going to collaborate together to make it a positive experience. Do not dwell on the negatives, but rather the positives of this environment. Artino and Stephens (2009) found that higher levels of self-efficacy and belief that a course had value positively related to performance in digital learning, and your role is to help students to see that value. There is plenty of evidence which suggests that the digital learning environment is equal if not superior to face-to-face (Fallah & UBell, 2000; del Valle & Duffy, 2009; Shachar & Neuman, 2010; Yen et al. 2018; Pei & Wu, 2019), and it is important that students and staff are aware of this. 

[bookmark: _Toc70686774]Assessment Marking
You will be required to undertake assessment marking for the courses you are working on. These can take a variety of forms and may include individual essays, group presentations, examinations, reflective journals, etc. Most assessments will be summative, however, there also may be some that are formative.

It is important that assessments are marked and returned to students within 15 working days (3 weeks). Assessments will be initially marked by yourselves, with guidance from your course organiser, and then there will be a moderation process, before the assessments are returned. 

Effective feedback on assessments is vital. Feedback should be constructively critical and immediately useful for the student’s development.  It should also be closely linked to the marking criteria and rubric associated with the course. Good practice is to start with a positive comment, offer some critical advice about where to improve, and finish on a positive note. For example, you can open your comments by clearly linking your comments to rubric by saying ‘This is a satisfactory/ good/ very good essay’. Subsequent comments should include phrases from the rubric. This practice helps make assessment more transparent and helpful for the student, as they can clearly see where they are on the grade-related criteria. Poor marking practice includes making critical comments or negative marks on a script without offering constructive feedback to help the student improve. The University’s Institute for Academic Development (IAD) has excellent resources to help you as tutors to develop your skills at giving feedback: 
· http://www.docs.hss.ed.ac.uk/iad/Learning_teaching/Tutors/Handbook/Tutors-Chapter6.pdf
· https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/assessment/quick-ideas


[bookmark: _Toc50039347]Marking criteria
Each course will have its own marking criteria or rubric but all should follow the University Common Marking Scheme:

	Mark (%)
	Grade
	Non-Honours Description

	90-100
	A1
	Outstanding

	80-89
	A2
	Highly Excellent

	70-79
	A3
	Excellent

	60-69
	B
	Very Good

	50-59
	C
	Good

	40-49
	D
	Satisfactory

	30-39
	E
	Marginal Fail

	20-29
	F
	Clear Fail

	10-19
	G
	Bad Fail

	0-9
	H
	Very Bad Fail
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We are required to take attendance registers at all seminars – whether they be digital or on-campus. In the case of on-campus seminars you are required to also take a contact number for each student as part of the Track and Trace procedures. Conveniently, the online system also gives access to student ID photos, which can help putting faces to names, especially at the start of semester. Access your tutorial registers by logging in with EASE. You can access your registers for completion in 2 ways:
· Through this link:  https://www.myed.ed.ac.uk/myed-progressive/and then select Teaching and Research tab > then Administration >Student Attendance Recording
· Via MyEd: Teaching and Research tab > Administration>Student Attendance Recording

[bookmark: _Toc70686776]Pastoral Care
All staff are aware that they should not go beyond a professional relationship with their students, both in terms of the time and the sympathy and degree of involvement which they give to students’ personal problems. However, we recognise that you, as TAs are often the first communication point for students and should remain receptive to any student who does need guidance and be on the lookout for early warning signs, i.e. non-attendance at tutorials. TAs will find it helpful to talk over any ‘problem’ cases with more experienced colleagues, i.e. the Course Organiser or Personal Tutor. There are a number of support mechanisms in place for students and some of the main ones are:

	BizPALs: bizpals@business-school.ed.ac.uk 
For peer support and help with study skills.

Personal Tutor
For programme and course specific enquiries as well as personal and professional development and pastoral support

UG Office: UG@business-school.ed.ac.uk and sso@business-school.ed.ac.uk 
For any Business School related issue.

UG Year Heads - UG
Year 1 – Tara Morrison and Frances-Helen Hay
Year 2 – Lucy Liu
Year 3 – Pauline Ferguson
Year 4 – Teea Palo and Kirsten Cowan

Director of UG Programmes – Mary Brennan

Student Development Team: https://development.business-school.ed.ac.uk/
Professional development and career support.

General university support: https://www.ed.ac.uk/edhelp
This one-stop shop is a great source for students with everything from accommodation and finance to the library and counselling.




[bookmark: _Toc70686777]Training and Development
All new employees of the Business School should visit the Induction Hub, which contains lots of helpful information to get you up to speed as quickly as possible. 

All of our Teaching Assistants should attend the compulsory UEBS Teaching Assistant training sessions, in September each year. At this session you will be given the key information required in your role as a Teaching Assistant in the School. The facilities and equipment that is available to support your tutoring will also be demonstrated to you at this point.

In addition to this, there will be further seminars/training sessions arranged throughout the year. For those with little or no previous tutoring experience, it will be necessary to complete sessions arranged by the School or the Institute for Academic Development (IAD). Details of the IAD support can be found at IAD Tutor Support. Further professional development is supported and should be agreed with the Senior TA Mentor in advance of attendance.

All formal induction and training requested by the School will be paid at your normal hourly rate and an allowance of 10hrs/year has been provided for each TA. For those TA’s on a scholarship, these will count towards your working hours stipulated on your scholarship contract.
[bookmark: _Toc70686778]TA Support
The role of the Teaching Assistant can often be challenging but rewarding in equal measure. To ensure that you have the right level of support in your role, there are a number of people you can turn to for help. We have also created a TA query inbox that you can go directly to if you are unsure who to contact in the first instance. This is TA@business-school.ed.ac.uk 

Senior TA Coordinator and Mentor (Iris Bosa with support from Mary Brennan) 
The role of the Senior TA Mentor is that of support and guidance during your time as a Teaching Assistant. They will effectively act as your line manager in your time at the Business School. It is in place to ensure you have the right level of induction, ongoing training and to help you balance your TA role alongside either your PhD (if relevant) or other work commitments. They will also organise observations and peer reviews to provide you with feedback on how you are doing. This role has overall responsibility for the TA programme at UEBS. Contact TA@business-school.ed.ac.uk 

Course Organiser  
The Course Organiser is responsible for all aspects of running the course including organisation of the tutoring support. It is their responsibility to contact you with details of the course, tutorial structure and assignment and essay marking requirements. Usually they will hold an introductory meeting prior to the commencement of the course, which will give you an opportunity to ask any questions you may have. The Course Organiser should be the escalation point for any issues relating to the course e.g. content, student welfare etc. 

Course Secretary  
The Course Secretary is responsible for the logistics of the course e.g. timetabling, resource requirements, etc. They will usually be in touch with you before the beginning of semester to confirm your tutorial slots. If there are any challenges with logistical arrangements then you should contact the Course Secretary. Importantly the Course Secretary is also responsible for the approval of any eTime claims made for their courses and should be contacted in the first instance if there are any issues with payments not being approved.

Group TA Coordinator  
Each subject group has their own TA contact. This is primarily to help with the understanding of the TA requirements for their group and the allocation process. They may however be in touch throughout the year if there are shortfalls in their group’s programmes. They are generally the person responsible for the annual reviews of the TAs in their subject group. The TA Coordinators for each group are:

Accounting & Finance: 				TBC
Organisational Studies: 				Dr Yumeng Yue
Strategy: 						Dr Mehdi Safavi / Dr Rick Woodward
Marketing: 						Dr Teea Palo
Entrepreneurship & Innovation: 			Dr Stephen Harwood
Management Science & Business Economics: 	Dr Tong Wang

Teaching Office Contact (Rhiannan Pilkington)  
The Teaching Office contact is responsible for the allocation of TAs to courses. They will liaise with the relevant faculty and teaching office staff to ensure the smooth running of TA activity on a day-to-day basis. Any changes to allocations would be dealt with by this role.

Finance Officer (Karen Mulila)  
The Finance Officer is responsible for the payment of TAs. If you have any pay related queries contact karen.mulila@ed.ac.uk 

HR Team Leader (Emma Blacklock)  
The HR & Administration Team Leader is responsible for the coordination of the recruitment of our TAs. This includes arranging all of the TA contracts and issuing extension letters each year. If you have any recruitment or contractual queries contact hr@business-school.ed.ac.uk

Full details of TA recruitment, development and contract are provided below.


[bookmark: _Toc70686779]The Teaching Assistant – Recruitment, Development and Contract

Following a full review of the University’s policy on the Recruitment, Support and Development of Tutors and Demonstrators (see Tutors and Demonstrators Final Report and Policy), and the existing exceptional circumstances, we have reviewed our supporting processes at UEBS to ensure alignment and currency This document will also provide clarity to our Teaching Assistant (TA) population on how they are supported in key areas during their time at the Business School.  What follows is a detailed breakdown of the TA contract and recruitment and allocation process.

[bookmark: _Toc70686780]Recruitment and Course Allocation Process
It is important to note that the recruitment of all Teaching Assistants at the Business School is covered by clear University policy. See the University Recruitment Policy

The following points apply to the UEBS specific recruitment process for Teaching Assistants:

1. All PhD students will be invited to apply to become a TA in the following academic year. Should students wish to apply then they should complete the relevant application form and submit it along with their CV. This will ensure that we have a clear idea of the skill set of each individual, along with their preferences for the courses they may want to support. Existing TAs will also be asked to submit this form.

2. All individuals applying to become a TA for the first time, will be asked to undergo a short selection process. This may vary from year to year, however it will ensure we are adequately testing the ability of each candidate to deliver tutorials to our students. It will also allow candidates to ask any questions about the role of the TA and discuss any requirements in more detail. The selection panel should consist of at least 2 members of UEBS academic staff. Feedback will be available upon request.

3. The course allocation process then commences. This is the period when Teaching Assistants are allocated to the large number of tutoring and marking requirements across the breadth of our programmes. This is a large and complex task and takes a significant amount of time and resources to complete. The school will wherever possible look to match up the preferences of each individual along with the needs of the school. Due to the size and complexity of this task, this is not possible in every circumstance, so some degree of flexibility is required on behalf of the Teaching Assistant.

4. Once the course allocation process is complete, individuals will be made aware of the courses they have been allocated to.

5. During this process, individuals will be asked to commit to a set minimum amount of “Guaranteed Hours” by accepting an offer letter and employment contract. Please bear in mind that for those Teaching Assistants who are operating under a Scholarship contract, that has a set number of work hours stipulated, they will not be issued with a formal employment contract. For those individuals who are offered an employment contract, these will be issued prior to commencement of duties.

6. Due to the complexity involved with re-allocating courses later in the year, all TAs should give thought into planning the year ahead and ensuring they can deal with the contracted workload. All PhD students should consult with their PhD Supervisor prior to accepting their course allocation for the year ahead. Once the set hours and programme of work has been agreed and accepted, you are then contractually obliged to complete this work.

7. When the timetables for the year ahead have been released, the relevant teaching offices will then communicate directly with each TA to confirm tutoring slots. Some flexibility may have to be shown to ensure we can cover the full time table Monday – Friday, 9am – 6pm. Due to the COVID-19 pandemic in 2020 these slots have been extended to cover up to 8pm for the 2020/2021 academic year.

[bookmark: _Toc70686781]Contractual Arrangements 
Your main terms and conditions of employment will be outlined to you in both your offer letter and your employment contract (or contract extension letter). This will include the number of “guaranteed hours” you have been offered and your rate of pay. 

Guaranteed Hours (GH) contracts are employment contracts where an employee is guaranteed to be offered a stated minimum number of hours work in a defined period.  This provides greater flexibility for both the employer and employee than some other forms of contracts. The employer is obliged to offer the stated minimum hours of work in the stated period – the employee is not obligated to accept the offer of work. However, once the employee has agreed to work at a specified time or to a schedule of work then the employee is obligated to carry out that work. We know that there will be occasions where things crop up such as medical appointments etc. that mean TAs may wish to swap a particular tutorial with another TA. Please ensure that you consult with the Course Secretary or Course Organiser prior to any change so they can ensure correct payments are made.

The University is committed to security of employment, therefore we would seek to move employees onto permanent contracts from GH where a certain threshold of hours are met. For clarity, fractional contracts will be offered to employees where they have demonstrably worked for 0.2FTE (300 annual hours) each year for 2 consecutive years.

[bookmark: _Toc70686782]Annual Leave
Annual leave is paid as an additional percentage (18.1%) allowance on top of your hourly rate. No action is required for you to initialise this payment as it will be done automatically by Payroll based on the number of hours you have submitted.

[bookmark: _Toc70686783]eTime
eTime is the University’s finance system that has been designed specifically to record Guaranteed Hours payroll claims. This is done by logging timesheets electronically. More information and full user guides for eTime can be accessed at eTime User Guides. 

All eTime claims must be authorised by a member of the School’s teaching offices. 
From early 2021, a new HR and Finance system will be launched called People & Money. This will supersede eTime and when launched you will need to use this system to claim your hours. You will be communicated about this closer to the time and will be trained in its use.

[bookmark: _Toc70686784]Pay
All Teaching Assistants (except those on a scholarship contract) are paid in accordance with the University UE06 grade scale. Generally, you will be appointed at Point 1 on the scale and will move up 1 increment for each year of continuous service in the role. 

It is important to note that the School operates a “multiplier” system that is designed to allow for time spent preparing for tutorials. The following indicates which situations a multiplier should be used:

Tutorials/Small Group Sessions
When delivering a tutorial or small group session, it is expected that there will be some amount of preparation time involved. For those tutorials where this is the case, then we allow for 1 hour preparation per 1 hour tutorial group. This equates to a x2 multiplier for each hour of tutorial delivered.

Workshops/Lab assistance
There are often classes where there is no/little preparation required and you are asked to attend in purely a support capacity. No multiplier is used in this scenario.

Meetings/Briefings
There will usually be a requirement to attend an introductory meeting for each course you are supporting which will be held by the Course Organiser. You may also be expected to attend a weekly course organiser meeting to review delivery and contribute to a recorded ‘catch-up’ session for students. There may also be other ad-hoc meeting requests either with members of staff or students. You may also be asked to listen to pre-recorded videos (in lieu of lectures) on the courses you are tutoring for. No multiplier is used in this scenario.

Training
All mandatory training that is requested by the University (usually via the Senior TA Mentor) is paid for on the basis of time attended. No multiplier is used in this scenario. An allowance of 10hrs per TA is provided for training and development in 20/21. 

Lecturing
There may be rare cases where a Teaching Assistant is asked to deliver lectures on an ad-hoc basis. This may be as a development opportunity or for the purposes of sickness cover. Any longer term lecturing will be initiated under a Teaching Fellow (UE07) contract. In recognition of the additional responsibilities and preparation required for delivering a lecture, a x4 multiplier will be applied.

[bookmark: _Toc70686785]Assignment and Exam Marking
Teaching Assistants will often be asked to undertake assignment marking as part of the tutorials they will be supporting. The Course Organiser will be able to give you a clear indication of the level of assignment marking associated with each course. Assignment and exam marking will be paid at the following rates:

[image: ]
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The University operates an Absence Management policy which applies to all Teaching Assistants employed on a Guaranteed Hours contract Absence Management Policy 

Entitlement to occupational sick pay is based on the amount of service you have attained on the first day of absence. The details of which can be found in your Conditions of Employment.

The local reporting procedure for a period of sickness is as follows:

1) You must make the Course Organiser and/or the Course Secretary aware of your sickness as soon as possible and before the start of your tutorial by email, Ms teams or ‘phone. You should inform them of the nature of the absence, which tutorials will be missed and the expected duration of absence.
2) Should the absence continue then you must remain in regular communication with the Course Organiser/Secretary.
3) Upon return to work, please email the HR & Administration team jobs@business-school.ed.ac.uk with details of the nature of the absence and length of time off work. For all periods of sickness absence over 7 days, a “Fit Note” must be provided from your GP or medical practitioner. 
4) If you are eligible for occupational sick pay then you should complete your timesheet on eTime as if you had attended the tutorials you missed. It is critical to include in the comments section that you were absent through sickness for this activity. The timesheet approver will then be able to confirm this with the HR team.
For any questions on occupational sick pay and eligibility, please contact the HR & Administration team on jobs@business-school.ed.ac.uk 

[bookmark: _Toc70686787]IT Accounts
When you undertake work for the University of Edinburgh, you will be given an additional set of IT accounts, over and above your student identity, if you have one.  There will be a separate “staff-like” mailbox, and some privileges, such as a listing on the School website, and access to the School’s intranet on SharePoint.

Employment Contracts
Once you receive your contract, if you are not on a scholarship, you will receive details from the school on your staff login, and you will need to review the information contained here on how to obtain your staff card: https://www.ed.ac.uk/information-services/help-consultancy/card/getting-first-card/first-staff-card 
If you have any issues with your staff login or card please raise a request through: ishelp@busines-school.ed.ac.uk for the attention of card services.
You will need to undertake the EASE registration / first-time processes for your account. When logging the hours that you have worked please sign into the e-Time using your staff log in details, and not your student one if you have one.

Scholarship Students
A visitor account will be created for you by either the UG office or PG office depending on your course. Please visit the appropriate office once you have been notified by an email that it is ready for collection. The UUN will be in the format starting v1. You will need to undertake the EASE registration / first-time processes for this account. Please raise with the IS helpline, for the attention of card services: ishelp@busines-school.ed.ac.uk  in order to request a staff card.

Part Scholarship Students/Contracts
For those that are on part time scholarship and Contract, you will have two separate accounts created: one via each of the two processes described above. You will only be able to use eTime to claim payable hours via the staff/contract account. Each account will be mail enabled, and you should either check both mailboxes, or arrange to forward mail from one account to another, although be aware that the accounts may close at different times. Your visitor account should be used for all TA related activities other than claiming pay via eTime.
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1. Job details
Job Title: 	Teaching Assistant (TA)
College:	Humanities and Social Science
School:	Business School
Grade:		UE06 (appointment is normally at point 1)
Line Manager: 	A member of the teaching staff, normally the Course Organiser

2. Job purpose
The Teaching Assistant’s role will generally be concerned with contributing to elements of teaching within a clear and established programme by provision of tuition in specific areas of a course to groups of undergraduate and postgraduate students.  A key purpose of the role is to stimulate discussion and debate amongst students on course topics in order to further the understanding of key course topics and assisting students in drawing key learning points out of course materials.

The basic aims include:
· deepening knowledge;
· problem solving;
· facilitating open-ended exploration of themes and issues;
· developing skills in argumentation and communication.

3. Main duties and responsibilities
1. To lead the tutorial group and manage the group interaction within a framework set by others, with specified learning outcomes, in discussing key points from lectures and/or course materials within a clear and established programme. Tutorials may take a variety of forms including those appropriate to problem-based learning. 
2. To prepare for each tutorial in advance: to carry out necessary prior reading and preparation on tutorial topics in order to be able to guide discussion and answer queries arising from set exercises; to consult the course booklet, notes on tutorial topics, etc.; to consult with the course organiser on the advisability of attending all course lectures relating to a tutorial.
3. To seek help and advice from a member of the academic teaching staff as required. This may be the Course Organiser or another member of the teaching staff. 
4. To create a good learning environment for the students. Remember that as a TA you are not responsible for the students’ learning.
5. To be available at specific times by arrangement to provide feedback if this is a requirement of the course (Synchronous and/or Asynchronous depending on the course in 20/21).
6. To maintain a fair, impartial and professional relationship with students. This is important for both the student and the TA at all times.
7. To turn up promptly at the appointed tutorial times. You must not miss or cancel classes without good reason (e.g. illness). It is your responsibility to notify the course secretary as soon as possible to discuss alternative arrangements.
8. To electronically record attendance at every tutorial. Training for the EUCLID Attendance and Engagement monitoring software will be provided during an induction session.
9. To be aware of any Health & Safety, and welfare issues, and raise any concerns with the Course Organiser. Where a student reveals sensitive material of any kind to a Teaching Assistant, they must always report this to the Course Organiser who is responsible for the course.

You are expected to take part in all relevant briefing and training. This might include courses or briefing meetings organised by the Course Organiser, the School, the Senior Mentor for Tutors or the Institute for Academic Development (IAD). Compulsory training activities will be remunerated.

Marking and Assessment
The Course Organiser has overall responsibility for the checking and moderating of the TA’s marking. TAs will also be involved in moderating some or all of the written exercises for students in a group. TAs will be required: 

1. To mark continuous assessment (e.g. essays, project work) throughout the year as specified by the Course Organiser. Note that part-time TAs are not normally given formal status as members of the Board of Examiners or asked to mark degree examinations.) It should be emphasised that students have responsibility for their own learning. For example, TAs are not expected to look at several redrafts of an essay or go over a written exercise time and time again.
2. To adhere to the guidelines on the marking scale and the assessment criteria as specified by the School and the University. 
3. To monitor student progress and provide written feedback to the student within specific time-periods, as defined by the University and the School, as part of the course assessment process and to provide written comments i.e. strengths, weaknesses and feed-forward.  
4. To adhere to strict deadlines and fulfil the administrative work associated with marking, moderation and feedback.
5. To adhere to School and University policies on granting extensions to deadlines for written work and penalties for late submission of essays etc.

4. Planning and Organising
Within boundaries of set topics, the TA plans how to develop discussion within the tutorial session. The Course Organiser will set the broad topics to be discussed at tutorials throughout the semester. In discussion with the Course Organiser, the TA may suggest additional/alternative topics/material to aid discussion and small variations to the order of topics.

5. Decision Making
TAs are provided with guidelines on the course content by the Course Organiser.  It is recognised that within the structure of the course, TAs will have sufficient flexibility to contribute and identify topics for discussion and have the opportunity to use their own distinctive ideas, interests, experience and expertise in their teaching. TAs also feedback any concerns to the Course Organiser e.g. plagiarism, student performance issues.

TAs are provided with the assessment criteria and marking scales and further advice is available from the teaching staff. The marking process should help students advance their learning and improve their understanding and comments and feedback are as important as the actual mark.

6. Key contacts/relationships
Course Organiser, teaching staff, course secretary, undergraduate and MSc students.

7. Knowledge, skills and experience needed for the job
TAs must have demonstrable capability to lead groups, including explaining concepts in a clear and understandable manner. Sufficient knowledge of the topic under discussion is required to adequately lead the discussion, taking account of the needs of the specific group including detailed explanation of how the topic relates to the wider area of study. TAs will normally hold a degree relevant to the teaching area and have an understanding of the basic principles of teaching, learning and assessment.

8. Dimensions
Tutorials groups vary in size, usually from 12-20 students.

9.   Job context and any other relevant information
It is the University’s responsibility to allocate teaching space for TAs and provide the same level of administrative support as given to other teaching staff. It is the course secretary’s responsibility to issue TAs with course materials (e.g. course booklets, tutorial notes, etc).

Pastoral Care. Most staff are aware that they should not go beyond a professional relationship with their students, both in terms of the time and the sympathy and degree of involvement which they give to students’ personal problems. However, TAs should remain receptive to any student who does need guidance and be on the lookout for early warning signs i.e. non-attendance at tutorials. TAs will find it helpful to talk over any ‘problem’ cases with more experienced colleagues i.e. the Course Organiser or Personal Tutor (formerly called the Director of Studies). See point 3.9 above also.

Students with Disabilities. The University of Edinburgh is committed to a policy of equal opportunities for staff and students with disabilities and aims to create an environment which enables people with disabilities to participate fully in the mainstream of University life. The Business School welcomes disabled students (including those with specific learning difficulties such as dyslexia) and is working to make all our courses accessible. Although teaching practice within the School reflects a variety of approaches adopted by individual staff members, meeting the particular needs of disabled students is prioritised within this diversity of approach.

The School encourages students with disabilities to discuss, in confidence, any appropriate requirements or adjustments with an appropriate member of staff and to do this as early as possible so that your needs may be considered and responded to. This process will involve meeting an Advisor from the University’s Student Disability Service, which can be arranged at any time by direct contact:

Student Disability Service
Third Floor 
The Main Library Building 
George Square 
Edinburgh EH8 9LJ 
Telephone: 0131 650 6828 
Email: disability.service@ed.ac.uk
Student Disability Service

For information on how the adjustments are implemented within the Business School, or to provide feedback on the suitability of our provisions, please contact the:

Coordinator of Adjustments
Business School
29 Buccleuch Place
Tel: 0131 650 3900

There are a number of other staff with whom students might usefully discuss their requirements as this might have an impact on course preferences. Key points in the academic year when such a discussion might take place are, for example, with the Personal Tutor (formerly called the Director of Studies) at the beginning of the academic year, or with a Course Organiser at the time of course registration. In all cases, the School recommends that students have these discussions as early as possible.
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