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To: Mathematics Part B and Part C Intercollegiate Class Tutor:
Re: Organisation of Intercollegiate Classs
Dear Class Tutor,

For each Part Bourse you should give four -minute classesFor each Part C course y
should give seven tioeur classesPlease note the following important poi

Database

The class scheme will continue to be administeradhe MINERVA web-based databasPlease
read the dll guidelines attachedf you do not have a username and a passworMINERVA,
please notify Sandy Patgldtels@maths.ox.ac.) as soon as possible.

Teaching Assistants

Class tutorsre responsible for finding their ovteaching assistant. Thist of volunteers can t
found at the beginning of the te at http://www.maths.ox.ac.uk/teachi-staff/teaching-
assistantsPlease note thator any given classthe class tutor and teaching assistant shou
not be the same person.

Problem Sheets and Model Solutior

It is the responsibility of the course lecturer gomovide problem sheets and complete
thorough model solution€lass tutors should not need to devote a greal of time working
out solutions to problems.

Pre-Term Meeting

The lecturer should call a g-term meeting of the teaching teanedfurer,class tutors and
teaching asistants) to discuss ¢ matters as the notation, the route through thenahetc. It
is helpful f there is liaison between thecturer andtheir team ofclass tutors and TAs
throughout the term, with thecturer keeping the team up to dafiéh progress in lectures al
tutors informing the lecturer of any difficultiestithe problem sheets or students understar
of lectures.

Allocation of Students to Classe
» Class tutors should inform the courscturer of the following detailbeforethe end of week
0:
0o Name of TA,
o Time and venue of class
o Time and place for students to submit w
This allows &cturers to allocate students to cla immediatelyafter the first lecture and
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then to enter all this information inMINERVA.
When timetablinghe classg, please consult the lecture list found at

http://www.maths.ox.ac.uk/notices/lect-lists/

to avoid whenever possible, clashes with lection other optionshat studenttaking your
option maybe attending.

(Note: Class ttors are strongly encouraged to use college rooniser the teaching of
intercollegiate classes. If this is not possible, rooms at the Ma&matical Institute may
be requested by emailingroom-bookings@maths.ox.ac.ukthough these requests w
not be considered beforeweek -1.)

Class tutors should ensure that the names of swdeored irMINERVA are kept up to date.
At the end of week4, no further changes will be permitted in class nmabership to allow
MINERVA to calculate fees to each college. If a studenttsvem stop attending a cli for
which they are registeregtoth the class tutor and Sandy Pateheed to be notified before
the end of week 4

These classes are not intended for graduate résstdents. Graduate students wishin

attend classes as observers c(not having work marked)must first seek permission of t
class tutor.
MFoCS Students

MFoCS students are eligible to attendsses and have their work marked, as this course
partially taught graduate course (and not a puseareh course). Where sufficient numt
exist, MFoCSstudents should kallocated to a separate class.

Marking

Work is marked by the TA before the class, althocdigiss tutors may find it helpful to me

one or two scripts. The class tutor is respondinenoritoring the standard of marking a

writing the final reports.

TAs are given the following advice about marki

“Please give each question a grade and also giowenall grade for the piece of work and keep amtof

the grades. You should give either a numericakmaia quality mark for each question. These ta@tpshs
follows. If a question is marked ouf 25, then 19-25 is an alpha, 18-is a beta and-11 is a gamma with
additional pluses or minuses to indicate wherdnénrainge the mark falls. You should also write cants
on the work;research shows that this is more useful feedbacgtudents the grades. For instance
explaining where the student has gone wrong, hosould have been done better, how the present
could be improved, or indeed that an argument itiqudarly elegant or inventive. Try to be reasblye

positive and encouraging."”

Pre-Class Meeting
There should be a paass meeting of about 15 mint to discuss with your T how the
students have done and to plan the class. Additigrclass tutors may ask their Tto inform
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them of their studentgerformance by ema
The Class

* TAs are expected to attend each class.class titor and TA should decide together how
TA should contribute to the class: s/he might destate one or more of the problems
help by encouraging students to participate indlass and poiing out particular probler
areas. At some stage during the class, studeatddshave an opportunity to ask tclass
tutor and TA about remarks on their work, and fanegal help concerned with studying 1
course. Students may also be encourage imonstrate solutions, when appropri

* Records of both marks and attendashould be entered into Minerva promptly after e
classto allow college tutors to track the progress efitistudent:

Absence from classes, unsatisfactory work, failureo hand in work
The MINERVA database allov colleges to check the reports on their studengsatime during
the term. However, if there are serious concefor example:

* astudent is absent from a cl:

* presents unsatisfactory woi

» fails to hand irwork,
without a reasonable excuse, the class tutor mémtnn the student’s collegeThis can be done
by e-mail totutors-<nsert college name>@maths.ox.ac.uk.

Reports

The class tutor is responsible for reports w must be completednd entered intMINERVA
for each student, giving gra¢, attendance throughout the teamd overall comments 9am
Monday week 8 If the final class occurs after Monday weekhe marks and attendance
that class should be added e

Senior Tutors’ Rules

Specialarrangements have b« made with the Senior TutgrCommittee for thicclass scheme
and the operation of thelseme continues to be under scrutirlt is therefore important thi
class utors pay attention to the following poir

* Each tass should have bothtutor and a teachingsaistant; that is, twdifferent people
should be involved in running eaclass, and both should be present durincclass.

* Class sizes should be between 5 and 10 undergesdweith a preferred size 8. It may
occasionally be necessary for classes to be as é&d2. Larger classes may be permitte
exceptional circumstances but the Academic Asdistaads to be notified because colle
must be alerted and given the option of withdrawthwgr students from such class
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Classes of fewer than 5 students are not financiallyiable and cannot run within the
class schemeFor suchcases, the class tutor should make teaching amasrge outside th
class scheme with the colleges concerfWhere a class starts running within the class
scheme but then becomes too small, it is the responsibility of the class tutor to arrange
payment for him/herself and the teaching assistant with the colleges of students who are
member s of the class at the end of Week 4.

If you anticipate having insufficient or excessivenumbers or no TA, please contact
Sandy Patel patels@maths.ox.ac.u) urgently for guidance.

For Part Bcourses the assumption is that there shoula set of four 9-minute classes
taking place either in

o 2" 4" 6" and " weeks (“even” weeks) or

o 39, 5" 7" and = week of the following ternf‘odd” weeks

o Or4™6"and " and £' week of the following term.

For Part C courses the assumption is that thenddlhea set of seven-hour classes, one in
each of the weeks 2-8.

The classes are int@ltegiate and eacclass utor is undertaking a tutorial responsibility
the request of the undergraduate'ollege. (It should be noted that Faculty on a UL t\
contract may also be taking a class as part of teggartmental stin

Training for Teaching Assistants

You will be required to subn a report, including constructive comments of the’sl
marking and delivery. You will be alerted to thisMINERVA.

You should arrange forour TA to present solutions tsome problems each we and you
should assist by making helpiconstructivecomments during or after the presentati

By the end of weeB youshould complete the report on your TANHNERVA, commenting
on their marking and presentation of solutions, ginthg constructive feedback. The rep
shouldalso indicate whether not your TA needs further training.

If your classes are likely to deviate from the sérd arrangements described abovlease
contact me c/o Sandy Patpb(el:@maths.ox.ac.ykas soon as possible.
With thanks,

Dr Glenys Luke

Acting Chair of Teaching Committ

c/o Sandy PatehAcademic Assista



