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Tips for slide presentations
For screen and OHP, use sans-serif fonts, e.g. Arial/♦♦

Helvetica/Verdana. For paper, use serif fonts, e.g. Times/
Palatino.

Ensure reasonable consistency of colours and layout is ♦♦

maintained throughout, i.e. the ‘master slide’ feature has 
been used.

Images should be of good quality, in a compressed ♦♦

format (.jpg or .gif ), fully referenced and relevant to the 
material being presented.

Use lower case for the body of text as UPPER CASE is ♦♦

hard to read.

A general rule is that text needs to be 18-24 points for ♦♦

body and 24-48 points for headings.

Try to use one slide per key idea. Provide detailed ♦♦

information as handouts.

9	 Tips for 
teaching 
presentations

Using PowerPoint
PowerPoint enables structured presentations, in a point-by-
point form, in small or large spaces. It has the advantages 
of a professional finish, ease of formatting and editing. It 
enables the presentation of complex computer graphics. 
Animations and slides can easily be exported to the web 
for viewing and files can be printed out. It is an important 
aspect of instructional design to present, with great clarity 
and accuracy, the correct amount of information required 
to satisfy an explanation. 

Figure 1 	 Figures 2–3
A good example.	 How to build graphics up to convey complex information over a number of slides.
Also note sans-serif font (Arial), large text  
size and high contrast colours.

Figure 4 	 Figure 5 	 Figure 6
Here’s what NOT to do. This has too much	 This slide is not much better. The graphic is	 Another bad slide. Text is a good size but shades 
text and a cluttered background. It lacks	 clear but the text is illegible.	 of colour, style and cluttered background make it
contrast and is hard to read.		  impossible to read.
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Inappropriate uses of the OHP
One of the most common mistakes people make is 
using the OHP for projecting rough hand-written notes 
or photocopied excerpts from text books, papers and 
journals. Such unsophisticated applications are quite 
inappropriate for today’s viewers (students and colleagues) 
who often have a high level of visual literacy and are equally 
discriminating.

Most students know that it is poor practice to project 
quantities of hand written or photocopied material. It is not 
possible to read, listen to the lecturer, create a summary 
and take notes simultaneously.

Instead of presenting one complex image or detailed ♦♦

diagram, begin with one component of the image and 
add details using overlays, each containing a section of 
the complete image.

Present a partly labelled diagram (using an overlaid ♦♦

sheet of film) and add details by hand as the explanation 
proceeds. Students are more able to follow the logic and 
meaning of an explanation when they can actually see 
what is being said. 

The OHP can be used successfully with other media. For ♦♦

example, the OHP may be used to project a series of 
questions or key issues while a video is being played.

Lay a pencil/pen on the image as a pointer, or use a laser ♦♦

pointer. Don’t point out items by touching the screen.

Test legibility by reading the page proofs from three ♦♦

metres away and/or reading the slide from the back of 
the lecture theatre.

Special effects generally detract from the message so ♦♦

they should be short and subtle.

PowerPoint templates already set up with appropriate ♦♦

fonts, colours and sizes can be downloaded from:

	 http://cedir.uow.edu.au/CEDIR/fls/powerpoint

Involve students in active learning by inserting a slide ♦♦

with a question, quiz, or problem for students to work 
on.

Use a number of slides to convey complex information ♦♦

by building graphics.

Use light text on dark background for a darkened room ♦♦

and vice versa. 

Avoid glary colours/busy slides that are difficult to read.♦♦

Check the screen and focus. Can the image be seen from ♦♦

the back of the room?

Find the best place to stand to avoid casting a shadow ♦♦

on the screen or obscuring the line of vision of the 
audience.

Have a clear, well placed title on each slide. This helps ♦♦

note taking, focuses attention and assists late arrivals 
and intermittent listeners.

Careful use of colour adds emphasis, differentiation and ♦♦

enhanced legibility.

Never scan or photocopy a page from a book, paper ♦♦

or journal. Print images should be modified to reduce 
complexity and enhance legibility. 

Switch off the projector when you are not using it. The ♦♦

bright light draws attention.

Please refer to the Staff Development calendar for further 
training in using PowerPoint.

Using the overhead projector
One advantage of the OHP over all other presentation media 
is that it offers genuine random access - quickly, accurately 
and without technological assistance.

It is often the preferred medium for teachers who are 
familiar with their visual materials, prepare and label them 
carefully, and want to respond to on-the-spot to questions 
which arise during lectures.



18	 |  Teaching@UOW

Keep a teaching journal in which you make brief notes at ♦♦

the end of each class - what you taught and how, what 
worked and why, what didn’t work and why not, how 
long things took, what happened etc.

Lecturers - keep students informed using email and/or ♦♦

the Student Management Package.

Be on time and finish on time (start 5 minutes after the ♦♦

half hour, finish 5 minutes before the half hour). This 
gives teachers and students change-over time.

In the first class go over the subject outline. Discuss the ♦♦

way you will run the lectures/tutorials/practicals, and 
what is expected of you and the students. Discuss their 
responsibilities towards each other in helping develop a 
positive learning environment.

Go to the library. Find out what is available to support ♦♦

your teaching. Talk to your Faculty Librarian about 
available services.

Check your contract to see if you are required to ♦♦

undertake the University Learning and Teaching course. 

http://www.uow.edu.au/cedir/ult/--

Procedures vary
Procedures vary between faculties and departments, 
however, the following guide will help you find your way.

Ask your Personnel Officer
For a staff ID card in your first week, once you have been ♦♦

assigned a staff ID number.

Ask ITS
For an email account application form. If you are a tutor ♦♦

or demonstrator, your head of department must sign 
this form.

https://intranet.uow.edu.au/its/index.html--

Ask the Print & Distribution Service
About its turnaround time. At times there can be delays ♦♦

when demand is high, e.g. before semester begins.

http://www.uow.edu.au/printdistribution/index.--

html

10	Troubleshooting

What to do if...
Stories abound - about teachers who brought their own 
chalk for years because no one told them it was in the 
cupboard, or never knew there was a photocopier machine 
available etc.

If you want to avoid hassles when you start - such as those 
above - it is wise to take a proactive approach rather than 
waiting for disaster to befall you.

Be proactive
The best way to avoid trouble is to pre-empt it.

Activate your staff email account.♦♦

Get a campus map.♦♦

http://www.uow.edu.au/about/maps/index.html--

Get to know the teaching space; and the equipment.♦♦

Find out what support is available.♦♦

Find out how to use the equipment in the teaching ♦♦

spaces (such as microphone, document camera, 
overhead projector).

Demonstrators: read the lab manual, make sure lab rules ♦♦

are posted and make sure you have what you need to 
mark correctly. Be aware of your occupational health 
and safety responsibilities.

Read any information given to students about the ♦♦

course.

Develop a good relationship with other staff in the ♦♦

faculty - so they will stop in the corridor for a chat. This is 
how you find out what is really going on.

Be visible and get to know people - it is often in the tea ♦♦

room and the corridor that you find things out. If you 
are having difficulties, you will be more likely to get help 
quickly if you have passed the time chatting with people 
and they know who you are.

Keep records of consultations, incidents or accidents. If ♦♦

there is an incident of any kind, write brief notes on what 
happened and what was said. Keep these notes in your 
file.
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Ask your Subject/Course Coordinator
What to do about plagiarism, cheating and student ♦♦

complaints.

What you should know about late assignments, student ♦♦

illness or special considerations. Is student attendance 
and participation (face-to-face or online) compulsory? 
If a student is unable to attend, must they provide a 
medical certificate, can it be backdated, should they 
make up for missed work?

What are the processes and penalties for extensions and ♦♦

late submission of assignments?

What do you do if you are ill and can’t make it to class?♦♦

What departmental support is available and what are ♦♦

the procedures? What do you need to know? Ask about 
any relevant departmental policies and guidelines. What 
are the examination procedures?

Tutors and demonstrators

Ask your Subject Coordinator
For a copy of the subject guide, course outline, lecture ♦♦

material, readings, assessment details and marking 
schemes.

For an explanation of the assessment criteria, marking ♦♦

scheme, standards, written feedback and examples of 
marking.

For approval to evaluate your teaching.♦♦

About students with a complaint.♦♦

What records you need to keep.♦♦

How workloads (including marking tasks) are allocated ♦♦

and how many hours of marking you are being paid for.

Ask Administrative Staff
About stationery and office supplies and facilities such ♦♦

as photocopiers.

Demonstrators

Ask your Subject Coordinator
For a lab timetable and lab manual.♦♦

What to do about late assignments, student illness, or ♦♦

special considerations.

If a student is unable to attend a prac, are they required ♦♦

to provide a medical certificate? How can they make up 
for missed work?
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Troubleshooting guide
A tutor working party developed this troubleshooting guide. We would like to hear your ideas so we can include them in 
the next edition. 

Please send your ideas to: mbell@uow.edu.au

Problem What to do How to ameliorate or avoid it
Computers don’t work in computer lab Don’t panic.

If the students haven’t arrived, close the door and 
find another staff member who can help you.
If the students are in the room, send one of them 
to find another staff member who can assist. 

Go early.
Find out who is in control of the 
computer lab, who is on call in 
emergencies and how to contact them. 

Don’t know the answer Find it – help students to find it.
Turn it over to the students: ‘What do you think?’
Cover it in the next class. 

Do preparation – read background 
materials.
Ask for a full course outline, lecture 
materials, readings, assessment details.

Door to teaching room is locked Tell the students to wait.
Go and ask your departmental Administrative 
Assistant to help you urgently.
Ring security. 

Get there early.
Find out who has keys to rooms and 
their phone number in case you need 
them. 

Fire alarm sounds during class Evacuate immediately to designated area. Never 
assume it is just a drill. 
Follow the fire marshall’s instructions.

Get marshalling areas from 
Administrative Assistant. 

Harassment – racism, bullying, sexual 
harassment of one student by another	

Explain why you have a problem with the 
behaviour.
Explain it is not acceptable behaviour.
Refer them to the guidelines.
If further action is required, refer to Coordinator, 
Head of Department, then Dean of Students.

Read the Anti-Bullying Guidelines 
(EED Unit)
Structure your learning environment 
from Week 1 so that students know 
what kind of behaviour is expected 
and that they are all responsible for the 
positive climate. 

Harassment – of you by a staff member As above.
Ask a colleague you trust for support in dealing 
with it. 

Read the Anti-Bullying Guidelines 
(EED Unit).
Learn to be assertive – you have a right 
to be free from harassment. Harassment – of you by a student As above.

Talk with your Coordinator.
Indelible marker pen – you just used it 
on the white board

Write over with a soluble pen and rub immediately.
This also works on OHTs.
Some departments have white board cleaner. 

Read the label on the marker pen. 

White board marker – you don’t have 
one

Look in other rooms.
Send a student to get one. 
Keep one in your bag.

Know where stationery is kept and how 
to access it. 

Lecturers: The coordinator is too busy 
to talk to you about the course, it’s a 
new subject, the lectures aren’t written 
yet

Explain you understand they are busy, however, 
you want to do a good job and you need the 
information to teach effectively. 
Ask for a meeting during Week 1 to find out about 
the course. Stay in touch during the course.
Suggest meeting over lunch or coffee. 	

Medical emergency – a student 
collapses, etc. 	

Send a student for help and give first aid if you are 
trained. 
If not, ask if any students are trained in first aid.

Know how to contact the first aid officer. 

No chalk Talk.
Look in adjacent rooms.
Use OHTs if you have them. 	

Bring it with you. 
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Problem What to do How to ameliorate or avoid it
Overhead projector bulb blows
Overhead projector doesn’t work	

Use the white board instead.
Look in adjacent rooms. There may not be classes 
in progress, so borrow one and don’t forget to 
return it. 

Arrive early, check there is a spare bulb.
Know where you can get a spare bulb. 

Photocopier doesn’t work or you can’t 
make it work	

Ask the Administrative Assistant to help. Find out how to use it before you need it. 

Plagiarism is detected in an assignment Follow departmental procedures on plagiarism. Know the departmental procedures on 
plagiarism.
Clearly explain it to the students at 
the beginning of the semester, provide 
examples and reinforce during semester. 

Someone else is teaching in your 
timetabled teaching room

Find out if the other person is also timetabled into 
the room.
If not, explain you are timetabled into the room 
and ask them to go elsewhere.
If yes, ask the departmental Administrative 
Assistant to find out if there is an empty room. 

Ring the timetabling officer. 
Know who is in charge of room 
scheduling in your unit. 
NB: Timetable clashes may happen early 
in the semester. 

Students complain about another staff 
member

Don’t get involved. 
Tell them to explain the problem to the teacher 
involved. Then, if they need to take it further, 
they should contact the Department Head, course 
coordinator or Dean of Students. 

Student complains about the marks you 
have given

Refer them to the assessment criteria which you 
use to mark. Ask them to demonstrate to you 
where in the assignment they meet the various 
assessment criteria. 
Remind them that if they have a second marker 
they might get a lower mark. 
Refer to departmental policy. 

Explain assessment tasks and criteria 
clearly, mark carefully, cross-check 
marking with other teachers.
Know the department policy on disputes 
about marking. 
Keep records of your marking.
Read Code of Practice. 

Student cheats in a test/quiz Be sure it is cheating.
Follow departmental guidelines. 

Know departmental policy and 
procedures. 

Student has a disability You may not know about it.
You may not need to do anything.
Refer them to, or contact, the Disabilities Officer, 
if required. 

See section on Student Services.
Read Code of Practice.

Student has a grievance Listen carefully.
Refer them to subject coordinator, Head of 
Department, Dean of Students as appropriate.

See section on Student Services.

Student has learning difficulties Refer them to, or contact, the Learning 
Development Centre. 

See section on Student Services.

Student is depressed, upset, etc. Listen with sympathy.
Refer to student counsellors.

See section on Student Services.

Student wants an extension Follow departmental policy. You need to be fair to 
all students and considerate of their difficulties.

Find out who is responsible for giving 
extensions and under what circumstances 
they are given. 

Tutors: Lecturer hasn’t got time to meet 
on a regular basis

Meet with the other tutors over coffee.
Tell the lecturer you are doing this to share ideas.
Invite them to have coffee. 

Get to know the lecturer as well as you 
can. 

Tutors: Lecturer is too busy to talk to 
you, it’s a new subject and the lectures 
aren’t written yet	

Explain you understand they are busy, however, you 
want to do a good job and you are concerned about 
not knowing the subject. Ask for a meeting during 
Week 1 to find out about the course.
Suggest a meeting over lunch. 
Stay in touch during the course. 

Go to the lecture if possible. 
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11	Referring 
students and 
getting support

The University offers a variety of services to students and 
staff.

Dean of Students
http://www.uow.edu.au/student/services/dos

The Dean of Students facilitates the resolution of student 
grievances of an academic or related nature. Contact the 
Dean or refer a student where any teaching or learning 
process or procedure may have unfairly impacted on a 
student.

The Dean of Students’ office is located on Level 3, UniCentre, 
Building 11. For enquiries and appointments, please phone 
Marion Allen, Dean’s Assistant, Tel: (02) 4221 4355 or email: 
marion_allen@uow.edu.au

Office Hours: Monday-Friday 8.30am-4.30pm

Woolyungah Indigenous Centre 
http://www.uow.edu.au/wic/index.html

The Woolyungah Indigenous Centre (WIC) provides for 
equity of access, participation and outcomes for Aboriginal 
and Torres Strait Islander students.

Contact WIC for advice regarding appropriate Indigenous 
resources and academic information. Staff can access the 
centre for help with designing lectures, practical classes and 
tutorials to better meet the academic needs of Indigenous 
students.

Indigenous students are encouraged to use the Centre 
for advice on academic matters including specific study 
assistance through the Indigenous Tutorial Assistance 
Scheme (ITAS); WIC Resource Library for help with finding 
appropriate resources for Aboriginal Studies subjects; WIC 
Academic Staff for course/subject selection assistance; 

access to student lounge and some kitchen facilities; 
and access the computer lab (printer and photocopier 
available).

The Centre offers undergraduate subjects in Aboriginal 
Studies and an Aboriginal Studies Major in the BA.

Student Services
http://www.uow.edu.au/student/services/index.html

Student Services provides a range of services and programs 
to help students progress their studies. Student Services 
consists of the Careers Service, Learning Development, 
First Year and Transition Programs, Counselling Service, 
Disabilities Service, and Student Equity and Diversity Liaison 
Officers located in faculties. For general information about 
Student Services contact Tel: (02) 4221 3445.

Office Hours: Monday-Friday 9.00am-4.30pm

Learning Development
http://www.uow.edu.au/student/services/ld/

Learning Development provides a range of programs and 
services to assist students in the development of academic 
language and learning skills appropriate to their discipline 
of study. 

The two main programs are:

a Faculty Program, which involves the provision of ♦♦

discipline-specific instruction integrated into curricula, 
curriculum development, professional development, 
credit-bearing subjects, services for research students 
and English language support parallel to specific 
subjects; and

a Student Program, which includes the provision of ♦♦

individual consultations, generic workshops, discipline-
specific workshops, and self-access and online learning 
resources.

The Faculty Program is our main strategy for supporting 
students because of its ability to provide instruction in 
necessary academic skills to large numbers of students. In 
2005, for instance, while 1,687 students received support 
via the consultations and workshops offered as part of our 
Student Program, over 5,838 students received integrated 
instruction through the Faculty Program. This provision 
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The consultations may focus on a student’s assignment 
task; however, they are not intended to be proof-reading 
sessions. To make an appointment for a consultation with 
a Learning Development Lecturer, students can ring (02) 
4221 3977 or visit the LRC in Room G102 on the ground 
floor of Building 19.

Learning resources are also available in the LRC on a range 
of topics such as Essay Writing and Critical Thinking. These 
resources are also available online, as is UniLearning our 
interactive academic skills site at:

http://learning.uow.edu.au/resources

http://unilearning.uow.edu.au

First year and transition programs
First year at UOW

First year at university is an exciting experience but it can be 
quite a shock for many students and their families with new 
routines, expectations and responsibilities. New students 
are not alone in facing these issues and there is a large 
volume of information and resources available to assist. 
The First Year @ UOW website has been designed to help 
new students, whether undergrad or postgrad, settle in at 
UOW, to answer common questions and to act as a guide to 
useful services and information. It also contains information 
for parents and faculty staff. 

For more information visit the First Year at UOW site at:

http://www.uow.edu.au/student/services/fye/

The PASS program

UOW’s premier First Year Program is the Peer Assisted Study 
Sessions (PASS) program. The UOW PASS Program Manager 
is also the PASS National Trainer, which means UOW also 
hosts the PASS National Centre for Australia and NZ. PASS, 
which is based on Supplemental Instruction (SI) developed 
at the University of Missouri, Kansas City in 1973, is an 
academic support program that targets historically difficult 
courses. PASS is a non-remedial approach to learning 
enrichment and numerous evaluations have indicated that 
the program leads to increases in student performance and 
retention. It also promotes the development of discipline 
specific learning communities.

of integrated instruction ensures that students receive 
discipline and subject-specific instruction designed around 
the new genres and learning tasks they face in their curricula, 
and that they develop the skills to support their learning, 
and reach their academic potential.

In this program, Learning Development lecturers 
collaborate with Subject Coordinators in core subjects to 
identify the academic skills required by the curriculum, to 
design online and/or paper-based instructional resources 
for the curriculum and to integrate the teaching of those 
skills into the curriculum. This collaboration can be 
tailored to suit subjects where there is a high proportion 
of international students for whom English is a second 
language. Development can involve learning materials or 
online resources for building language skills and additional 
parallel tutorials, which focus on the language skills relevant 
to the subject.

Subjects are chose for integration of instructions after 
negotiation between Learning Development and the 
relevant Faculty Education Committee, and via the subject 
approval process. Discipline staff considering integrated 
academic and language skill development should contact 
the Learning Development representative on their Faculty 
Education Committee.

http://www.uow.edu.au/student/services/ld/staff/UOW021298.
html

The Student Program is operated through the Learning 
Resource Centre (LRC), located in Room G102 on the ground 
floor of Building 19. It provides free workshops, individual 
consultations and learning resources for students who 
wish to improve their academic skills and English language. 
Workshops on academic skills include: Essay Writing; 
Study Skills; Presentation Skills; Reading and Note-Making; 
Structuring Arguments and Critical Thinking; Lectures and 
Note-Taking; Report Writing, Exam Preparation, and Exam 
Techniques. 

Workshops on English language for international students 
include: Intensive Grammar; Listening in Lectures; Speaking 
and Listening; Pronunciation; Reading Skills; Academic 
English, and Editing your Work.

Individual consultations are available from Monday to Friday 
in the LRC but may need to be booked well in advance 
in times of highest need. Consultations are one-to-one 
teaching sessions with a Learning Development Lecturer 
and aim to help students improve their academic skills. 
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Disabilities Service
The Disabilities Service provides a system of assessment 
and registration for the University’s provision of reasonable 
accommodation as defined by the Disability Discrimination 
Act and associated Higher Education Standards. Students 
with a disability who seek reasonable accommodation 
are required to provide specialist documentation and 
recommendations for accommodation.

The Disability Liaison Officers register students requesting 
reasonable accommodation for a disability or medical 
condition. They also provide advice on how particular 
disabilities affect university study and information on 
resources available at the university for assisting students 
with a disability. Various resources are available for students 
with a disability, these include: provision of access to 
lectures, reading material, and assistive technology. These 
facilities are also provided to University staff who require 
reasonable accommodation in the workplace.

The Student Equity and Diversity Liaison Officers assist 
faculties with the provision of reasonable accommodation 
to students. They assist with supervision of alternative 
assessment for tests, and the provision of note-takers, 
additional tutoring and alternative formats for teaching 
materials. They also provide general liaison between the 
Disabilities Service and faculties.

Students with a disability who need assistance during 
their studies should contact the Disability Liaison Officer 
by phoning (02) 4221 4942 or call in at the office located 
on the 3rd floor of the UniCentre building. Students 
commencing courses are advised to contact a Disability 
Liaison Officer prior to the beginning of their first session of 
study so that there is sufficient lead time for the Disabilities 
Service and faculties to provide students with reasonable 
accommodation.

Counselling services for staff and students
The University Counselling Service provides a free and 
confidential service five days a week from 9.00am-6.00pm 
to assist undergraduate and postgraduate students with 
personal, work or study related difficulties. Through the 
Employee Assistance Program, the same service is also 
provided for both general and academic staff. The University 
Counsellors are experienced, registered psychologists who 
practice in accordance with the professional and ethical 
requirements of the NSW Psychologists Registration Board.

These learning communities are invaluable in assisting 
students with their transition to university as they provide 
a supportive peer network. Students work together to 
consolidate understanding, reinforce key concepts and 
develop effective study strategies. In short, PASS integrates 
what to learn with how to learn. Students meet weekly 
in groups under the guidance and facilitation of a senior 
student, or Peer Leader, who has previously excelled at 
the subject. PASS at UOW supports approximately 1,000 
students a semester. For further details go to:

http://www.uow.edu.au/student/services/pass/

Academic staff interested in the PASS program should 
contact the PASS Program Manager by telephoning (02) 
4221 5588.

Orientation programs

Student Services is involved in a number of orientation 
activities. Staff organise and implement a very 
comprehensive two day orientation for international 
students in Autumn and Spring semesters. Information is 
provided on enrolment processes, and visas and a range of 
services such as ITS, the Library and ILIP. Information and 
activities are designed to assist new international students 
to make a successful transition to life in Australia and at the 
UOW. The ‘Are you Uniready?’ workshops which deal with 
transition issues and the Mature Age Student Orientation 
Day are also offered in Autumn semester.

Student Equity and Diversity Liaison Officers
Student Services provides Student Equity and Diversity 
Liaison Officers for each faculty. These staff assist students 
with information and referral to an appropriate service on 
or off campus. They work with all students by specialising 
in providing liaison for international students and domestic 
students from diverse backgrounds who experience equity 
problems in pursuing their degrees. They also assist faculties 
in providing faculty specific programs, which assist students 
with access and transition to university.

The Liaison Officers assist international students with 
questions which might arise in adapting to life in a foreign 
culture. They can provide information on a wide range of 
issues including personal and financial matters, academic 
concerns, immigration, legal issues, accidents, family 
worries or emergencies. The Liaison Officers are generally 
located within the Student Services Centre within a faculty.
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Adjusting when you have come from another culture♦♦

Difficulty concentrating♦♦

Time management and juggling priorities♦♦

Conflict with fellow students or staff♦♦

Coping with failure♦♦

Life-planning and values clarification♦♦

The Counselling Service provides Assessment for Special 
Consideration. These assessments are conducted at 
the request of students when adverse circumstances 
have impacted negatively on their studies. They are not 
counselling sessions but the psychologist conducting 
the assessment may recommend that the student return 
for counselling. They usually take around 50 minutes. 
If students are attending for a Special Consideration 
Assessment, they need to bring with them any medical 
legal or other documentation/evidence of their situation. 
Where the assessor believes a student has a legitimate case, 
a Statement of Special Consideration will be provided if 
appropriate. As with counselling, appointments for Special 
Consideration Assessments are arranged by calling the 
Counselling Service.

Careers Service
The Careers Service assists students to establish appropriate 
career goals, and develop strategies to achieve those goals. 
All programs, services and resources are free and are based 
around the following framework: find your direction; explore 
your options; develop your employability, and get your job. 
Information on the programs, resources and services which 
support each of these areas of careers’ activity, is available 
online at:

http://www.uow.edu.au/careers/

Careers advice and counselling are available for individuals 
and groups. Career counselling is provided through an 
appointment system by telephoning (02) 4221 3325.

The Careers library contains a wide range of print and 
electronic based resources. Job seeking via the internet and 
job applications can be prepared using computers within 
the Careers Office.

They are full members of the Australian Psychological Society, 
the premier professional association for psychologists in 
Australia. They regularly engage in peer supervision and 
undertake professional development activities to update 
their skills and knowledge base.

Appointments can be made by phoning (02) 4221 3445 or 
in person at the Counselling Service on Level 3, Building 
11. Preferences are met for a male or female counsellor, if 
required. The number of consultations needed depends on 
the problem but many difficulties require only one or two 
sessions. Consultations typically last 50 minutes.

Although appointments are usually made a week or more 
ahead, some emergency time-slots are available every 
day for crisis situations where someone needs to be seen 
immediately. Reception is staffed from 9.00am-12.45pm 
and 1.15pm-4.30pm.

For after house emergencies concerning students or staff 
phone (02) 4221 3446. This extension is diverted to a mobile 
phone after hours and the mobile phone number is also 
stated on the voice message for this extension.

Some examples of the problems and issues that people 
bring to the Counselling Service are:

Communication problems♦♦

Relationship break-ups♦♦

Coping with and adjusting to medical conditions and ♦♦

health problems

Sexual preference and sexual identity issues♦♦

Sexual problems♦♦

Pregnancy and abortion♦♦

Loneliness♦♦

Low self-esteem and lack of confidence♦♦

Stress, anxiety and depression♦♦

Bereavement and grief♦♦

Eating problems and body image issues♦♦

Drugs and alcohol♦♦

Coping with physical or mental illness♦♦

Adjustment to life changes♦♦

Adjustment to study♦♦

Adjusting when you are the first family member to ♦♦

attend University
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Workplace learning programs

For developing employability, a variety of programs are 
available for gaining experience in workplace settings. 
Some programs are group based, others in the traditional 
individual work experience context. These programs may 
be available throughout the year, or at suitable times, such 
as Summer, Winter or Spring breaks. Full details are available 
at:

http://www.uow.edu.au/careers/discover/

Job preparation (interviews/resumes)

Workshops are conducted throughout the year to assist 
students with their search for graduate employment. Our 
publication ‘The Edge’, which deals with all aspects of the 
job seeking process, is available in online PDF, CD-Rom, and 
in hard copy format.

Graduate recruitment programs

Employers visit the campus in March/April/May/June 
to encourage applications from final year students for 
employment in the following year. Final year students need 
to familiarise themselves with relevant details and to read 
the notice boards outside the Careers Office. Careers Fairs 
usually take place in March and April for Education. Full 
details are available at:

http://www.uow.edu.au/careers/finalyear/

An information email is sent to all final year students at the 
start of each year. Students are advised to inform Student 
Administration of their major when re-enrolling or they 
may miss out on receiving employment related information 
throughout the year. Location: Lower ground floor, 
UniCentre (in the arcade behind Security). For all enquiries, 
telephone (02) 4221 3325 or go to:

http://www.uow.edu.au/careers/



	   Teaching@UOW  |        27

University Teaching and Learning (ULT) 
course
This course is the University’s teaching development course 
for academic staff. The program includes workshops and 
independent study projects related to your own teaching. 
This course is available through CEDIR at no cost and is a 
compulsory part of the probation and promotion process. 
Information about ULT can be found at:

http://www.uow.edu.au/cedir/ult

Evaluate your teaching and subjects
UOW Teacher Evaluation

The UOW Teacher Evaluation uses a standard questionnaire 
administered  in class in your absence to ensure student 
anonymity. Collation is arranged by CEDIR and you are 
provided with a confidential report. A minimum of four 
UOW Teacher Evaluations are required for promotion and 
tenure purposes if you are a full time member of academic 
staff. 

UOW Subject Evaluation

Faculties establish a subject review cycle and subjects are 
evaluated accordingly. Subjects may also be evaluated as 
part of a course or program review. 

Information about teaching and subject evaluation is 
available from:

http://www.uow.edu.au/cedir/asd/tsse/index.html

Other forms of evaluation

You may also decide to design an evaluation to explore 
specific issues or to assess a teaching innovation. Surveys 
are not the only form of evaluation. 

Contact your CEDIR Faculty Liaison:

http://www.uow.edu.au/cedir/aboutus/facultyliaisonstaff/
index.html

12	Help and 
support for your 
teaching

Centre for Educational 
Development and Interactive 
Resources (CEDIR)
http://www.uow.edu.au/cedir

Telephone: (02) 4221 3140

The Centre for Educational Development and Interactive 
Resources (CEDIR) offers a wide range of professional 
support and services to all teaching staff through the 
following programs:

Academic staff development (including the University ♦♦

Teaching and Learning (ULT) course)

Evaluation♦♦

eTeaching♦♦

Education resource development♦♦

Learning innovation and learning technologies♦♦

Teaching innovation support♦♦

Audiovisual and teaching spaces support.♦♦

The Academic staff development program
CEDIR staff work with faculties to offer staff development 
programs at the faculty level. CEDIR also presents a program 
of online courses, seminars and workshops for staff at no 
charge. CEDIR workshops are advertised by email and 
information on programs available can be found at:

http://www.uow.edu.au/cedir/asd/workshops/index.html
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Other teaching development support provided by 
CEDIR

CEDIR provides a wide range of services in support of 
teaching including:

career development and promotion advice;♦♦

educational consultations;♦♦

eduStream, which is an automated system for recording, ♦♦

processing and distributing learning materials (audio, 
PowerPoint and video) by the internet;

videoconferencing to groups of students at other ♦♦

campuses from specifically setup rooms in the faculties;

videoconferencing to individual students via desktop ♦♦

computer web-cameras (“webcams”);

providing students with online video of recorded free-♦♦

to-air TV programs that relate to your teaching topics; 
and

the learning and teaching resources website:♦♦

http://www.uow.edu.au/about/teaching/index.html--

Borrow and use equipment
CEDIR provides and maintains the audiovisual equipment 
in lecture theatres, videoconferencing suites and other 
common teaching spaces. CEDIR provides laptop computers 
on loan to teaching staff for teaching purposes. Microphones 
are available for use in lecture theatres. Students and staff 
may borrow audiovisual equipment including microphones, 
data projectors, video cameras, tape recorders and laptop 
computers for approved educational use.

Arrange a hands-on demonstration of lecture theatre ♦♦

equipment by phoning (02) 4221 3002.

Book equipment on the Wollongong Campus by ♦♦

contacting the Audiovisual Store, Ground Floor, Building 
20, Telephone (02) 4221 3993.

For equipment at Bega, Batemans Bay, Moss Vale and ♦♦

Loftus contact the Education Access Centre Coordinator. 
At Shoalhaven Campus, contact (02) 4221 7870.

Information about audiovisual, videoconferencing and ♦♦

teaching space support. Information about this support 
can be found at:

http://www.uow.edu.au/cedir/borrow/index.html--

Publish a paper on teaching
The Journal of University Teaching and Learning Practice 
(JUTLP) is a peer-reviewed journal, published biannually by 
the University of Wollongong. The journal publishes papers 
on effective and innovative teaching and learning practice 
in the higher education environment. Information about 
the journal is available from:

http://jutlp.uow.edu.au

Contribute to UniTeaching UOW
CEDIR produces the University’s teaching and learning 
newsletter - UniTeaching UOW. Short contributions such 
as articles, book reviews, teaching tips, etc are welcomed 
by the Editor. Email Maureen Bell at mbell@uow.edu.au. 
UniTeaching UOW can be found at:

http://cedir.uow.edu.au/uniteaching/index.html
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13	Employment 
equity & 
diversity

http://staff.uow.edu.au/eed/

Telephone: (02) 4221 3917

The University Equal Epportunity Policy underlies all our 
programs. A great strength of the University of Wollongong 
is the diversity of its student and staff populations. The 
University values and encourages this diversity, respects 
differing beliefs and life experiences and creates a learning 
environment in which all students and staff can learn and 
teach effectively.

The Employment Equity & Diversity (EED) unit handles all 
matters related to state and federal anti-discrimination 
legislation. The main focus for the unit is on equity issues 
relating to staff. The unit develops programs/policies/
strategies which promote equal employment opportunity 
and affirmative action, provides an educational and 
consultative resource on equity issues and deals with specific 
complaints of sexual harassment and discrimination.

An equal opportunity online workshop, EO Online: Fair 
Play on Campus, has been developed to ensure all staff 
understand their rights and responsibilities in this area. 
There are two modules. All new staff are required to 
complete Module 1. Staff with supervisory responsibilities 
are required to complete Modules 1 and 2.

Log on to EO Online at:

http://eoonline.uow.edu.au
Username: fair
Password: play

EED policies may be accessed through EO Online or through 
the EED unit webpage, as above. Please make time to check 
these policies and contact the EED unit should you require 
any clarification or assistance in the areas of harassment 
or bullying; pregnancy and work; flexible workplace; 
targeted programs for equity groups; any breaches of anti-
discrimination legislation; or any other related matter.
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ITS computer training
http://www.uow.edu.au/its/training

ITS call centre telephone: (02) 4221 3775

ITS offers hands-on computer training for all academic 
and general staff of the University of Wollongong. The 
training courses cater for computer users of all levels, from 
the complete novice through to the more experienced 
computer user.

There are a maximum of 10 participants in each course and 
each person has the sole use of a computer throughout the 
course. Courses are available on Microsoft Office software, 
managing email, FileMaker Pro, Dreamweaver and more. 
Our aim is to provide relevant hands-on training in a friendly 
environment.

Information and the timetable for courses are both available 
on the ITS website.

14	Professional 
development 
support

Professional and Organisational 
Development Services
http://intranet.uow.edu.au/pods/index.html

Telephone: (02) 4221 4876

Professional and Organisation Development Services 
(PODS) supports academic and general staff in attaining 
skills and developing behaviours required for high 
performance and professional development. This is 
achieved through the identification and development of 
programs that are consistent with the strategic direction 
of the University, delivered by both in-house and external 
training professionals.

Staff development programs offered by PODS are advertised 
through a calendar on the web and via email. The calendar 
is available at:

https://intranet.uow.edu.au/pods/calendar/index.html

In addition to the courses listed on the calendar, PODS offers 
specialised assistance to faculties and divisions, by way of 
internal consultancies, such as planning and review, work 
group relationships and client service.

PODS has a small collection of books and videos relevant 
to career and personal development. These are available for 
loan to staff.

PODS recommends that in your first month at the University 
you complete the online staff orientation module ‘Getting 
Started@UOW’. This module includes information about the 
important aspects of campus life such as getting paid and 
where to get the best coffee!

You can access the ‘Getting Started@UOW’ module at:

https://intranet.uow.edu.au/pods/online/
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Access to relevant information resources is supported 
through purchasing materials on reading lists, suggesting 
items for the collection by liaising with your Faculty Librarian 
and centralised management of copyright compliant 
digitised readings. Core collections of study materials are 
available at each campus and access centre, supported by 
electronic access to a wide range of databases and full-text 
resources.

The Library website provides links to information services 
and a range of online services, for example: catalogue, 
access to online journals and books, faculty and course 
related resources, electronic readings, training resources 
and online tutorials.

Use ‘Email a Librarian’ or ‘Chat to a Librarian’ for online 
assistance services and access:

http://www.library.uow.edu.au/ask/index.html

Document Delivery Services can help  you obtain material 
not held by the UOW Library through an online requesting 
service. Most articles are delivered electronically, with 
notification via email.

We welcome your comments, compliments and complaints. 
Vist ‘Tell Us’, on the Library homepage, to lodge your 
feedback online. You will receive a response within two 
working days.

http://libcccserv.library.uow.edu.au/scripts/WebObjects.
exe/ccc.woa/wa/feedback

15	UOW library

http://www.library.uow.edu.au/

Telephone: (02) 4221 3579

Professional, expert staff are available to support your 
teaching, research and learning needs. Quality and service 
excellence are the cornerstones of our commitment 
to you, recognised through awards and other forms of 
benchmarking. We are the first Library to win an Australian 
Business Excellence Award in 2000 and the first in Australia 
to achieve accreditation against the Investors in People and 
International Customer Services standards.

The University’s goals of excellence in learning, teaching 
and research are underpinned by access to half a million 
books, over 30,000 journal titles, 200,000 journal volumes, 
280 databases (online collections of journal articles) and 
3,000 e-books. Online resources are available 24/7 in all 
locations.

Your Faculty Librarian can assist in the development of 
your students’ information literacy skills and competency in 
dealing with scholarly information through: contribution to 
curriculum planning, development of relevant information 
literacy learning objectives and activities, and development 
of integrated assessment tasks.



32	 |  Teaching@UOW

Committees and working parties
The Policy and Governance Unit
The Policy and Governance Unit provides informed 
and expert advice to enable effective decision making 
throughout the University. The unit has a key role in the 
University and educational policy and practice, including 
course and subject approval, development of new 
policies, the review of existing policies and guidelines, and 
maintenance of the University’s online Policy Directory.

UOW policies outline non-discretionary governing 
principles or intentions in order to guide university-wide 
practices. They comply with all relevant legislation rules and 
are approved by the highest delegated/appropriate UOW 
committee. Academic policies have a university-wide effect 
on teaching, learning, research and internationalisation.

Policy and Practices information is available from:

http://www.uow.edu.au/about/policy/index.html

Policies relevant to teaching and learning at UOW:

Teaching and Assessment Policy - sets out the University ♦♦

of Wollongong’s approach to effective learning, teaching, 
assessment, and the principles underlying teaching and 
assessment practice.

Code of Practice: Teaching and Assessment - sets out ♦♦

the responsibilities of academic staff in relation to 
the assessment of undergraduate and postgraduate 
coursework subjects.

Code of Practice: Students - outlines the general rights ♦♦

and responsibilities of students at the University.

Special Consideration Policy - sets out the procedures ♦♦

and criteria for special consideration requests for all 
forms of assessment.

Student Academic Grievance Policy - sets out the ♦♦

University’s general approach to resolving academic 
grievances and procedures that may be followed.

Acknowledgement Practice - explains how to ♦♦

acknowledge sources and avoid plagiarism.

The Policy and Governance Unit also manages the Subject 
Evaluation Surveys, coordinates the Hand Book, Annual 
Report, and ceremonial aspects of Graduation Ceremonies.

Information on Policy and Governance is available from:

http://www.uow.edu.au/governance

16	University 
administration

Academic Registrar’s Division (ARD)
ARD supports you in a number of ways.

Managing your class
The Student Management Package (SMPCentral) is an 
essential and effective tool for class management, enabling 
you to quickly generate student lists, email individuals, 
groups or the whole class, report assessment results and 
examination results. ‘Help’ on the use of SMPCentral is 
located within the package at:

http://staff.uow.edu.au/cols/smpcentral/

ARD also manages the main University Student Information 
System (SMP). Assistance and support can also be obtained 
by contacting ARD’s Systems Support Officer on (02) 4221 
5423.

Supporting students
ARD provides a comprehensive range of support services 
for students including the administration of advanced 
standing, scholarships, HECS, orientation, enrolment 
and other student data, deferment, examinations, and 
graduation. Remote campus students are able to liaise with 
ARD via email, telephone and face-to-face. Students are 
encouraged to access Online Services for session timetables, 
subject availability, examination timetables, examination 
and assignment results, graduate eligibility and student 
news. For further information go to:

http://www.uow.edu.au/student/index.html

At remote campuses, the Head of Campus or Education 
Access Centres Coordinator liaises with Student 
Administration and is the first point of contact with ARD.
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Senate is advised by three major committees: the University 
Education Committee (UEC), the University Research 
Committee (URC) and the University Internationalisation 
Committee (UIC).

University Education Committee

UEC provides leadership in the development of policies and 
strategies aimed at achieving the University’s objectives in 
teaching and learning.

Chaired by the Deputy Vice-Chancellor (Academic and 
International), the UEC is a forum for the University to raise, 
discuss and endorse changes to learning and teaching 
policies and issues before they are sent to Academic Senate 
for approval.

University Research Committee

URC is the central body for research management at 
the University. Chaired by the Deputy Vice-Chancellor 
(Research), the URC has the responsibility of developing 
policies and procedures regarding research and overseeing 
their implementation. The URC is also responsible for all 
systemic issues relating to research training, including liaison 
with faculties and research units in the implementation of 
the University’s research training and management plan, 
which encompasses all aspects of a research student’s 
career at the University.

University Internationalisation Committee

The UIC provides policy advice, goals and strategies for 
internationalisation within the University. Chaired by the 
Deputy Vice-Chancellor (Academic and International), the 
UIC aims to support the University to foster an outward 
looking orientation for staff and students that encourages 
awareness of and interaction with higher education, 
government and business in Australia and abroad to ensure 
excellence in all learning, teaching and research activities.

Further information, including members, meeting dates 
and summaries about University Council, Academic Senate 
and other University Committees are available from:

http://www.uow.edu.au/governance

The University Committee structure is available from:

http://www.uow.edu.au/planquality/

Council and its committees
The University is governed by the Council consisting of 
nineteen members: the Chancellor, the Vice-Chancellor, 
the Chairperson of the Academic Senate, six Ministerial 
nominees, two members elected by students (one 
undergraduate and one postgraduate), two members 
elected by academic and one by general staff, two members 
elected by the graduates of the University and three 
members appointed by Council.

Administrative Committee

The Administrative Committee is the Executive Committee 
of Council. The Committee reviews and recommends to 
Council new policies and strategies in the areas of finance 
and investment management, major and minor building 
and site works, occupational health and safety, parking, risk 
management and staffing.

Audit Management and Review Committee

The Audit Management and Review Committee is a 
formally constituted committee of Council with particular 
responsibility to assist and advise Council in fulfilling its 
corporate governance and oversight responsibilities in 
relation to the University’s management of risk, its internal 
control structure, and its external reporting responsibilities.

Academic Senate and its committees
Academic Senate is the peak body for advising the University 
Council and the Vice-Chancellor on academic matters 
and broad issues which affect the academic excellence of 
the University. Academic Senate represents the University 
Community in providing a forum for deliberations and 
decisions regarding all matters relating to scholarships and 
academic governance.

Its role encompasses policies, systems, services, structures 
and strategies that impact upon teaching and research, 
students and staff. Senate is a key forum for academic staff 
to discuss matters of interest including those relating to the 
broader governmental, political or market environment. It 
also serves as a conduit for disseminating key information 
through the University, including information regarding the 
external environment affecting the University.
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Maier, P. Barnet, L., Warren, A. and Brunner, D. (1998) Using 

Technology in Teaching and Learning. Kogan Page: London. 

[378.173/2] 

McKeachie, W.J. (1994) Teaching Tips. Heath & Co: USA [378.17/30] 

Murphey, E. (1998) Lecturing at University. Curtin University of 

Technology: WA. [378.1796/5] 

Newble, D. and Cannon, R. (1991) A Handbook for Teachers in 

Universities and Colleges. Kogan Page: London. [378.17/9] 

Nightingale, P., Te Wiata, I., Toohey, S., Ryan, G., Hughes, C. and 

Magin, D. (1996) Assessing Learning in Universities. UNSW Press: 

Sydney. [378.16/6] 

Race, P. and Brown, S. (1993) 500 Tips for Tutors. Kogan Page: 

London. [378.125/23] 

Ramsden, P. (2002) Learning to Teach in Higher Education. 

Routledge: London. [378.125/12] 

Toohey, S. (1999) Designing Courses for Higher Education. Open 

University Press: Buckingham. [378.199/18] 

Video resources available from the 
Library 
Teaching Matters: Assessment. (1993) University of Technology: 

Sydney. [AV378.17/42] 

Teaching Matters: Lectures. (1993) University of Technology: 

Sydney. [AV378.17/42] 

Teaching Matters: Tutorials. (1993) University of Technology: 

Sydney. [AV378.17/42] 

Teaching More Students (1992) Oracy video. [AV378.125/30] 

DVD resources available from CEDIR 
Four Conceptions of University Teaching. (1999) CEDIR: University 

of Wollongong. 

Teaching at the University of Wollongong. (2006) CEDIR: 

Mathematics, Engineering, Creative Arts, Geosciences.

Teaching and Learning with Edustream, CEDIR.

17	Useful resources

Reference material
Bertola, P. and Murphy, E. (1994) Tutoring at University: A Beginner’s 

Practical Guide. Paradigm Books: Bentley, W.A. [378.125/39] 

Biggs, J. (2003) Teaching for Quality Learning at University. Open 

University Press: Buckingham. [378.125/45] 

Brown, G. and Atkins, A. (1990) Effective Teaching in Higher 

Education. Routledge: London. [378.125/13] 

Davis B.G. (1993) Tools for Teaching. Jossey-Bass: San Francisco. 
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Exley, K. and Dennick, R.  (2004) Giving a Lecture: from presenting 

to teaching. London: RoutledgeFalmer. [378.1796/8]

Forster, F., Hounsell, D. and Thompson, S. (Eds.) (1995) Tutoring 

and Demonstrating: A Handbook. CTLA, University of Edinburgh: 

Edinburgh. [378.125/36] 
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Gibbs, G. Habeshaw, S. and Habeshaw, T. (1988) 53 Interesting Things 
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Ways to Assess Your Students. TES: Bristol. [378.167/2] 
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Intellectual Property Policy  

http://www.uow.edu.au/about/policy/ippolicy.pdf

Learning and Teaching Grants 

http://www.uow.edu.au/about/teaching/

excellence/awards/index.html

Learning and Teaching Strategic Plan  

http://www.uow.edu.au/planquality/strategicplan/index.html

Vice Chancellor’s Teaching Awards  

http://staff.uow.edu.au/awards/

Subject, Course and Program Evaluation  

http://www.uow.edu.au/about/teaching/

excellence/planrev/index.html

University Learning and Teaching (ULT) Course Policy 

http://www.uow.edu.au/about/policy/documents/ULTCpolicy.pdf

University Strategic Plan  

http://www.uow.edu.au/about/stratplan/ 

Other web sites 
Australasian Society for Computers in 

Learning in Tertiary Education

http://www.ascilite.org.au

Carrick Institute for Learning and Teaching in Higher 

Education 

http://www.carrickinstitute.edu.au

DeLiberations on teaching and learning in higher education 

http://www.londonmet.ac.uk/deliberations/

Effective uses of Online Course Tools  

http://www.edtech.vt.edu/edtech/id/ocs/index.html 

Higher Education Research and 

Development Society of Australasia

http://www.herdsa.org.au

HiEd (Higher Education Development International)  

http://www.abo.fi/hied/ 

Ultibase  

http://ultibase.rmit.edu.au/

University Web sites 
Acknowledgement Practice/Plagiarism  

http://www.uow.edu.au/handbook/courserules/plagiarism.html 

Anti-bullying Guidelines  

http://staff.uow.edu.au/eed/bullying.html

CEDIR  

http://www.uow.edu.au/cedir/

Code of Practice: Teaching and Assessment  

http://www.uow.edu.au/about/policy/teaching.html

Code of Practice: Students  

http://www.uow.edu.au/handbook/

codesofprac/cop_students.html

Code of Practice: Supervision  

http://www.uow.edu.au/handbook/

codesofprac/cop_supervision.html

Common Teaching Areas/Theatres Audiovisual Facilities  

http://edsnet.cedir.uow.edu.au/theatres/index.aspx 

Copyright Policy  

http://www.library.uow.edu.au/copyright/

Course and Subject Approval - Forms and Checklists  

https://intranet.uow.edu.au/coursemgmt/index.html

Critical Incident Intervention  

http://www.uow.edu.au/about/policy/criticalincident.html

Disability Services  

http://www.uow.edu.au/student/services/ds/index.html

eduStream  

http://www.uow.edu.au/cedir/edustream/index.html

Establish an  eLearning Site for your Subjects 

http://staff.uow.edu.au/eteaching/

Good Practice Assessment Guidelines

http://www.uow.edu.au/about/teaching/

goodpractice/index.html#Assessment

Guidelines for Conduct of Student Surveys of Teaching  

http://www.uow.edu.au/cedir/asd/tsse/index.html






