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TUTOR AND DEMONSTRATOR 
INDUCTION

Alasdair Raffe, Director of Teaching



ABOUT YOUR COURSES

• The DRPS is the gold standard for course information 
http://www.drps.ed.ac.uk/

• Once published, course details cannot be changed

• Each course has a LEARN site

• LEARN template is fixed

• Resource lists for reading lists

http://www.drps.ed.ac.uk/


TEACHING: WHEN AND WHERE

• Teaching times
• Room information/bookings
• Map: https://www.ed.ac.uk/maps/maps
• Students can and do change courses in first few weeks
• Information:

• For students: Student SharePoint site

• For staff: Teaching and Supporting Students in HCA Teams site

https://www.ed.ac.uk/maps/maps


GETTING READY FOR TEACHING

• Attend subject-specific training sessions

• Attend course-specific meetings 

• Course team meeting

• Marking meeting

• Post-mortem team meeting

• Remember that you are a facilitator

• Read the University Tutors and Demonstrators Policy 
https://www.ed.ac.uk/files/atoms/files/tutorsdemonstrators_policy.pdf

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


• Use the course material for tutors prepared by the Course 
Organiser

• Browse the courses and resources available from IAD                             
https://www.ed.ac.uk/institute-academic-development/learning-
teaching/staff/tutors-demonstrators/resources/infographics

• Tutors and demonstrators events and resources mailing list         
https://www.ed.ac.uk/institute-academic-development/learning-
teaching/staff/tutors-demonstrators/mail-list

TIPS FOR TEACHING

https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/tutors-demonstrators/resources/infographics
https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/tutors-demonstrators/mail-list


TEACHING – YOUR RESPONSIBILITIES

• If your tutees ask for additional help with academic matters outside tutorial or office 
hours direct them to the relevant lecturer or course organiser

• If your tutees approach you with pastoral issues please direct them to their Student 
Adviser: hca-sso@ed.ac.uk

• If you have any concerns about the behaviour/conduct/welfare of any of your tutees 
please contact their Student Adviser or if immediate intervention is required contact 
emergency services

• Do not provide your tutees with handouts or additional information/tips on assessments, 
etc. without first consulting the Course Organiser 

• All students must be given the same opportunities to access course information/help

mailto:hca-sso@ed.ac.uk


STRUCTURE OF THE ACADEMIC YEAR

SEMESTER 1

WELCOME WEEK

11 TEACHING WEEKS

APPR. 1 REVISION WEEK

APPR. 2 EXAM WEEKS

WINTER BREAK

SEMESTER 2

5 TEACHING WEEKS

1 FLEXIBLE LEARNING WEEK

6 TEACHING WEEKS

SPRING BREAK

1 REVISION WEEK

4 EXAM WEEKS

SUMMER BREAK

RESITS IN AUGUST



• Turnitin: report problems to Course Organiser

• Guidance on Good Academic Conduct: https://www.ed.ac.uk/history-
classics-archaeology/information-current-undergraduates/your-
studies/assessment-and-feedback/academic-conduct

• Feedback turnaround time

• Course Administrator/Course Organiser will advise on turnaround times

• Check whether any late work has been submitted

ASSESSMENT & FEEDBACK

https://www.ed.ac.uk/history-classics-archaeology/information-current-undergraduates/your-studies/assessment-and-feedback/academic-conduct


HCA’S USE OF THE COMMON MARKING SCALE

First Upper 2nd Lower 2nd Third Fail

100 68 58 48 38

95 66 56 46 30

90 64 54 44 20

85 62 52 42 10

80 60 50 40 0

78

75

72

70



• Subject area specific grade descriptors 
https://www.ed.ac.uk/history-classics-archaeology/information-
current-undergraduates/your-studies/assessment-and-
feedback/school-s-regulations/school-grade-descriptors

• Word counts
• Late work: penalties applied by TO

ASSESSMENT & FEEDBACK

https://www.ed.ac.uk/history-classics-archaeology/information-current-undergraduates/your-studies/assessment-and-feedback/school-s-regulations/school-grade-descriptors


• Marked components of summative assessment worth 20%+ of course 
mark must be moderated

• Moderation ensures fairness, consistency and transparency

• Review of marking and feedback: sampling (firsts, fails, borderlines) 

• Guidance on the moderation process is on the moderation form

• Moderators will contact you to discuss any recommended changes

MODERATION



• Adjustments

• Accessible and Inclusive Learning Policy 
https://www.ed.ac.uk/files/atoms/files/accessible_and_inclusive_learning_
policy.pdf

• Equality and mainstream adjustments https://www.ed.ac.uk/institute-
academic-development/learning-teaching/staff/mainstreaming

• Individual adjustment schedules

• Central Extensions and Special Circumstances (ESC) system 
https://www.ed.ac.uk/student-administration/extensions-special-
circumstances

SUPPORTING STUDENTS

https://www.ed.ac.uk/files/atoms/files/accessible_and_inclusive_learning_policy.pdf
https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/mainstreaming
https://www.ed.ac.uk/student-administration/extensions-special-circumstances


• Why do we collect feedback from students?

• Online form for the collection of feedback: use in class in week 9 or 10

COURSE FEEDBACK



• Your Course Administrator

• Your Course Organiser

• Tutor and Demonstrator Co-ordinator: 
Anne Brockington

• Director of Teaching: Alasdair Raffe

• Director of Students (Senior Tutor): 
Catriona Pickard

• Teaching Directors: 

• Zubin Mistry (History)

• Aaron Pelttari (Classics)

• Ulf Schoop (S1)/Guillaume Robin 
(S2) (Archaeology)

• PGPT Liaison Committee

• Teaching and Supporting Students in 
HCA Teams site

SUPPORT: WHERE TO GET HELP



YOUR VOICE & TRAINING OPPORTUNITIES

• PGPT Liaison Committee

• The Institute for Academic Development (IAD)           
https://www.ed.ac.uk/institute-academic-development

• Teaching and learning resources           
https://www.ed.ac.uk/staff/teaching-matters/teaching-learning-
resources

• Teaching Matters                                                  
https://www.ed.ac.uk/staff/teaching-matters

https://www.ed.ac.uk/institute-academic-development
https://www.ed.ac.uk/staff/teaching-matters/teaching-learning-resources
https://www.ed.ac.uk/staff/teaching-matters


TEACHING ACCREDITATION

• Edinburgh Teaching Award (EdTA)                                                  
https://www.ed.ac.uk/institute-academic-development/learning-
teaching/cpd/teaching-award

• Teaching accreditation: Associate Fellowship of the Higher Education 
Academy

• Administered by IAD

• Introduction to Academic Practice (IntroAP)                          
https://www.ed.ac.uk/institute-academic-development/learning-
teaching/cpd/intro-ap

https://www.ed.ac.uk/institute-academic-development/learning-teaching/cpd/teaching-award
https://www.ed.ac.uk/institute-academic-development/learning-teaching/cpd/intro-ap


Support for Tutors and Demonstrators in HCA

Head of Subject

Subject Teaching 
Director

Course Organiser

Teaching Office
course admin

Student support 
and experience

Tutor and 
Demonstrator 
Co-ordinator

HCA HR

Academic Conduct 
Officer

Director of 
Postgraduate 

Research

Director of 
Equality, Diversity 

and Inclusion

Director of UG 
engagement and 

experience

Director of 
Students

Director of 
Teaching

Head of School

Director of 
Professional 

Services School

Subject Area

PS - Teaching

PS – Resources 
Team



ANY QUESTIONS?
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Further training 
opportunities
Dr Esther Mijers, HCA EdTA lead
e.mijers@ed.ac.uk

mailto:e.mijers@med.ac.uk


Continuing Professional Development (CPD) Framework for 
Learning and Teaching 

Institute for Academic Development 
(IAD)

Tutors and Demonstrators 

Workshops

Resources 

Mailing list

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

Teaching accreditation 

Introduction to Academic Practice 

Postgraduate Certificate Academic Practice (not 
running until further notice)

Edinburgh Teaching Award (EdTA)  

https://www.ed.ac.uk/institute-academic-development
https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/tutors-demonstrators
https://www.ed.ac.uk/files/atoms/files/tutorsdemonstrators_policy.pdf


EdTA

The University of Edinburgh’s route to 
the four fellowship categories of the 
Higher Education Academy, 
accredited by Advance HE; Associate 
Fellow, Fellow, Senior Fellow and 
Principal Fellow.
• (Inter)nationally recognised
• Portable

Professional Standards Framework

4 categories



Professional Standards 
Framework

demonstrates to learners and other stakeholders the professionalism that colleagues and institutions bring to teaching 
and/or supporting learning.

acknowledges the wide variety of local and global contexts in which higher education operates, and the diverse practices 
and roles that contribute to high-quality learning.

identifies three related sets of Dimensions: Professional Values, Core Knowledge and Areas of Activity.

presents, through four Descriptors, incorporating the Dimensions, a set of criteria statements against which individuals 
may evidence their practice.

fosters critically evaluative, reflective and evidence-informed approaches to teaching and/or supporting learning in 
diverse academic or professional settings.

enables individuals and institutions to review and enhance practices in teaching and/or supporting learning, providing a 
focus for initial and continuing professional development.

provides a structure to support institutions and individuals in advancing higher education practices to meet the evolving 
needs of learners and society, such as acting in support of the United Nations Sustainable Development Goals.

provides a structure through which individuals and institutions may gain recognition for approaches that support high-
quality learning.



Advance HE 
Fellowship of 
the HEA

• Edinburgh Teaching Award Category 1 = 
Associate Fellowship

• Edinburgh Teaching Award Category 2 = 
Fellowship

• Edinburgh Teaching Award Category 3 = 
Senior Fellowship

• Edinburgh Teaching Award Category 4 = 
Principal Fellowship



Support in HCA

EdTA
Self-driven, mentored, reflective 

(blog posts, collection of evidence)

Handbook

Wordpress site

Meeting tba

Teams channel Teaching Circle
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Introduction to UCU
14 September 2023

Guaranteed Hours Tutor Induction, 
School of History, Classics and 
Archaeology



What is a trade union?

• A trade union is a democratic counterweight to 
the power of the employer in a workplace.

• It is a membership organisation, i.e., run by and 
for its members, to defend and improve pay, 
working conditions, and pensions (deferred pay) 
for members.

• Members in a trade union use their collective 
knowledge and power to influence employers 
and challenge workplace injustice and 
exploitation.



University and College 
Union (UCU): who we 

are
UCU is the largest trade union in the UK for workers 
in post-16 education (universities, colleges, prisons, 
adult education, and other education providers). We 
are:
• Postgraduate students
• Lecturers
• Researchers
• Instructors, tutors, demonstrators
• Professional staff and managers
• Admin, library and computing staff



UCU Edinburgh

UCU Edinburgh is the University of Edinburgh 
branch of UCU.

UCU Edinburgh organises and negotiates with 
the University alongside the two other 

recognised campus trade unions: Unite and 
Unison.



HCA UCU Edinburgh local 
contacts:
• Sonia Tycko
• Megan Hunt
• Murdo Homewood - PGR local 

contact (murdo.homewood@gmail.com)
• Siân Davies – PGR local contact

(sian.davies95@icloud.com)
• Robert Suits Local contacts are your first point 

of contact within the union if you 
are experiencing issues at work – LCs 
can offer advice where appropriate, or 
connect you with an expert within the 
union

mailto:murdo.homewood@gmail.com
mailto:sian.davies95@icloud.com


What have UCU Edinburgh 
members done for tutors?

Campaigning and negotiating over many years led to:
1. Discontinuation of zero-hour contracts as standard for

hourly-paid tutors.
2. Payment for marking in addition to the paid preparation

time for tutorial.
3. Payment for attendance at training and meetings.

Full details on UCU Edinburgh website

But there is still a lot more to do!

https://www.ucuedinburgh.org.uk/anticas1


Can students or postgraduates join UCU??

Yes! There are two free membership options 
available.

-> If you are an enrolled PhD researcher who is 
also contracted to teach at the higher education 
institution at which you are registered for your PhD 
studies, we offer free membership for up one year. 
Select 'Standard Free' membership when joining.

https://www.ucu.org.uk/free


Can students or postgraduates join?

• UCU's 'student membership' category is open to 
students training to teach in post-school education, 
including PGCE students. 

• If you are a postgraduate student at a university or HE 
college and are planning a career in higher education 
(but are not an employed postgraduate student) you 
are also eligible for student membership. 

• This category of membership is free while you 
complete your studies.



You can claim tax relief on your 
subscription

• UCU members are entitled to offset a proportion of 
subscriptions paid against tax paid (less any 
voluntary contribution made to the Education 
Support).

• When completing a tax form, claims should be made 
under the section relating to 'professional fees and 
subscriptions'. The allowable figure to be entered 
should be 67% of the total subscriptions paid for 
each year.

• https://my.ucu.org.uk/app/answers/detail/a_id/469/

https://my.ucu.org.uk/app/answers/detail/a_id/469/


Current industrial action

• Strike action on the following dates:
25, 26, 27, 28 and 29 September 2023

• Ballot for further action going out soon, you 
can join and take part in that vote!



Issues for tutors: anti-
casualisation

UCU's anti-casualiation work focuses on 
campaigning to improvie the working conditions 
of workers in the university who are on fixed 
term, fractional, and/or hourly paid 
contracts. More broadly, anti-casualisation
seeks to combat the increasing drive of 
academia towards more reliance on casualised
labour, and what this means for the future of 
the university sector.



Key issues for anti-
casualisation include:

• staff employed on fixed term contracts
• staff doing pro rata/informal work
• PhD students and other staff members 

working as tutors
• improving job conditions for 

guaranteed hours/fixed term contract staff
• inconsistent work
• Pay gaps, and pay disparities across 

departments for equivalent work
• access to pensions



Anti-casualisation in 
UCU Edinburgh

• We work for each other and all casualised staff when 
discussing and negotiating with UoE, particularly during 
quarterly meetings between UCU and UoE HR

• We work with the Postgrad-PostDoc (PGPD) Network to 
improve working conditions for PGRs, postdocs and other 
casualised staff

• We organise an anti-casualisation sub-committee to hear 
about and discuss your issues with UCU Edinburgh.

• We keep members updated on relevant matters via 
meetings and the union newsletter.

• Analyse possible breaches of the collective 
agreement reached between the university and UCU 
Edinburgh in 2019



a. GH staff are not requested to and do not undertake activities for which 
they will not be paid;

b. the activities they are requested to do are consistent with the grade 
profiles against which they have been appointed;

c. hourly rates of pay in line with the grade profile will be consistent 
across the University;

d. it is made clear to GH staff, and to those who work with them, any 
course-related lectures or other work related activities that GH staff must 
attend, and that such attendance will be classified as paid work;

e. paid time for induction, requisite training and a specified amount of 
professional development (CPD) is built into the hours that are 
guaranteed, paid in line with the grade for the role performed

Key provisions from the collective 
agreement

Also: https://www.ed.ac.uk/files/atoms/files/guaranteed_hours_guidance_on_management_of.pdf

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




What can you do?
• Join the union (it's free!)
• Discuss union issues openly to show solidarity in times of 

action.
• Let us know about problems you have with 

contracts/People and Money/any issues of hours and pay
• Asked to do extra work or cover lectures/marking? 

“further your career“? Let us know!

Contact your PGR local contacts (Siân and Murdo) or branch 
anti-casualisation officer Jonny Denis
sian.davies95@icloud.com
murdo.homewood@gmail.com
jonathan.dennis@ed.ac.uk

mailto:sian.davies95@icloud.com
mailto:murdo.homewood@gmail.com
mailto:jonathan.dennis@ed.ac.uk


Join today!
http://www.ucu.org.uk/join

http://www.ucu.org.uk/join
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Academic conduct and Turnitin checking



Academic conduct and Turnitin checking

School Academic Conduct Officers:
• David Lewis (david.lewis@ed.ac.uk)
• Mark Newman (m.newman@ed.ac.uk)

E-mail address for all queries and flagged 
coursework:

hca-misconduct@ed.ac.uk

Further guidance and information can be 
found on the relevant Teaching Support 
page here.

mailto:david.lewis@ed.ac.uk
mailto:m.newman@ed.ac.uk
mailto:hca-misconduct@ed.ac.uk
https://www.edweb.ed.ac.uk/history-classics-archaeology/about-us/working-with-us/teaching-support/useful-information-for-tutors/notification-of-suspected-academic-misconduct




1) False alarm:



2) Extensive copying:



3) More common problems (e.g. improper paraphrasing):



4) Turnitin does not detect everything:



1) Mark the essay as normal. (I find it easier to mark before looking at matches 
Turnitin detects). Don’t deduct any marks, or refer to ‘misconduct’, ‘cheating’ 
etc., in your feedback. 

What to do if you spot plagiarism or have any other concerns:



1) Mark the essay as normal. (I find it easier to mark before looking at matches 
Turnitin detects). Don’t deduct any marks, or refer to ‘misconduct’, ‘cheating’ 
etc., in your feedback. 

2) Email the course organiser asking whether reporting the case to HCA 
Misconduct is warranted

3) If so, email hca-misconduct@ed.ac.uk (and CC the course organiser) with the 
following information: 
• Student’s exam number
• Course name 
• Name of assessment and proportion of course (e.g. Essay, 40%)
• Face value mark*
• Brief summary of why you’re flagging this piece of work 

What to do if you spot plagiarism or have any other concerns:

mailto:hca-misconduct@ed.ac.uk


No formal action needed:
• No problem or so minor that it can be handled via feedback

Handled as ‘poor scholarship’ at School level:
• ‘Poor scholarship’ here has the technical meaning of plausibly accidental breaches of the rules. Don’t 

send us cases just because you’ve come across e.g., a rubbish essay
• Ordinarily, student invited to a meeting with one of the School Academic Conduct Officers 
• For minor cases, the student will be informed of the problems via email
• Possibly, mark reconsidered (< 10 marks); we will discuss with you

Mark penalty for ‘academic misconduct’ at School level
• A penalty of up to 10 marks can be imposed at School level

Referred to College level:
• Repeat offences / serious case 
• Referred to College Academic Misconduct Officer
• Possible formal mark penalty (10, 20, 30 mark penalty; mark reduced to 0)

We’ll let you know what happens next:



• Always refer: if in doubt, refer coursework to us. 

• You don’t need to contact students yourself: we will. If you think there are grounds for 
discussing the issues with the student yourself, let us know.

• Time constraints: we aim to decide how a piece of work is being handled before marks and 
feedback are released to students (i.e. within the ‘15-day turnaround’). When you open 
Turnitin to mark your assignments, have a quick check of the similarity score column and 
mark the assignments with higher scores first – this will mean that problem cases get referred 
to us early on in the marking cycle

• If you suspect academic misconduct, you must report it – it is not an option to deal with it 
informally with the student. This ensures fairness across the board – that all students are 
treated equally. Run all such cases by your course organiser.

Things to bear in mind:



If any student you teach is worried or confused about good practice:

• Feel free to direct them to either of the School Academic Conduct Officers.

• ‘Guides to Good Academic Conduct’ available as PDFs on the School website 
(student-friendly, and tailored to each of the three subject areas):
https://www.ed.ac.uk/history-classics-archaeology/information-current-
undergraduates/your-studies/assessment-and-feedback/academic-conduct

https://www.ed.ac.uk/history-classics-archaeology/information-current-undergraduates/your-studies/assessment-and-feedback/academic-conduct


Generative AI

• At present, detection technology is not sufficiently watertight to 
enable us to penalise suspected cases of AI use

• However, we can investigate if the essay contains fake references, 
which is a current glitch of ChatGPT

• Other grounds for suspicion: patches of perfect grammar, spelling and 
syntax followed by patches of poor grammar, spelling and syntax

• Regrettably, clever students will be able to integrate AI-produced 
material seamlessly with their own words

• If you have good *specific* reasons (such as the above) to suspect AI 
use, email HCA Misconduct



Academic conduct and Turnitin checking
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STUDENT SUPPORT

CODE OF STUDENT CONDUCT

DISCLOSURE OF INTIMATE RELATIONSHIPS POLICY 

Catriona Pickard (Catriona.Pickard@ed.ac.uk) – Senior Tutor/Director of Students

mailto:Catriona.Pickard@ed.ac.uk


Student Support:

• A high quality and consistent support 
ecosystem that meets students’ needs, 
comprising:

1. Academic Cohort Leadership 

2. Student Support and Experience Team

3. Teaching Team

4. Integrated Peer Support Network 

5. Wider University and external services

• Student Support Framework (sharepoint.com)

https://uoe.sharepoint.com/sites/StudentSupport-BriefingResourcesforSchoolsandDeaneries/SitePages/Student-Support-Framework.aspx


Student Support Structure:

• In the 2023/24 academic session all taught students will be assigned:
– A dedicated Student Adviser

• Student Advisers are students first point of contact for any 
academic or wellbeing related enquiries

• HCA has 9 specialist Student Advisers, who are part the Student 
Support and Experience Team (hca-sso@ed.ac.uk)

– An Academic Cohort Lead
• A colleague who supports a cohort of students that are usually on 

the same degree programme 
• Facilitates student relationships with the academic environment

mailto:hca-sso@ed.ac.uk
https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/cohort-leads/what-is-a-cohort-lead


Student Support Structure:

• Peer support: for students seeking advice on 
generic academic skills 

– Writing Centre 
• https://uoe.sharepoint.com/sites/hss/hc

a/writing-centre
– History/Classics/Archaeology peer 

mentoring
• https://www.ed.ac.uk/history-classics-

archaeology/information-current-
undergraduates/your-studies/support-
and-advice/peer-support

• IAD https://www.ed.ac.uk/institute-academic-
development

https://uoe.sharepoint.com/sites/hss/hca/writing-centre
https://www.ed.ac.uk/history-classics-archaeology/information-current-undergraduates/your-studies/support-and-advice/peer-support
https://www.ed.ac.uk/institute-academic-development


Student Support Structure:

• Teaching Teams: course organisers, lecturers, tutors, demonstrators, etc. 
• Responsibilities of Teaching Teams:

– Know how to signpost students to support structures in the University
– Be familiar with the Helping Distressed Students Guide and the HCA 

Escalating Student Cases guidance and be able to arrange support for 
a student who appears to be in severe distress

• Teaching colleagues are not expected to provide specialist wellbeing care 
and should not attempt to do so

• Student Wellbeing Service 
– Provides support for students with issues that are affecting their 

health, wellbeing, studies or personal life   
– Teaching teams may refer students to the Wellbeing Service, however, 

it is strongly advised that referrals are made via a Student Adviser

https://www.ed.ac.uk/sites/default/files/atoms/files/helping_distressed_students_september_2022.pdf
https://www.ed.ac.uk/student-wellbeing-service




Teaching Teams – academic support:

• Students may contact any member of a teaching team with course related 
questions or for specialist information

• Student expectations:
– “You can speak to your lecturers, course organisers and other staff on your 

teaching team about your chosen subjects, course content, assessments and 
progress”

– “Please ask the most relevant member of the teaching team on your course”

• Tutors should support students with course/topic-related academic queries  
• You are NOT expected to 

– address questions relating to the student ‘journey’

• Writing references: Careers Service: referees and references and 
Reference Requests Guidance

https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications/referees-and-references
https://uoe.sharepoint.com/sites/StudentSupport-BriefingResourcesforSchoolsandDeaneries/SitePages/Reference-Requests-Guidance.aspx?CT=1666343303900&OR=OWA-NTB&CID=3fbb21a8-5949-8fc0-4844-8237e802ed77


Code of Student Conduct:

• The Code of Student Conduct applies to all students. 
• It details the University’s expectations about student’s conduct with 

other students, staff and external organisations when:
• undertaking activities as a UoE student
• using services/facilities enjoyed by virtue of being a UoE 

student
• in the vicinity or using any premises owned/leased or 

managed by UoE
• any activity which adversely affects safety, interests or 

reputation of UoE
• …and the procedures for dealing with allegations of unacceptable 

behaviour in a fair and consistent manner

https://www.ed.ac.uk/academic-services/staff/discipline/code-discipline


Examples of misconduct:

• Disrupting academic or extra-curricular University activities
• Obstructing anyone in their duties or activities
• Violent, indecent, disorderly, threatening or offensive behaviour or 

language
• Harassment, victimisation or discrimination
• Unjustifiably infringing freedom of thought/expression while on 

University premises or engaging in University activities
• Failure to comply with University rules, regulations or policy
• Assessment offences
• Failing to comply with a previously impose penalty under this code



Conduct in the classroom:

• Minor disruptions can be managed in class: e.g., a student talking 
over you

• The escalation route if minor incidents persist or if a more serious 
incident takes place:
– Contact your course organiser, who may escalate the case 

further if required (e.g., Head of Subject Area, Head of School)
• Misconduct allegations 

– Allegations of misconduct may be investigated and disciplinary 
action taken where appropriate

– Investigations are conducted where there is sufficient evidence 
of conduct that could be regarded as a breach of the code



Disclosure of Intimate Relationships Policy:

• The Disclosure of Intimate Relationships Policy recognises that close and long-lasting 
relationships can and do develop between students and staff members, and between 
workplace colleagues

• The University does not wish to interfere in the personal lives of its students or staff. Nor 
does it seek to prohibit intimate relationships between consenting adults. However, it 
recognises that there are risks when one party is in a position of power, trust and authority 
relative to the other. 

• The DIR Policy seeks to minimise risks and safeguard students and staff. 

https://www.ed.ac.uk/sites/default/files/atoms/files/ue_approved_disclosure_of_intimate_relationship_policy_final_-_september_2023.pdf


Policy Aims:

• Protect staff and students from 
– real/perceived conflicts of interest
– misuse of power and exploited consent

• Protect staff from allegations of 
– exploiting their position of power, trust, authority
– improper conduct towards those to whom they owe a duty of care and trust
– bias, favouritism, harassment, victimisation

• Safeguard the reputation of the University as a safe place to study and work



Policy Principles:

• Staff are expected to:
– Act professionally and with integrity
– identify and avoid actual/perceived conflict of interest situations 

• Students are expected to act with integrity
• A staff member in an intimate relationship with a student must not be involved in any aspect 

of the assessment, examination, supervision or pastoral care of the student 
• A staff member in an intimate relationship with another member of staff must not be involved 

in any aspect of the direct or indirect recruitment, selection, review, recognition, promotion 
or other management activity or process involving the other member of staff 



Requirement to Disclose:

• To protect both staff and student:
– Staff are strongly discouraged from intimate contact with a 

current student
– Staff must disclose, in writing, if they are in, or have been in an 

intimate relationship with an incoming/current student
• And also make the student aware of their need to disclose
• Must also disclose if their relationship with a current student 

comes to an end
– Where a staff member is also a student, the staff member must 

disclose, in writing, if they are in, or have been in, an intimate 
relationship with an incoming/current student with whom they 
will have or do have a professional connection



Disclosures:

• Disclosures
– Will be handled sensitively and with respect for the privacy of both parties 
– Will be shared on a confidential, strictly need to know basis 

• Failure to disclose is a disciplinary matter, up to and including dismissal
– Staff who fail to disclose will be treated fairly 

• Concerns about a staff–student or staff–staff relationship should be report to the HR Adviser 
– HR Advisory Contacts

https://www.ed.ac.uk/human-resources/about/in-colleges/humanities


Maintaining Boundaries:

• Staff are strongly advised to maintain clear professional boundaries 
• “think twice” before, for example:  

– meeting a student one-to-one outside office hours and off campus
– corresponding with a student one-to-one on anything unrelated to 

the student’s studies or their University residence  
– befriending and communicating with a student on a personal 

basis via Facebook or other social media channels 
– sharing personal information or problems with a student 
– physically comforting/embracing a student  
– using terms of endearment  
– giving a student a gift or lending or borrowing items/money to or 

from a student



Any questions?



STUDENT SUPPORT

CODE OF STUDENT CONDUCT

DISCLOSURE OF INTIMATE RELATIONSHIPS POLICY 

Catriona Pickard (Catriona.Pickard@ed.ac.uk) – Senior Tutor/Director of Students

mailto:Catriona.Pickard@ed.ac.uk


Student Support:

• A high quality and consistent support 
ecosystem that meets students’ needs, 
comprising:

1. Academic Cohort Leadership 

2. Student Support and Experience Team

3. Teaching Team

4. Integrated Peer Support Network 

5. Wider University and external services

• Student Support Framework (sharepoint.com)

https://uoe.sharepoint.com/sites/StudentSupport-BriefingResourcesforSchoolsandDeaneries/SitePages/Student-Support-Framework.aspx


Student Support Structure:

• In the 2023/24 academic session all taught students will be assigned:
– A dedicated Student Adviser

• Student Advisers are students first point of contact for any 
academic or wellbeing related enquiries

• HCA has 9 specialist Student Advisers, who are part the Student 
Support and Experience Team (hca-sso@ed.ac.uk)

– An Academic Cohort Lead
• A colleague who supports a cohort of students that are usually on 

the same degree programme 
• Facilitates student relationships with the academic environment

mailto:hca-sso@ed.ac.uk
https://www.ed.ac.uk/institute-academic-development/learning-teaching/staff/cohort-leads/what-is-a-cohort-lead


Student Support Structure:

• Peer support: for students seeking advice on 
generic academic skills 

– Writing Centre 
• https://uoe.sharepoint.com/sites/hss/hc

a/writing-centre
– History/Classics/Archaeology peer 

mentoring
• https://www.ed.ac.uk/history-classics-

archaeology/information-current-
undergraduates/your-studies/support-
and-advice/peer-support

• IAD https://www.ed.ac.uk/institute-academic-
development

https://uoe.sharepoint.com/sites/hss/hca/writing-centre
https://www.ed.ac.uk/history-classics-archaeology/information-current-undergraduates/your-studies/support-and-advice/peer-support
https://www.ed.ac.uk/institute-academic-development


Student Support Structure:

• Teaching Teams: course organisers, lecturers, tutors, demonstrators, etc. 
• Responsibilities of Teaching Teams:

– Know how to signpost students to support structures in the University
– Be familiar with the Helping Distressed Students Guide and the HCA 

Escalating Student Cases guidance and be able to arrange support for 
a student who appears to be in severe distress

• Teaching colleagues are not expected to provide specialist wellbeing care 
and should not attempt to do so

• Student Wellbeing Service 
– Provides support for students with issues that are affecting their 

health, wellbeing, studies or personal life   
– Teaching teams may refer students to the Wellbeing Service, however, 

it is strongly advised that referrals are made via a Student Adviser

https://www.ed.ac.uk/sites/default/files/atoms/files/helping_distressed_students_september_2022.pdf
https://www.ed.ac.uk/student-wellbeing-service




Teaching Teams – academic support:

• Students may contact any member of a teaching team with course related 
questions or for specialist information

• Student expectations:
– “You can speak to your lecturers, course organisers and other staff on your 

teaching team about your chosen subjects, course content, assessments and 
progress”

– “Please ask the most relevant member of the teaching team on your course”

• Tutors should support students with course/topic-related academic queries  
• You are NOT expected to 

– address questions relating to the student ‘journey’

• Writing references: Careers Service: referees and references and 
Reference Requests Guidance

https://www.ed.ac.uk/careers/students/undergraduates/make-it-happen/write-cvs-and-applications/referees-and-references
https://uoe.sharepoint.com/sites/StudentSupport-BriefingResourcesforSchoolsandDeaneries/SitePages/Reference-Requests-Guidance.aspx?CT=1666343303900&OR=OWA-NTB&CID=3fbb21a8-5949-8fc0-4844-8237e802ed77


Code of Student Conduct:

• The Code of Student Conduct applies to all students. 
• It details the University’s expectations about student’s conduct with 

other students, staff and external organisations when:
• undertaking activities as a UoE student
• using services/facilities enjoyed by virtue of being a UoE 

student
• in the vicinity or using any premises owned/leased or 

managed by UoE
• any activity which adversely affects safety, interests or 

reputation of UoE
• …and the procedures for dealing with allegations of unacceptable 

behaviour in a fair and consistent manner

https://www.ed.ac.uk/academic-services/staff/discipline/code-discipline


Examples of misconduct:

• Disrupting academic or extra-curricular University activities
• Obstructing anyone in their duties or activities
• Violent, indecent, disorderly, threatening or offensive behaviour or 

language
• Harassment, victimisation or discrimination
• Unjustifiably infringing freedom of thought/expression while on 

University premises or engaging in University activities
• Failure to comply with University rules, regulations or policy
• Assessment offences
• Failing to comply with a previously impose penalty under this code



Conduct in the classroom:

• Minor disruptions can be managed in class: e.g., a student talking 
over you

• The escalation route if minor incidents persist or if a more serious 
incident takes place:
– Contact your course organiser, who may escalate the case 

further if required (e.g., Head of Subject Area, Head of School)
• Misconduct allegations 

– Allegations of misconduct may be investigated and disciplinary 
action taken where appropriate

– Investigations are conducted where there is sufficient evidence 
of conduct that could be regarded as a breach of the code



Disclosure of Intimate Relationships Policy:

• The Disclosure of Intimate Relationships Policy recognises that close and long-lasting 
relationships can and do develop between students and staff members, and between 
workplace colleagues

• The University does not wish to interfere in the personal lives of its students or staff. Nor 
does it seek to prohibit intimate relationships between consenting adults. However, it 
recognises that there are risks when one party is in a position of power, trust and authority 
relative to the other. 

• The DIR Policy seeks to minimise risks and safeguard students and staff. 

https://www.ed.ac.uk/sites/default/files/atoms/files/ue_approved_disclosure_of_intimate_relationship_policy_final_-_september_2023.pdf


Policy Aims:

• Protect staff and students from 
– real/perceived conflicts of interest
– misuse of power and exploited consent

• Protect staff from allegations of 
– exploiting their position of power, trust, authority
– improper conduct towards those to whom they owe a duty of care and trust
– bias, favouritism, harassment, victimisation

• Safeguard the reputation of the University as a safe place to study and work



Policy Principles:

• Staff are expected to:
– Act professionally and with integrity
– identify and avoid actual/perceived conflict of interest situations 

• Students are expected to act with integrity
• A staff member in an intimate relationship with a student must not be involved in any aspect 

of the assessment, examination, supervision or pastoral care of the student 
• A staff member in an intimate relationship with another member of staff must not be involved 

in any aspect of the direct or indirect recruitment, selection, review, recognition, promotion 
or other management activity or process involving the other member of staff 



Requirement to Disclose:

• To protect both staff and student:
– Staff are strongly discouraged from intimate contact with a 

current student
– Staff must disclose, in writing, if they are in, or have been in an 

intimate relationship with an incoming/current student
• And also make the student aware of their need to disclose
• Must also disclose if their relationship with a current student 

comes to an end
– Where a staff member is also a student, the staff member must 

disclose, in writing, if they are in, or have been in, an intimate 
relationship with an incoming/current student with whom they 
will have or do have a professional connection



Disclosures:

• Disclosures
– Will be handled sensitively and with respect for the privacy of both parties 
– Will be shared on a confidential, strictly need to know basis 

• Failure to disclose is a disciplinary matter, up to and including dismissal
– Staff who fail to disclose will be treated fairly 

• Concerns about a staff–student or staff–staff relationship should be report to the HR Adviser 
– HR Advisory Contacts

https://www.ed.ac.uk/human-resources/about/in-colleges/humanities


Maintaining Boundaries:

• Staff are strongly advised to maintain clear professional boundaries 
• “think twice” before, for example:  

– meeting a student one-to-one outside office hours and off campus
– corresponding with a student one-to-one on anything unrelated to 

the student’s studies or their University residence  
– befriending and communicating with a student on a personal 

basis via Facebook or other social media channels 
– sharing personal information or problems with a student 
– physically comforting/embracing a student  
– using terms of endearment  
– giving a student a gift or lending or borrowing items/money to or 

from a student



Any questions?
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HCA Peer Support (1)

• What does HCA Peer Support entail in AY23-24? 
• HCA Mentoring: Peer Mentors/Leaders
• HCA Clans
• HCA Writing Centre
• Main ethos: to support the needs of the student body and to 

‘build academic and social communities within the university’ 
• Student-led and supported by EUSA 

• HCA Mentoring 
• Pairs pre-honours students with honours students; usually in same 

subject area
• Students sign up via an anonymous form and mentors choose 

based on alignment of interests, commonalities, etc 

https://www.ed.ac.uk/history-classics-archaeology/information-current-undergraduates/your-studies/support-and-advice/peer-support#:%7E:text=History%20Clans,and%20keep%20in%20touch%20with.


Peer Support (2)

• HCA Clans
• Developed by History Society, supported by the School
• Expanded to include all of HCA this year
• Clan leaders linked to cohorts relevant to their subject 

areas 
• Clan leaders have been assigned to offer support to 

first-year students 
• The Clan leaders will organise activities both academic 

and social 
• Have had EUSA training 

• Strong links to societies (History Society, mainly) but has 
expanded since 



Peer Support (3): The 
Writing Centre 

• The Writing Centre 
• For both UG and PG students 
• Employing several PhD students to talk to students 

about their writing 
• 1:1 basis; 45 minutes in length 
• Online centralised booking system 

• Each student can book two sessions per year 
• Last year the Writing Centre ran 639 tutorials – it 

is a very valuable resources for students 
• Furthermore, it takes some of the pressure 

off of you in terms of writing feedback in a 
course/tutorial context 



Peer Support (4)

• Who provides support for the peer support schemes? 
• Senior Student Leader (Emily Johnston and one other PhD 

student)
• EUSA
• The Student Support and Experience Team (SSET) 
• Specifically, the Student Experience Officer (Cristyn King)
• The Director of UG Engagement and Experience (Tereza Valny) 

• What can you do with these services? 
• They come in when the limits of your own role is reached
• You can point students to mentoring, the clan system, and 

particularly the Writing Centre 
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