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The University of Sydney



School of Philosophical and Historical Inquiry

Faculty of Arts

Information for Teaching Staff - 2009
Staff Contact details
Teaching and Curriculum Coordinator:
Diane Ferari (diane.ferari@usyd.edu.au) x13638 

Teaching and Curriculum Assistant:

Kim Kemmis (kim.kemmis@usyd.edu.au) x14021 

Student & Academic Support Staff
sophi.enquiries@usyd.edu.au 

Phone: Ext. 12862 (+61 2 9351 2862) | Fax: Ext. 13918 (+61 2 9351 3918)

Kaaren Walker-Smith - Team Leader (k.walker-smith@usyd.edu.au) x66132

Adrian Atkins x66049

and other staff members on:  x12862 and x12860
Important Dates
	First semester
	Dates

	Lectures begin
	Monday 2 March

	AVCC Common Week/non-teaching Easter period
	Friday 10 April to Friday 17 April

	Study vacation
	Monday 8 June to Friday 12 June

	Examination period
	Monday 15 June to Saturday 27 June

	Semester ends
	Saturday 27 June

	Deadline for result mark sheets to be submitted to SOPHI
	Wednesday 1 July

	Departmental Examiner’s Meetings
	Monday 6 - Wednesday 8 July


	Second semester
	Dates

	Lectures begin
	Monday 27 July

	AVCC Common Week/non-teaching period
	Monday 28 Sep to Friday 2 October

	Study vacation
	Monday 2 Nov to Friday 6 November

	Examination period
	Monday 9 Nov to Saturday 21 November

	Semester ends
	Saturday 21 November

	Deadline for result mark sheets to be submitted to SOPHI
	Wednesday 25 November

	Departmental Examiner’s Meetings
	Monday 30 November – Wed 2 December


	Public Holidays
	Dates

	Australia Day
	Monday 26 January

	Good Friday
	Friday 10 April

	Easter Monday
	Monday 13 April

	Anzac Day
	Saturday 25 April

	Queen’s Birthday
	Monday 8 June

	Labour Day
	Monday 5 October


Printing of Unit Readers

Submission dates for printing Unit Readers are as follows:

Semester 1:         23 January


Summer School:  5 May


Semester 2:         16 June

You will be informed about the submission dates for printing readers, approximately 4-6 weeks before the start of semester. Please note that printing requests received after the submission date may result in readers and unit outlines being unavailable for the start of semester. Readers are limited to 300 single-sided pages (or 600 double sided).  They will be comb bound and have a card cover with the University crest.  All readers will be on sale through the University Copy Centre. 

Unit of Study Outlines

Faculty guidelines and checklist for creating your unit of study overview/guide are available from http://www.arts.usyd.edu.au/teaching_learning/academic_support/unit_of_study_outlines.shtml
The Academic Board policy on the Management and Evaluation of Coursework Teaching sets a minimum standard for Unit of Study  (UoS) outlines.
All unit coordinators are required to submit an electronic copy of their unit outline to the SOPHI office, by Week 1 of semester, to facilitate student enquiries. We would also like to post your unit outline on your departmental website, for the convenience of students. If you have objections to this please let us know by stating “not for online publication” in your email, or including “_NFOP” in your file name. Otherwise, it will be assumed that we may post this on your behalf. If you have a WebCT classroom we will instead place a link to your classroom rather than a link to the unit guide itself.

The library is also keen to have access to your required and recommended reading lists, so as to better serve student needs. If you have already provided this information to the library or would prefer that this information is NOT provided to the library, please also indicate this upon submission of the electronic copy of your unit guide.

The Faculty has now developed new guidelines for Unit of Study outlines designed to facilitate compliance with Academic Board Policy. Faculty of Arts guidelines are available on the server at Arts Public/Faculty/Forms-Various/Current Forms/2009 guidelines UG UoS outlines.doc
Enrolment Lists


Unit of study enrolment lists and Class/tutorial lists in excel format can be requested by emailing sophi.enquiries@usyd.edu.au. 

If you would like to generate your own Unit of Study enrolment lists please contact Kim Kemmis kim.kemmis@usyd.edu.au x14021 to arrange coordinator access to your unit(s) on the University timetable website.

Online Teaching & Learning and WebCT classes


Academics are encouraged to consider supplementing their learning resources with an eLearning site. The main university eLearning system is Blackboard-WebCT Campus Edition 6 (CE6). This system is run by Sydney eLearning.

Arts eLearning provides elearning in-depth assistance and hands-on support for staff. SOPHI contact is Bec Plumbe, email: rebecca@usyd.edu.au , Ph: 9351 7513. Please contact her and she will book a time to come and see you in your office at a time that suits you. 

More information about this service can be found on the e-Learning website, SOPHI page http://www.arts.usyd.edu.au/teaching/eLearning/index.php?page=ael_sophi
Computer lab and equipment

Staff can book time in Arts eLearning lab (previously known as META lab) to use available equipment (such as computers, webcams, scanners, video digitiser) on their own. To make a booking, please email eLearning liaison officer Tanya Doulaveras on t.doulaveras@usyd.edu.au . Alternatively, staff can drop in without booking on Monday-Thursday between 2.00-4.00pm for assistance in using equipment, setting up an eLearning site, podcasting or using other online tools such as blogs and wikis in their teaching.

Please note that lecturers are responsible for all online teaching content. Please do not ask administrative staff to post lecture notes etc. on your behalf, as this is a teaching duty and staff do not have access. 
Assignments and Take Home Exams

All undergraduate and postgraduate students should submit assignments in the departmental assignment boxes located at the SOPHI office (Level 3, Quadrangle). Cover sheets (including anti-plagiarism declaration) are available above the assignment boxes and must be attached to every assignment. Assignments will be cleared and date stamped from the box several times a day, until 5pm.

Assignment Return

1. For classes of less than 75 students, assignments should be returned to students in class or via academic staff, rather than the SOPHI office (except for those returned after the teaching period). Once essays have been handed back to students, any residual essays can be left with the SOPHI office. If you require additional assistance with returning assignments to students, please email sophi.enquiries@usyd.edu.au
 
2. For classes of 75 or more students, essays can be left at the SOPHI office for distribution. 

Please note:
(a) We would prefer that all (or mostly all) essays have been marked before submitting to the SOPHI office.
(b) SOPHI staff will email students (to their USYD email account) when their essays are ready for collection. Academic staff wanting to email students themselves, should avoid notifying students until their marking is fully complete, and the work has been submitted to SOPHI.
 
3. For essays and assignments due after the end of the teaching period, students may attach a self-addressed A4 envelope to their essay (with postage of $1) for a speedy return. 
 
Examinations


Please note to ensure the integrity of the examination process, SOPHI admin staff are unable to handle examination scripts (with the exception of take home examinations).

All on campus examinations are scheduled by the Examinations Office in the Student Centre, which also handles all requests for scheduling large Units of Study early in the exam period. Hence, Teaching and Curriculum staff are unable influence the exams schedule. We recommend that coordinators with large Units of Study fill in the space dedicated to this purpose at the bottom of Form (http://www.usyd.edu.au/studentcentre/forms/exams) in the field: “Suggested date and time for exam (optional)”. There is no guarantee that these units will be scheduled early, however, there is a better chance if coordinators fill in this optional field in the Form and submit it as early as possible to the Student Centre.

Exams held in the evening, practical exams and exams with less than 25 candidates are defined by the examinations office as “Held in Department” or In-department exams. These exams are centrally timetabled and will appear on the examinations timetable provided to students. The Examinations Office does not provide invigilation or materials (exam papers etc.) for In-department exams.

To avoid confusion, any examination held locally and not centrally timetabled or invigilated is to be referred to as an unscheduled local examination.

If you have set a take-home exam for your unit(s) and require the completed exam to be returned to the SOPHI office please ensure you contact sophi.enquiries@usyd.edu.au early in semester so that resources can be allocated.

Results Processing


Contact person: 

Semester 1: Ghada Daher (ghada.daher@usyd.edu.au) ext.13638

Semester 2: Laura Wilson (laura.wilson@usyd.edu.au) ext.13638

Result Templates

At the beginning of each semester please provide a breakdown of the assessment components for your units of study to kim.kemmis@usyd.edu.au x14021.  After the HECS Census date each semester we will prepare result templates (in Excel spreadsheet format) for each unit of study based on the information you supply. The template will also include a table, which will calculate the grade distribution automatically. The use of these templates reduces the risk of error from double handling and, as the final mark and grade are calculated automatically, also reduces the risk of calculation errors.  We ask that you please do not tamper with the formulae as this can also result in calculation errors.

AF (Absent Fail) and INC (Incomplete) results:

As per the Academic Board Resolution and Faculty Policy, missing results in templates will be recorded as AF unless notified by the coordinator or the Chair of the Department to record them as INC due to a Special Consideration or extension granted to some students.

Some Units of Study may have many components in Class Participation such as non-compulsory Practical or Lab exercises weighing ± 5% each. We suggest that those components be grouped under one column in the template sheet with the % being the sum of those components. This will prevent students who would otherwise pass from being graded AF if they miss one of the non-compulsory assessments.

Submission of Results

Please note the due date for the submission of results for each semester and refer to the front page of this document for SOPHI results deadline. Teaching and Curriculum staff require time to reformat marksheets, remove withdrawn students, group departmental marksheets and link it to a grade distribution list for the Board of Examiners (BoE) meeting. Final results and changes will be done according to BoE recommendations and put forward to the Head of School approval before converting result sheets to textfiles for submission to the Student Centre.

All undergraduate and postgraduate results must be emailed to sophi.results@usyd.edu.au on the templates supplied earlier.  We are unable to accept results in any other format.

Grade Distribution
The Faculty of Arts sets down the following guidelines for grade distribution:

Junior level (1000 level):

	Grade
	Faculty Guidelines

	HD (85-100)
	5%

	D (75-84)
	15%

	CR (65-74)
	35%

	CR+ (65-100)
	55%


Senior Level (2000 and 3000):

	Grade
	Faculty Guidelines

	HD (85-100)
	7%

	D (75-84)
	18%

	CR (65-74)
	40%

	CR+ (65-100)
	65%


The above grade figures apply to UoS with 100 students or more and 10% variation is allowed by the School. Special entry units are not expected to conform to the guidelines.

Please note that as the results template will automatically calculate the grade distribution for your unit(s) it is not necessary to submit “Grade distribution forms” to the Head of School. The Head of School will receive the grade distribution information drawn from your submitted results template(s).

Late Results and Variations to Results


Late results and variations must be emailed to sophi.results@usyd.edu.au . We will complete the required Faculty Form, attach the email and obtain the signature of the Head of School before submitting it to Faculty.  Please cut and paste the following into a new email message:

-----------------------------------------

SOPHI Late Result/Result Variation Advice

-----------------------------------------

Student ID:

Surname:

given names:

unit of study code:

unit of study title:

Semester/year:

new result:

reason for the late result or change:

----------------------------------------

send to sophi.results@usyd.edu.au 

-----------------------------------------
The lecturer/coordinator is not required to sign the Form because the requesting email from the lecturer/coordinator concerned will be attached to the Form.

Special Consideration

The following are the current Faculty of Arts procedures for handling applications for special consideration.

1. Student lodges Form and documentation at the Arts Faculty office.

2. Student lodges copy of application and documentation at SOPHI office.

3. SOPHI office processes Form, enters information into Faculty database and forwards application, supporting documentation and academic judgement Form to unit coordinator.

4. Unit coordinator assesses application, in consultation with the departmental chair, on the basis of information supplied by the student and accompanying documentation.

5. Unit coordinator records decision on academic judgement form, has the appropriate departmental chair sign the form to approve the decision and returns this form to SOPHI office within two weeks of receiving it. The form letter that will be subsequently sent to students allows for the following possible decisions:

· application rejected

· granted - mark and grade adjusted

· granted – mark adjusted, grade unchanged

· other (allows for a variety of decisions not covered by the options above).

The vast majority of previously decided cases have come under the last, ie; ‘other’ option – if this is the case please spell out your decision on the academic judgement form and we will include it in the final letter. If making use of either of the ‘granted’ options please include both the original and the adjusted marks/grades.  

6. On receipt of the academic judgement form SOPHI staff will enter the judgement into the database, format and send out the final letter notifying the student of the decision and then forward the documentation to the Faculty office. Faculty staff will then finalise the application on the database. 

If you choose to grant an adjusted mark/grade after submission of semester-end results you will also need to email sophi.results@usyd.edu.au  to submit a late result/variation to result.

Failure to return the academic judgement form to the SOPHI office will delay the finalisation of the application and disadvantage the student. Please note that requests for extensions during semester, that don’t fall under Special Consideration are made by the student directly to the lecturer/coordinator concerned.

The Faculty is in the process of introducing a new online system for Special Consideration. Some departments may be invited to participate in piloting the system in semester 1.
Handbooks


Faculty of Arts Handbook


1.  An email will be sent to all Chairs requesting a list of units of study that will be offered in the following year. (March)

2.  Draft unit of study entries for the Arts Faculty handbook will be sent to lecturers/coordinators for checking/emendation. (March)

3. The information on the corrected copies is then entered into FlexSIS. (April - June)

4. Copies of the draft handbook are made available to Chairs for checking. (July/August)

Room Bookings

Timetable Bookings


Contact person: Kim Kemmis (kim.kemmis@usyd.edu.au) ext. 14021 
SOPHI procedures for ongoing (timetabled) room bookings are:

1. You will be contacted in September for details of your timetabling preferences for classes for the following year. We require the following information:

a. UoS name and code (or seminar name)

b. Anticipated number of students

c. Room/building preferences. Please note that because of the demand for teaching spaces we cannot ask for or guarantee particular rooms. But if there are any specific rooms or types of rooms you do NOT want to use, please advise us and we will ensure that you don’t get them.

d. Audiovisual (AV) requirements. Be as specific as possible. Please be aware that requests for the full range of AV equipment will preclude the use of most of the University’s tutorial/seminar rooms, as the bulk of this equipment is located in lecture theatres only. Some of the newer rooms seating up to 40 are well-equipped, but generally rooms for <25 have only OHP and whiteboard. It will be also helpful if you indicate that you do not require AV equipment.

e. Lecture day/s and start and finish times

f. Tutorial/seminar days/s and start/finish times.

Before submitting your timetabling requirements please check with your department’s undergraduate or postgraduate coordinator, as they may wish to coordinate the department’s timetable in order to avoid clashes.
If you do not supply the requested information by the deadline, Kim will make a request based on past bookings for the unit and current requests for the department. Please note that this may not be consistent with your preferences for venue and times. 
2. Kim will make a booking request with the University Timetabling Unit. Their timeframes are:

	Class size
	40+
	<40

	Deadline for request
	31 October
	24 December

	Rooms allocated
	Nov-Dec
	Jan-Feb


Generally room allocations are not known before mid-December at the earliest. 

3. You should be able to see room allocation on the Timetable Unit webpage at http://web.timetable.usyd.edu.au/ . This page also allows you to download class lists and email your lecture and tutorial classes. If you are unable to login please advise Kim of your Unikey ID and he will arrange access with the Timetable Unit. 

4. After rooms have been allocated, you should monitor enrolment numbers (through the Timetable webpage). Larger or lower than expected numbers may necessitate a change in lecture venue or the number of tutorials. Any requests for changes should be sent to Kim via email at kim.kemmis@usyd.edu.au. 

Casual Bookings


SOPHI procedures for one-off (casual) room bookings are:

1. Please email kim.kemmis@usyd.edu.au with details of your booking request. Please include start time, duration, number of students, special equipment requirements and any room preferences.

2. A booking request will be made via Univenues.

3. You will receive confirmation of your booking via email.

Unit of Study Evaluation (USE) Surveys


School policy requires every unit of study offered each semester to be surveyed by having students complete the USE survey form.  Each semester (in April and September) the Teaching and Curriculum team will order USE forms for every unit of study from the Institute for Teaching and Learning (ITL).  The forms, along with instructions will be delivered to the unit of study coordinator.

If individual lecturers require any of the other survey forms supplied by ITL please order directly from ITL.

Policy Advice

If you have any questions regarding University or School policies relating to teaching and curriculum matters please contact:

Semester 1: Ghada (Rada) Daher (ghada.daher@usyd.edu.au or 13638) 

Semester 2: Laura Wilson (laura.wilson@usyd.edu.au or x13638).
School Policies (http://www.arts.usyd.edu.au/school/sophi/students/policies.shtml):
Assessment 
Marking Criteria 
Guide to Interpretation of Grades 
Submission of work & Special Arrangement 
Late Submission & Extensions 
Appeals & Special Considerations 
Academic Dishonesty & Plagiarism 
Attendance & Learning Assistance 
Code of Practice for Teaching, Learning and Assessment
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