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The School of Law has 10-12 posts of Graduate Teaching Assistant (GTA).  These posts provide an opportunity for applicants with a good first degree and a strong commitment to research, to combine studying for a higher degree with the acquisition of teaching experience. 

The School of Law currently has over 80 academic staff, including research staff, and teaches over 1400 students on undergraduate and postgraduate degree programmes.  Since October 2004 the School of Law has comprised three disciplinary areas:  Law, Criminology/Socio-legal Studies and Health-Care Law/Ethics.  The School’s main areas of UG teaching are in Law and Criminology.  Graduate Teaching Assistants support the teaching of UG course units, usually by teaching of seminars and marking of assessments.  
GTAs’ teaching work falls under the responsibility of a staff member designated as “GTAs and part-time staff co-ordinator”, currently Hazel Carty.  She co-organises induction and training for GTAs (and the hourly-paid part-time staff), along with the Director of Staff Development.  Advice on GTAs’ personal development and career planning may be sought from Hazel Carty.
It is a requirement that GTAs register for, and make sufficient progress with a research degree, offered by this School.  No appointment will be confirmed unless the candidate has been accepted as a research student in the School of Law: GTAs must be registered as full-time research students throughout the period of their contract.  If a GTA ceases to be a research student, then their contract as a GTA will also cease.  They have the same supervisory support for their PhD or MPhil research work as other research students.
Duties and responsibilities

The GTA will support the Course Unit Directors of the course units to which they contribute, and the Head of School, in the following areas.
Teaching duties as a seminar-taker and related duties 
As a seminar taker, the GTA is responsible for delivering quality face–to-face education to undergraduate students in timetabled small group sessions (a group will not normally exceed 8-9 students) for one hour per seminar.  Seminars are intended to facilitate student learning through discussion based on questions set in advance (usually by the Course Unit Director, subject leader or subject team).

Preparation

· GTAs will prepare sufficiently to carry out the stated aims and objectives of the seminars they are delivering.

· GTAs will ensure that students are aware of the questions/tasks required for the next seminar.

Teaching

· GTAs will lead seminars or other teaching, at specific times as timetabled by the School of Law, facilitating discussion around the theme(s) of the seminar.  The timetabling of the seminars will allow for appropriate breaks between classes.  If there are subsequent changes to the timetable, which lead to four or more seminars one after the other, the GTA should alert the academic staff member with responsibility for GTAs, to discuss the position, for appropriate action to be taken.  

· In their seminars, GTAs will maintain a conducive atmosphere and promote an environment for discussion.
· GTAs will provide 90 hours of teaching per annum or equivalent duties.  Seminars in level one (first year) and/or level two (second year) subjects will normally constitute the majority of teaching in the first year except for GTAs involved in the CSEP DL programme.   

· GTAs will teach only two subjects per year where possible (three if necessary), unless an individual GTA wishes to teach more.   

· Where appropriate GTAs may give some lectures, by negotiation with the Head of School or Course Unit Director.  

· GTAs will normally start predominantly with level one (first year) teaching, and may progress to level three (final year) and postgraduate course units, if they wish to, over the three years of a typical GTAship.

· We have teaching needs, in particular, in the broad areas of Company and Commercial Law; Criminal Law and Criminal Justice; Legal Method and Systems, Property Law and Trusts. 
Administration and Student Support
· GTAs will keep records of student attendance in accordance with School of Law procedures.

· They will report briefly on the attendance and work of each student at the end of each semester or as required.

· GTAs should be available to see the students who they teach, outside the strict teaching hours.  While space limits the possibility of an “Office Hours” arrangement, as staff members have, some way of meeting students to address individual concerns should be set up.  This may sometimes be by email correspondence, or use of a room booked for this purpose via the UG Office.

Assessment

· GTAs will undertake marking of “formative” or “non-assessed” essays and other forms of assessment as prescribed for the subjects(s) in question.  They will return such non-assessed work to students with feedback, according to prescribed deadlines. 
· Where appropriate, marking of examination scripts will be substituted for some teaching (with normally 6 scripts deemed to be what can be marked in one hour).  6 scripts per hour is a notional number intended to take into account the fact that a seminar hour represents more than one hour’s actual work, so a marking hour should be similarly adjusted.
· Also if the GTA wishes, and after agreement with the HoS, additional marking may be done for additional pay.  The agreed hourly rate for such pay will be the same rate as used for the part-time staff who are paid on an hourly basis.

Cover

· In the event of unavoidable absence due to illness the GTA should attempt to re-arrange missed seminars so that the contractual hours of work can still be fulfilled; and, in such circumstances, the absence would not be treated as a period of sickness absence.  Any seminars which have to be rearranged should be dealt with via the Undergraduate office.
General duties 
· GTAs 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.

· GTAs will answer queries by email, letter, telephone and from personal callers, in relation to the students, teaching and associated arrangements. 
· The GTA will be required to undertake these duties in accordance with the University’s equality and diversity policy and positively to promote equality and diversity.
· The GTA 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.

· The GTA will be required to undertake any relevant training, as required.
· The GTA will be required to work at any location within the University Estate, as required.
Person Specification

(As per latest advertisement for GTAships) 

The successful applicant will be able to provide evidence of all or most of the following:

Qualifications and Experience

Essential

· A first degree at first class or upper second class honours, or a masters degree at merit or distinction, in a relevant discipline (which may be law; criminology; socio-legal studies; health care ethics and law; bioethics).
· A strong commitment to completing a research degree and evidence of research ability and/or potential. 

Desirable

· University teaching experience at undergraduate level.
· Experience in teaching subjects for which the School has an immediate teaching need may be an advantage. 
Skills, Knowledge and Personal Qualities
Essential

· The ability to produce a clear and practical research proposal and to follow it through. 
· An ability to lead a group activity

· A willingness to teach at least two, and possibly more subjects

· Good presentation, communication and analytical skills.  Must be able to communicate well in English both orally and in writing. 

· An understanding of the issues affecting undergraduates

· A willingness and ability to acquire knowledge and understanding of the University teaching quality standards, including examinations standards and procedures. 

Period of Appointment and Stipend
The period of the GTAship is for one year in the first instance, but reappointment up to a total of three years is the norm, subject to satisfactory performance both in teaching and in progress towards the PhD (and continued registration for the PhD). 

However, extension of appointment for a fourth year will normally be permitted provided that there is good reason to believe that this will lead to satisfactory completion of the PhD in that year, and that progress towards this aim has not been wilfully hindered in the past eg by lack of application or unauthorised outside work.  Reappointment as a GTA is not permitted if the registration as a research student finishes.

If a GTA wishes to terminate his/her contract, then the Law School requires one months’ notice in writing. 

The 2009-2010 stipend for a GTA depends upon which year he/she is up to.  The rates are as follows:

Year One
£12,925 plus tuition fees paid at the rate for Home/EU students* 

Year Two
£13,460 plus tuition fees paid at the rate for Home/EU students*

Year Three
£14,000 plus tuition fees paid at the rate for Home/EU students* 

And, if a fourth year is approved

Year Four
the same rate as for Year Three  

This is paid in quarterly instalments in advance, after registration for a research degree.  Typically this means that you will be able to collect your maintenance cheques on the first working day following the 1st of October, January, April and July.  As a full-time registered student, the stipend is not normally subject to tax.  The above 2009-2010 rates will be increased by inflation for future years.  

Please note also that any special tuition fee reduction schemes offered in the University do not apply to tuition fees paid under the GTA scheme.  

*Note for those liable for overseas fees

If a GTA is liable for overseas fees, then overseas fees will be deducted from the total sum available, leaving a smaller sum available for the stipend.  For example if the overseas fee is £7,000 more than the Home/EU tuition fee, then the stipend in year one for an overseas fees payer will be  £12,925 - £7,000 = £5,925.  

Benefits: Travel and Conference Allowances 

GTAs may make claims up to a total of £262 per annum (2009-2010 rate) for necessary travel costs associated with their research.  A claim should be submitted in advance on the appropriate form, available from the Law School’s Finance, Staff Services and Estates Office.  Unspent balances from previous years may not be carried forward.  

Additionally GTAs have the same travel allowance as other research students in the School of Law, which is £yyy.  However the procedures are different – GTAs have the benefit that the additional £yyy is an entitlement for which the GTA only needs to submit a claim form and supporting evidence/receipts.  (For other research students this is a discretionary allowance.)    

Thus the total travel/conference allowance for a GTA  in 2009-2010 amounts to £262 + £yyy ie £xxx.  
And further, it may be possible for Research Committee to award a discretionary grant to a GTA from the School’s Research Support Fund if the normal allowance has been exhausted and the case for more funds is compelling.  A GTA with a specific need in mind may make enquiries with the Law School’s Research Office.   
Claims for Travel and Conference Allowances

Claims must comply with University financial procedures.  Such procedures include a requirement to fit in with the University financial year, which is 1st August to 31st July.  
· Therefore a GTA in first year, having started in September/October, who has such expenses, must use and claim for any allowance in his/her first year before 31st July, even though that is a little before the end of the actual first year of appointment.  Claims after 1st August fall into the next year’s allowance (for those continuing their appointment).
· For those who start in January, the first allowance will normally be proportionate to the period of appointment which falls in the first financial year, (ie seven-twelfths), but those with special needs may make application for a different adjustment in their first year.  Any such different adjustment must be agreed in advance of any expenditure.  From 1st August the full second year allowance can start to be used (for those continuing to a second year).  In the final year, there will be an appropriately adjusted allowance, so as to maintain overall parity with the September/October starters. 
Benefits: accommodation and other benefits 

GTAs will have a desk in a shared room, a networked computer and personal storage space.  

GTAs may be permitted other benefits such as maternity leave with pay, subject to individual circumstances.  Such benefits may take the GTA into a regular employment contract which may be taxable.

Outside Work

GTAs should consult the Head of School before taking on an additional paid job outside the Law School, or paid work additional to the GTA contract within the Law School.  The HoS will normally give permission for limited part-time work, provided that this does not affect the quality or quantity of the GTA’s research for his/her higher degree, or his/her teaching commitments in the University of Manchester Law School.  

Holidays

As a guide, GTAs may take up to 6 weeks’ leave for personal holidays etc, but will be expected otherwise to be undertaking their teaching and research.  Appropriate times for holidays should be arranged with the supervisor of the research and should not normally be during the teaching part of the semester.     
NOTES
Email accounts

As registered students, GTAs will automatically have student-type email addresses too: firstname.surname@postgrad.manchester.ac.uk
and will be included in the whole Law School email distribution list for the purposes of inclusion in dissemination of School information.

Committee Memberships

All Law School GTAs are members of the School Board by definition – this is a decision of the University Governing Body.  They may also be elected as members of other committees.  Attendance at School Board meetings (which are usually at 3pm on about seven Tuesdays during the year) is actively encouraged, but is not compulsory. 

GTAs may be present for all business at meetings except that which concerns the personal business of other research students or staff members.  
Title

The term Graduate Teaching Assistant or GTA applies to new research students appointed to the position described in this document.  However formerly the term Graduate Teaching Assistant/Associate Lecturer or GTA/Associate Lecturer was used for such appointments.  There is no difference between past terms and conditions and the new GTA terms and conditions, apart from the change of title.  The change of title is required by the University of Manchester.  
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