Special Tuition in the Faculty of Asian and Middle Eastern Studies

Notes for Guidance

Definitions

Special Tuition is tutorial-style teaching delivered within the Faculty, for which the tutor receives hourly payment at defined university rates.  These costs were previously met from central university resources but are now met entirely by the Faculty.  

Special tuition exists so that the Faculty can meet the needs of individual students, or small groups of students, which would not otherwise be met within the Faculty’s core provision of lectures and classes.  

It is appropriate for a wide range of purposes, including supplementary language teaching, special options on Masters’ courses, assistance to PRS students and individual preparation for examinations.

For some teaching officers, namely ULNTFs, Special Tuition is an essential means of meeting the obligations in their teaching contracts.  Since the devolution of all costs to the faculty, however, non-payment by the Faculty for Special Tuition would no longer affect a ULNTF’s stint fulfilment.   

Eligibility

The University and Faculty rubric states that MSt and MPhil students may normally receive 8 hours’ Special Tuition per term, although there may be cases where this has to be exceeded.  However, no student may receive more than 16 hours special tuition per term without the express prior approval of the Faculty Board.  Students who have completed their Transfer of Status are not eligible for Special Tuition.

Only the main Supervisor of a student (that is to say, the supervisor who has access to the student’s GSS account) has the authority to organise Special Tuition if and when it is required.  If there is any doubt about a student’s eligibility to receive Special Tuition, this should be checked with the graduate studies assistant, who keeps a record of all Special Tuition received. The Supervisor in advance of the teaching being delivered if it exceeds the maximum stated above should make application to the Board.

If a provider of special tuition is not already employed elsewhere in the university, he or she will need to submit a one-page CV (to the DGS) and then also, if requested by the DGS, complete the tutorial training provided by the Oxford Learning Institute in conjunction with the faculty. 

Reporting

It is an essential feature of Special Tuition that a termly report for each individual student in receipt of special tuition is provided by the teacher.  The Supervisor should feed this report into the overall termly reporting of GSS.   No payment will be sanctioned unless a report has been received.

In cases where the Special Tuition has been provided by the supervisor named on GSS, this can be done directly by the supervisor him or herself.  In cases where someone else has provided the tuition, it is the task of the named supervisor to ensure that the report has been received and its contents transmitted into GSS.  

In the cases of special tuition classes with more than one student, a brief report will be required for each student.

Claim procedure

The supervisor will notify the Faculty Office at the start of term when Special Tuition has been commissioned, at which point a ‘Right to Work’ check may need to be carried out.  During the term, the Faculty Office will send the Special Tuition teacher the report form (Form B) and a claim form for payment (Form C), also available from the Faculty website at www.orinst.ox.ac.uk.  These should be submitted to the Faculty Office by Friday of 9th Week of term, who will then forward the report only to the relevant supervisor.  Payment to the Special Tuition tutor will be processed as quickly as possible after receipt of both the report and the claim form. 
On receipt of the report (Form B), the Supervisor should incorporate the report into the student’s GSS report for that term according to the GSS deadline. 
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