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Teaching Assistants (TAs) support the teaching of undergraduate and sometimes postgraduate course units, by teaching seminars, marking non-assessed essays, and supporting student study by way of individual appointments.  A small amount of administration is also required, including monitoring attendance.  Further detail can be found later in this document.
Successful applicants will be placed on the School of Social Science’s Approved Teaching Assistant list. This does not guarantee that teaching hours will be allocated in any given year.

Part-time teaching work falls under the responsibility the Department of Criminology’s  

Teaching Assistant (TA) Co-ordinator, Dr. William Floodgate: Williamson Building, room 3.58.  An induction session and training is organised specifically for Teaching

Assistants employed in the Department of Criminology.
(A)
Duties and responsibilities of Teaching Assistants
The post holder will support the Course Unit Directors of the course units to which they contribute, and the Director of Teaching and Learning in the areas stated below.
(A1)
Teaching duties as a seminar-taker and related duties 
Seminar takers are responsible for delivering quality face–to-face education to undergraduate students in timetabled small group sessions (approximately 12 students per group) for 50 minutes per seminar.  Seminars are intended to facilitate student learning through discussion based on questions set in advance (by the Course Unit Director, subject leader or subject team).
Preparation

· TAs should be well-prepared to carry out the stated aims and objectives of the seminars they are delivering.  Each TA will be provided with reading material and seminar material which has already been prepared by the relevant Course Director.
· TAs will ensure that students are aware of the questions/tasks required for the next seminar.

Teaching

· The seminar timetable will have already been organised for the 2019/20 academic session before we are in a position to confirm appointments to this role.  There will not be any flexibility with regards the seminar times and availability.  

· TAs will lead seminars or other teaching, at specific times as timetabled by the Department of Criminology, facilitating discussion around the theme(s) of the seminar.  They will maintain a conducive atmosphere and environment for that discussion to take place.
· TAs can where appropriate be asked to give some lectures, by negotiation with the Course Unit Director, the Head of Department and the Director of Teaching and Learning. 
Administration and Student Support
· TAs will keep records of student attendance in accordance with School of Social Sciences procedures (and may enquire about details of such procedures with the Teaching, Learning and Student Experience Office (Williamson 3.05)).
· TAs will report briefly on the attendance and work of each student at the end of each semester or as required.

· TAs should be available to see the students who they teach outside of the strict teaching hours.  The individual TA should make arrangements for a room to be booked for ‘office hours’ (up to 12 per course unit over the semester) through the Teaching Learning and Student Experience Office (TLSEO).  Formal procedures with regard to the arranging of office hours will be disseminated in more detail as part of the training programme for new TAs in semester 2.
Professional conduct

The University expects and will enforce high standards of performance and conduct from its employees. Any breach of this may be dealt with by reference to the University’s disciplinary procedures.  
Assessment

· TAs may be asked to undertake marking of essays and other forms of non-assessed work as prescribed for the subjects(s) in question, for which they will be paid extra. They will return non-assessed work to students with feedback, according to prescribed deadlines. 
· TAs may also be asked to undertake additional assessed marking for which they will be paid.  
· Marking is normally paid on an hourly basis (3 papers per hour) multiplied by the hourly rate. Marking for some subjects is calculated differently – if this is the case you will be notified.  
Cover

In the event of some emergency leading to a TA not being able to deliver a scheduled seminar, the TA should contact the Teaching, Learning & Student Experience Office as soon as possible (tel: 0161 275 7551) and should attempt to re-arrange the missed seminar so that the contractual hours of work can still be fulfilled.  Any seminars which have to be rearranged should be dealt with via the Teaching, Learning & Student Experience Office (Williamson 3.05).  TAs will not be paid for cancelled seminars.
Sickness
If you are absent from work due to sickness or injury, no payment will be made unless you qualify for statutory sick pay. The payment of sick pay is subject to your compliance with the University's procedures for the notification and verification of sickness absence, which are set out in the Sickness Policy.
(A2)
General duties 
· TAs will work in co-operation with the Course Unit Director, subject leader and other academic staff, as appropriate, including liaising with staff on matters relating to preparation, teaching, administration and assessment.

· TAs will answer queries by email, letter and from personal callers, in relation to the students, teaching and associated arrangements. 
· TAs will be required to undertake these duties in accordance with the University’s equality and diversity policy and positively to promote equality and diversity.
· TAs will be required to undertake these duties in accordance with the requirements of the University’s Health and Safety Policy and the University’s financial regulations.

· TAs will be required to undertake relevant induction, and may have opportunities for further training, if required.
· TAs will be required to work at any location within the University Estate, as required.
(B)
Person Specification

The successful applicant for a TA post will be able to provide evidence of all or most of the following:
Education 
1. A first degree at first class or upper second class honours in a relevant discipline (which may be law; criminology; socio-legal studies).
The applicant must normally have studied the particular subject which he/she is applying to teach, and have attained a First class or a 2.1 mark in that same subject
AND

2. Be either:

· registered as a postgraduate student at the University of Manchester;

· in possession of a postgraduate degree in a relevant subject area; 

· in possession of a relevant professional qualification.

Skills/Personal Qualities
· Good presentation, communication and analytical skills.

· An understanding of issues affecting undergraduates.
· An understanding and interest in the subject areas being taught.

· A willingness and ability to acquire knowledge and understanding of University teaching quality standards including examination standards and procedures.
· An ability to lead a group activity
(C)
Period of Appointment – conventional arrangement for most TAs
The period of appointment is for one semester at a time (normally 10 teaching weeks, dependent on the course unit(s) being taught). 
The rate of pay for new TAs in 2019-2020 is £15.12 an hour.
The rate of pay for taking seminars, based on the University of Manchester pay scales for Teaching Assistants during 2019-20 is Grade 5 between £15.12 and £17.51, dependant on experience (pay award pending), per hour worked.  This includes delivery of the teaching, preparation of the teaching, marking of non-assessed coursework and student contact outside class. Our model for payment is:
	Preparation*
	4
	x Number of seminar cycles (10)

	Teaching hours
	No of groups 
	x Number of seminar cycles (10)

	Office Hours + E-mails
	12
	per course unit per semester

	Rosters
	5
	per course unit per semester

	Marking
	As per allocation
	 


*Please note that preparation is only paid for the first seminar delivered in each cycle.

For example:

If you are teaching 4 groups in a criminology subject for ten seminars, preparation is 40 hours. Teaching hours will be 40 and you will receive payment for 8 office hours, 4 hours for emails and 5 hours for completing attendance registers.
Annual leave is accrued at the rate of one hour for every 5.35 hours worked and will be incorporated into the monthly payment.
TAs are normally paid monthly in arrears, but TAs’ contracts are not finalised until teaching starts at the beginning of each semester, and the first payment is likely to be delayed to the end of month 2.

TAs will not be paid travel expenses from home to work.
(D)
Your Allocation of teaching
Teaching Assistants must be flexible with regards availability.  In advance of each semester, successful applicants will be contacted with the seminar times which are already timetabled.  Teaching in the Department currently occurs Monday to Friday (inclusive), 9:00 am – 6:00 pm inclusive.  There is no teaching on Saturday and Sundays.
It should be noted that we reserve the right to alter the number of classes you teach at any given point before or during each semester.  This is because students are free to change their option choices up to 2 weeks into each semester so it is inevitable that student number totals in any individual course unit will fluctuate, varying our need for seminars.
(E)
NOTES
Email accounts

Criminology research students who are appointed as TAs will continue to use their University of Manchester student email address for TA business because their primary relationship with the University is as a research student and unfortunately it is not possible to hold a student and a staff account at the same time.
Other Teaching Assistants will be able to use staff-style email addresses shortly after they have agreed their contract details – firstname.surname@manchester.ac.uk 

All TAs are asked to check email accounts on a daily basis as the details will be disclosed to students and fellow colleagues in the Department of Criminology, and students and staff will use email as the main way to contact TAs.
Resources
TAs will be given access to Campus Solutions (the University’s student system which records work and attendance), Blackboard and Link2lists.
Department of Criminology Services

TAs may ask the Teaching, Learning and Student Experience Office as appropriate to photocopy materials necessary for their teaching, or use the photocopiers themselves, subject to being trained. 

TAs may use the Law & Criminology Staff Common Room, where their pigeon-holes are located, to read or socialise.
TAs may attend staff research workshops and seminars. 

TAs will not have access to funds or services to support their teaching, other than as outlined above in this document. 

TAs do not have access to a desk in the Department of Criminology (although those who are also research students may have a desk on account of their research student status).   TAs who are also research students should use their desk and office space purely for their PhD/MPhil study, and should not invite their seminar tutees into this research student space.

TAs do not qualify for staff benefits such as tuition fee reduction for registering for a degree.   TAs do not qualify for staff business cards.
TAs will not normally have access to Criminology IT equipment, telephones or stationery, but special individual needs may be accommodated.  Please ask speak to the Department of Criminology Teaching Assistant (TA) Co-ordinator, Dr. William Floodgate if you have a particular request.
(F)
APPOINTMENT PROCESS
If you are short-listed to interview for a Teaching Assistant vacancy then you will receive an e-mail to confirm the outcome of the interview.

Successful interviewees will be added to the School’s roster of Teaching Assistants for academic year 2019-20.  Attempts will be made thereafter to assign teaching work to all successful TAs for 2019-20, but this may not be possible in all cases.

TAs added to the 2019-20 and who have been assigned teaching for semester 2 of 2019-20 will be issued with an appointment letter by e-mail prior to the start of the semester 2. 
TAs will be e-mailed by the University’s ‘Human Resources (HR) Services’ ahead of each semester and will be requested to provide prescribed documents by e-mail reply.
Pay adjustments for semester 2 (for undertaking additional work during the semester) will be made in May 2020. Any decrease in the number of working hours during the semester will be amended sooner. 

HR Services can be found on the 2nd floor of the Simon Building.  
(G)
TRAINING

The University of Manchester is committed to delivering outstanding learning and student experience, and Teaching Assistants play an important role in the delivery of high quality teaching to undergraduates.  TAs are treated as members of staff with respect to their teaching activities and are provided with training free of charge as part of their professional development.  As this is a professional role there are minimum training requirements which must be met before teaching commences.  This amounts to 5 hours of online training and 6 hours of workshops delivered at Departmental/School Level.  During the first semester of teaching TAs will receive up to 3 hours of online marking training and be expected to attend a two hour Teaching development Forum.  On completion of the training hours TAs will have the opportunity to receive professional recognition in the form of Associate Fellowship of the Higher Education Academy (AFHEA).  See the following link for further information:
http://www.humanities.manchester.ac.uk/humnet/our-services/teaching-and-learning/tahub/hea/ 
Other useful information can be found on the Humanities TA Hub:
http://www.humanities.manchester.ac.uk/humnet/our-services/teaching-and-learning/tahub/.
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