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1 Introduction 

Welcome to the Oxford Medical School. This handbook is intended to help you, as a new member of teaching staff, to 
understand the courses on which you will be teaching, your responsibilities within the Oxford teaching system and the 
resources available to help you. It does not cover other aspects of your post, such as your duties to conduct research or 
advanced study nor your administrative or other responsibilities to your head of department.  Contractual matters, for 
instance those relating to your entitlement to sabbatical or other special leave, should be discussed with your head of 
department in the first instance.   

http://www.admin.ox.ac.uk/ps/staff/handbooks/ 

http://www.admin.ox.ac.uk/ps/staff/academic/sableave.shtml  

for references to your contract and conditions of employment, including making arrangements for leave. 

The Oxford system is complex and it can be confusing to those who work within it. We hope this handbook will guide you 
through the maze. In particular the college-based tutorial system, which we believe, adds so much to the education 
process, can seem strange and inexplicable to new staff. We hope this handbook will introduce you to the ways you can 
use the tutorial system to the best effect; it includes general guidelines and suggestions drawn from best practice and 
educational research. 

You will often need to enlist the help of your less senior colleagues, such as graduate students and post-doctoral 
researchers, to help you in various aspects of teaching. Although much of this handbook is not relevant to them, we hope 
it will inform you of your duties and responsibilities towards them and be a helpful aid to your supervision of them. Guides 
for assistant demonstrators and occasional tutors, abstracted from this handbook, are available from the faculty office. 

If you find errors or omissions in this handbook, or have suggestions for improvement, please send them to: 

Professor John Morris (Director of Preclinical Studies), tel: (2)72164 or john.morris@dpag.ox.ac.uk  

or Dr David Bryan (Divisional Secretary) tel: 221688, email: david.bryan@medsci.ox.ac.uk  

The MSTC website (www.mstc.ox.ac.uk ) provides full administrative and regulatory information about both the Pre-
Clinical Medical Sciences, and the Physiological Sciences Courses.  

Teaching material is available on Weblearn at: http://weblearn.ox.ac.uk/site/medsci/ for which a login is required.  

Contacts for the MSTC: 

GENERAL OFFICE: 
RECEPTION, X85777 
CHIEF TECHNICIAN,  X85770  
IT/AV OFFICER, X85780 
EVENTS OFFICER FOR ALL BOOKINGS X85779 

 
FACULTY OFFICE: 
DIRECTOR OF PRE-CLINICAL STUDIES X85790  
ASSISTANT REGISTRAR X85782 
ADMIN OFFICER: ADMISSIONS & FHS X85783 
STUDENT ADMIN OFFICER: ADMISSIONS & FHS X85788  

ADMIN OFFICER: FIRST BM, AND PCA, X85784  
SENIOR CLERICAL OFFICER: FIRST BM, PCA AND PRELIMS X 85785 

 

Trinity Term 2008
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2 Course structures 

Course Patterns for First BM Part I, First BM Part II, and the Physiology Prelim are available on-line at 
http://www.mstc.ox.ac.uk/staff  

2.1 Medicine 

Students may take a subject from the FHS of Experimental Psychology, in place of the Submitted Essay, normally from 
the following (further information on these courses is available at http://www.mstc.ox.ac.uk/medsci/options/psychol09 ). 
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2.2 Physiological Sciences  

About 20 students per year take a three-year course in Physiological Sciences for non-medical students. They take a 
one-year introductory course leading to the Preliminary Examination ('Prelims'): this course is in part specific and in part 
shared with medical students. These students then take the FHS of Physiological Sciences in an augmented form of the 
course offered to medics. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

University teaching in year one is partly shared with the pre-clinical medical course.  This applies in particular to 
Physiology & Pharmacology of the Systems of the Body (though, for physiologists, there are additional lectures in 
integrative physiology), and to Biochemistry and Cell Biology (though it, too, has additional material - Immunology).  
'Neuroscience' includes much central neurophysiology and neuropharmacology in a special course for non-medics.  The 
physiology students have their own practical classes. 

In the first two terms of the second year, bridging courses provide additional teaching in statistics, information retrieval, 
how to analyse original research papers, immunology, and neuroanatomy; and students visit research laboratories to see 
advanced experimental techniques in use. 

All must do a Dissertation and two Advanced Practical Classes (or just one class if their dissertation is laboratory-based). 
Physiology students may take one subject from the FHS of Experimental Psychology if they wish. 

Both medical students and non-medical physiologists may take an optional Supplementary Subject, such as The History 
and Philosophy of Science, which is a two-term course most usually taken during a student's second year.  There are 
currently two other approved optional Supplementary Subjects, Quantum Chemistry, and Chemical Pharmacology. 
Details of these may be found at: http://www.mstc.ox.ac.uk/medsci/supplementarysubjects/index_html  

 

2.3 Contributions to courses leading to other Final Honour Schools 

Two of the courses for first year non-medical physiologists are available (with minor modifications) as options for first 
year students admitted to read Psychology, Philosophy and Physiology (PPP).   Subsequently, these students can take 
some options from the FHS Physiological Sciences (typically, neuroscience options and/or pharmacology are taken with 
Psychology to create a neuroscience-based programme).  Teaching and examining of Physiology within PPP is not 
detailed separately below as it is identical with the provision for medics and non-medical physiologists. Further 
information is available at: http://www.mstc.ox.ac.uk/PPP/pppworkplan . 
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3 Educational aims of the courses 

3.1 The declared aims of the courses  

§ The Medical Course: 

The Oxford medical course aims to produce compassionate doctors who are competent to undertake the Foundation 
Programme and who possess the skills, knowledge and understanding, a critical scientific approach, and attitudes 
appropriate for postgraduate training and lifelong learning. The learning outcomes integrate the external benchmarks 
provided by the General Medical Council in Tomorrow’s Doctors and by HEFCE in the 2002 Benchmark statement for 
Medicine with the institutional values of Oxford University. To provide coherent integration of these influences, the 
learning outcomes are structured into five key areas to provide a framework for the teaching, learning and assessment in 
years 1-6. The five areas are: 

Knowledge and understanding of health and illness: the knowledge base underlying medical science and clinical 
practice  

The Patient and the Doctor: clinical, communication and practical skills for effective practice 

Scientific method and critical thinking: skills in scientific enquiry and in evaluating the evidence base for clinical 
practice 

Healthcare, the community and society: knowledge and skills for understanding population strategies for health, 
including prevention 

Personal and Professional Development: skills and attitudes for professional practice and lifelong learning, including 
understanding of the ethical and legal frameworks for practice. 

§ Physiological Sciences for non-medical students,: 

This course aims to: 

offer an intellectually demanding course in a broad range of topics in animal (particularly mammalian) physiology, 
providing a rigorous, non-vocational education for those wishing for careers in the life sciences or for other career 
options. 

provide students early in the course with sufficient first-hand experience of the fields covered by Physiology to enable 
them to make an intelligent choice of appropriate subject(s) in which to specialise for the Final Honour School. 

develop communication skills, oral and written, that will enable students to present scientific results in a concise and 
easily comprehensible way. 

enable students to work from primary sources and to assess experimental evidence. 

enable students to think critically and to show originality. 

prepare students thoroughly for a higher research degree in the Biomedical Sciences. 

allow students to develop transferable skills that will be valuable to them in later life regardless of whether they choose to 
work within the life sciences. 

 

3.2 How do we attempt to achieve these aims? 

Our preclinical course has a several responsibilities: to equip students with a sufficient grasp of knowledge in the 
biomedical sciences that they can enter productively into a clinical course; to equip them with the intellectual skills for 
their careers in medicine or medical research. These two aspects need to be kept in balance because there is 
continuous tension between them in terms of their demands on students’ time and their mental energies. In addition the 
preclinical course has a responsibility to engender and develop the professional attitudes that are needed in dealing with 
patients. 

The core syllabus, set out as the left-hand side of the composite syllabus (see: 
http://www.mstc.ox.ac.uk/medics/medics/index_html ), is reviewed annually. It is designed to help you and your students 
identify the type and depth of knowledge that is considered essential for admission to the clinical school. This level of 
knowledge is also conveyed in the lectures and practical classes and examined in the Part A on-line sections of the BM 
papers. It is not usual for tutorials to be used for this level of teaching, except in the immediate run-up to examinations.  

The extension material, which is the subject of tutorials, should relate to the composite syllabus, which indicates 
particularly suitable areas in the right-hand column. Although clearly this aspect of education also involves the learning of 
information, the emphasis should be on using this material as a platform upon which to develop your students’ 
transferable, academic skills. The ways in which you can use tutorials to develop these skills is outlined in section 6.2 
below. These skills will be of enormous use to your students in later life, whether they become GPs, hospital doctors, 
biomedical researchers or take up employment in other fields. They can be summarised as follows. 
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§ Ability to identify important questions 

Young people are naturally curious and your new students will still retain their original habit of asking questions about 
everything they come across. During their time at University, they can either become so overwhelmed with the quantity of 
factual knowledge that their curiosity is driven out of them or they can become unfocussed dilettantes. However, if we do 
our job correctly they will learn how to harness their curiosity to best advantage, focussing their questions in areas of real 
importance and in ways that can lead to significant answers. These skills will be important to them in all fields of life, not 
least in medicine, where asking the right question can be a matter of life or death. 

§ Ability to make use of all relevant sources of information 

It is easy to make the wrong decision or come to the wrong conclusion if you only have a biased sample of the 
information. During their years in Oxford, students should learn how to make full use of a range of sources of information. 
Step-by-step, they should learn how to tackle the tertiary, secondary and primary scientific literature, gaining confidence 
that they are able to find out everything relevant to their question that is in the public domain. Because we are training 
them as biomedical scientists, they will also learn how to use experimentation to gain information about the way the body 
works, how micro-organisms live, how we can influence either, and so on.  Although the particular sources of information 
available to the students in later life may be different from those they used as undergraduates, the research habits they 
develop in Oxford should equip them for any situation. 

§ Ability to analyse information 

Often, it is not clear to someone new to a field how a piece of information relates to the question in hand. Even more 
often, conclusions are drawn that are not fully supported by the evidence. Frequently, different authorities disagree about 
the interpretation of results. It is often a source of bafflement and discomfort to students when they discover this.  
Perhaps the most important job we have as educators is to help our students develop analytical skills that will enable 
them to resolve these issues, and not to skirt around areas of important controversy.  They need to be guided to go 
deeper, behind the headline, the soundbite, the superficial abstract of a research paper.  Analytical skills take many 
forms, depending on the information being scrutinised: from semantic (“what does x really mean when they say y?”); to 
experimental data-based (“x has ignored an important control here”); to mathematical or statistical (“ the sample size was 
too small for the conclusions drawn”).  A great deal of your time in tutorials will be devoted to training an analytic 
approach to a wide variety of problems.  If your students are to become scientists or doctors who practise “evidence-
based medicine” they will need to be able to analyse a wide range of information and it is your job to help them develop 
the skills to do so. 

§ Ability to synthesise and abstract 

Even when students have learned how to master the bewildering diversity of sources of information available to them, 
they will need to develop the ability to summarise and synthesise the individual pieces of analysis they have made on the 
source material. They need to be able to identify those that are critical to the main issue and those that are tangential.  
They need to be able to see how each bit of the argument relates to each other bit and how one might summarise 
several lines of argument into manageable pieces of text, without destroying the coherence or integrity of each. 

§ Ability to communicate 

Finally, once students have assembled their evidence, analysed it and organised it into a succinct and coherent 
argument, they have to be able to communicate their results to others who have not been through the same process or 
who may start from different preconceptions or levels of knowledge. You will be able to guide them during a range of 
such rhetorical processes: from the weekly essay, through group discussions, informal presentations to dissertation 
reports. The skills they learn will prepare them for the many similar tasks they will undertake in their professional lives: 
writing and discussing case histories, writing research papers, communicating with patients, submitting a new procedure 
to ethical review and even teaching the next generation of medical student! 

§ Ability to observe 

Both scientist and doctors must be careful, accurate, and impartial observers.  They must notice unexpected things and 
must decide if they matter.  The processes of observation and interpretation should be kept distinct, since interpretation 
usually brings assumptions to bear which need to be made explicit.  To develop these habits needs practice. A major 
component of practical classes should be to help make these habits ingrained.  The more that such classes can be 
designed with the aim of student-driven exploration rather than teacher-led routine exercises, the better. 

4 Organisation of teaching 

The organisation of teaching provided by the faculty is illustrated in the figure below.  The organisation of teaching within 
your college should be guided by advice from the Senior Tutor of the college.  Responsibility for management and 
delivery of the curriculum is vested in the Pre-clinical and Clinical Education Committees (in yellow on the chart), chaired 
by the Director of Pre-clinical Studies and the Director of Clinical Studies, respectively.  The pre-clinical Education 
Committee receives recommendations from its course committees, which bring staff together from different departments 
in the planning of the interdisciplinary teaching.  These committees include clinicians to assess the clinical 
appropriateness of the courses. 
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Views from a wider constituency of staff are expressed at the sub-faculty, faculty and departmental meetings. Students 
express their views directly at the Joint Consultative and the Education Committees, and their written and verbal 
feedback goes to course committees, and to the Education Committee.  Examiners' reports (including external 
examiners' reports) are widely available (see: www.mstc.ox.ac.uk for exam reports for all courses overseen by the MSTC 
Faculty Office) and are considered by each of these groups.  The aim is to collect together and consider the views of 
students, staff and examiners, so that the Education Committees can then take prompt action: only fundamental changes 
needing new University legislation have to be referred elsewhere. Between meetings of the Education Committees, the 
two Directors of Studies take action so as to avoid unnecessary delays, and heads of department can directly address 
any issues arising from feedback relating to individual members of staff. 

The departmental committees implement the arrangements for teaching agreed by the Education Committees. The Joint 
Standing Committee serves to increase co-operation and co-ordination between the pre-clinical and clinical school.  

The committees managing the courses for undergraduate medicine and Physiological Sciences are shown below, with 
some indication of the officers’ overlapping membership. 

Responsibility for management of the curriculum is vested in the three Education Committees with advice from their 
specialist subcommittees and from students via the Joint Consultative Committees. Implementation of the curriculum is 
overseen by the Directors of Studies. Each Education Committee has both basic scientists and clinicians as members, 
and direct student representation. In addition, the Clinical Education Committee has NHS and lay representatives. All 
First BM Course Committees are cross-departmental and include practising clinicians. There are two Clinical Tutors 
Groups, one for the medical specialties and the other for Medicine, Surgery and the District General Hospitals. 

Views from a wider constituency of staff are expressed at Departmental meetings and also at other meetings open widely 
to all academics involved in teaching (e.g. ‘‘Sub Faculty discussion forum meetings” which include research staff who 
help with teaching), and the Medical Education Forum which organises termly half-day meetings on education and 
assessment.  
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Students express their views directly to the DPS at termly face-to-face meetings, at the Joint Consultative and the 
Education Committees, and their written feedback goes to Course Committees, Clinical Tutors and the Education 
Committees. Examiners’ reports (including external examiners’ reports) are widely available and are considered by each 
of these groups. The aim is to collect together and consider the views of students, staff and examiners, so that the 
Education Committees can then take prompt action: only fundamental changes needing new University legislation have 
to be referred elsewhere (to the senior divisional committees shown above in green). Between meetings of the Education 
Committees, the Directors of Studies take executive action so as to avoid unnecessary delays, and Heads of Department 
can directly address any issues arising from feedback relating to individual members of staff. 

The Departmental Committees implement the arrangements for teaching agreed by the Education Committees. 

5 Facilities for teaching 

Oxford aims to provide the learning resources for its courses as a collaborative effort between the University and 
colleges. Both provide libraries, IT facilities and teaching, living and social accommodation; but this is rationalised, with 
the University generally providing specialised or expensive shared facilities, while the colleges provide more for 
individuals. The Radcliffe Science Library (RSL) is the main science reference library.  Further information about OULS 
(Oxford University Library Services) is available at: http://www.ouls.ox.ac.uk/  

The facilities provided within each department are listed in the table, below.  

 

Department Lecture theatre Laboratories Seminar rooms Audiovisual 

 capacity capacity number adviser 

Physiology, Anatomy  

& Genetics 

250 (Sherrington) 

120 (LeGros) 

 4?? Pete Belk 

Pathology  60 2 John Marriott  

Pharmacology 132 55 10 Paula Savin 

MSTC 216 90 + 90 7 Christian Jones/Colin Cook 

Biochemistry   2 Jeremy Rowntree 

6  The role of the college tutor 

Perhaps the most significant difference between the “Oxbridge” education system and other forms of tertiary education 
hinges on the role of the college tutor. As a tutor, you will select the students you are going to teach (see section 12 
below), you will directly teach them and indirectly mould their learning experience over at least a three-year period and 
you will most probably remain in contact with them throughout their professional lives.  This degree of personal 
involvement is costly in academic time and so the purpose of the following sections is to provide guidance on best 
practice to help you maximise the educational value of this investment.  

The tutorial provides a learning environment that is responsive to the individual student’s needs and in which they get 
immediate feedback on their performance.  The dialectic between the tutor and the student provides an active learning 
context and is intended specifically to develop students' analytical, critical and communication skills.  It is important to 
resist the pressure, often from students, to allow tutorials to become didactic sessions, in which lectures are recapitulated 
or extensive examination “cramming” is done.  

6.1 Division of your time between college and University duties 

Normally new (non-medical) lecturers are appointed under the Joint Appointments scheme, by which a college 
association for a lecturership will have been arranged before advertisement.  Upon acceptance of the post you will have 
entered into two contracts which, though separate, are contingent upon one another.  (The legalities of the joint contract 
are currently under review throughout the University, but it is the board's intention that the college and University posts 
be regarded as a unified obligation). 

Under the standard contract the college side seeks a "6-hour" stint, though your particular appointment may have a 
different expectation which will have been identified in the college further particulars of the advertisement.  Formerly, the 
description "6-hour" meant that your obligation was for 6 tutorial contact hours weekly during each of the 8 weeks of each 
term, averaged over the year.  Many colleges now interpret this measure of your obligation to them flexibly: practice 
varies very considerably between colleges and you should establish with your senior tutor what your college's practice is.  
In addition, the college expects you to undertake arrangement of tutorial programmes for your pupils, admissions duties 
including dealing with pre-application enquirers, pastoral care (both of graduates and undergraduates), committee work 
and to hold college officerships from time to time.  The faculty acknowledges that you will have these claims on your 
time.  To maintain a proper balance between these activities and your faculty job is one of your biggest challenges. 
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The simplest guide to how your time and energies should be divided is to make them very roughly proportional to the two 
(pre-tax) stipends and allowances you receive from your dual employments, averaged over the whole year.  Because the 
split varies, with your age and in different colleges, no more than a very approximate rule-of-thumb can be provided here.  
For many lecturers in the sciences on the standard contract it works out at roughly a quarter from the college and three-
quarters from the faculty.  It is vital that you discuss without delay any concerns you may have about what is being asked 
of you by your college and by this faculty.  Go to your college's Senior Tutor or head of house, to your head of 
department, and if necessary to the chair of the faculty board.  This issue should be an automatic item to raise during 
periodic appraisal (see 15.2). 

6.2 Arranging tutorials 

As college tutor, you arrange for your students to attend tutorials every week.  In an 8-week term students should attend 
an average of 12 tutorials.  Attendance at tutorials is normally considered compulsory.  Tutorials can take many forms 
but it is quite usual to teach in groups of up to 4, particularly in the early terms.  They can take place in the tutor's college 
study, departmental office, or departmental teaching rooms.  You are responsible for arranging the broad timetable of 
your students’ tutorials, including persuading colleagues in other colleges to give tutorials in subjects not covered “in 
house”, possibly as an exchange arrangement. You must plan ahead, taking note of the students’ lecture timetable and 
the composite syllabus, to ensure that the tutorials you plan to give them, and those you arrange for them to receive from 
out-of-college tutors, relate well to the subjects in which they are being instructed in the faculty.  You must make sure 
that the time and place of the tutorials is established clearly with the students in good time. 

The detailed times and places for your students to meet other tutors can be left up to the students.  You must make sure 
that your college office sends forms to out-of-college-tutors in good time, so that they can make claims for payment and 
provide reports of your students’ progress before the end of term. 

§ What proportion of the course should you teach yourself? 

As a college tutor, you will find yourself asked to arrange tutorials across a wide field, frequently extending beyond your 
area of specialist expertise.  You should nevertheless develop the ability yourself to tutor in a much wider range of 
subjects than that for which you would be expected to provide lectures or practical classes. This can seem rather 
daunting and pointless at first glance but the following points should be borne in mind. First, in order to monitor your 
students’ educational development, provide them with a degree of continuity of pastoral contact and tailor their learning 
to their needs, you need to see them in a teaching context several times each term during at least their first two years.  
Second, the tutorial is not intended to stick rigidly to the syllabus and transmit a corpus of received knowledge but should 
be used to probe, test and develop their analytical and communication skills.  Consequently, you can choose particular 
topics within various branches of the syllabus for in-depth treatment.  You’ll choose them because they are stimulating, 
relevant to the course and of interest to you. You will soon find that your years of experience and depth of understanding 
make you a valuable tutor for the students even in areas on which you do not presently research.  Third, the fact that 
your students are used to discussing a wide range of academic topics with you will enable you to help them see the 
connections between diverse topics in a way which isn’t available to more narrowly-defined teachers.  You can also be a 
useful role model if you can show your students how you respond to academic questions to which you don’t know the 
answer.  Finally, teaching off your narrow speciality has a potential for keeping your own scholarship broad and up-to-
date and this can be of real but unexpected help in your research.  

As a rule of thumb, if you tutor a majority of one of the BM papers and a substantial minority of a second (one which is 
based in a different year), this will be about right.  The balance of your tutorials will be made up from FHS tutorials for 
those of your students that choose your option plus exchange tutorials which you arrange with tutors from other colleges, 
in order to provide adequate coverage for your own students.  

§ Range, content and number 

The range of tutorials must relate to the syllabus and examination content but they cannot be comprehensive.  You 
should aim for your students to receive an average of 1.5 tutorials per week of full term.  If your students receive three or 
more tutorials in a week, they will not be able to do the background reading, analysis and writing required for a true and 
worthwhile tutorial.  Students will often ask for more tutorials to “cover the course” but you must resist the pressure for 
them to become so frequent that they degenerate into spoon-feeding exercises.  On the other hand, tutorials which are 
very remote from the core syllabus will not help the students in examinations and are a frequent cause of student 
insecurity.  In an FHS Option, 6 to 8 tutorials are the norm. Option details and the identities of option organisers are 
available on the faculty’s web site, where you may find advice on a range of tutorials thought desirable for individual 
options and suggestions for suitable specialist tutors. 

§ Graduate students as occasional tutors 

For a limited number of aspects of the course and for most of the practical classes, we need the help of junior members 
of the faculty, such as graduate students and post-docs. Senior members of the faculty, such as you, will need to 
recommend appropriate individuals from your own research groups to fulfil these roles.  It is recognised as a significant 
part of graduate and post-doctoral training and an aid to their career development to offer them such experience.  In 
order to ensure quality for the undergraduates it is important for you to monitor the performance of graduate tutors and 
let them know how they are doing.  You should not feel embarrassed about making specific teaching suggestions to the 
graduate and should keep lines of communication open with the students.  The graduate should feel able to contact you 
about any problems and to seek guidance.  Monitoring of the marking of students' written work by new tutors may be 
helpful in both directions, since it can help to focus your own mind on the general qualities you should seek in an 
assignment.  It is a good idea for you to create opportunities to discuss the tutorial commitment with the graduate 
(possibly over lunch together, before the teaching starts and on occasion during the term) so that a good working 
relationship is developed.  If the graduate is enjoying the teaching, the students probably are too (and vice versa).  
Graduates from outside Oxford may need more orientation than those who have been through the system themselves, 
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both as to what tutorials are for and what they need to cover. 

Graduate students may also benefit from advice on how best to provide feedback to students and on the appropriate 
level of detail in end-of-term reports. You should provide them with the faculty’s guide for occasional tutors and any other 
relevant information concerning the course for which they are teaching. 

§ Tutorials versus lectures 

Many students appear to believe that they will be able to answer examination questions only on matters covered in 
tutorials.  You can help to dispel this worry by encouraging every student to make full use of the lecture courses, in which 
not only the core components are presented but also a substantial introduction to the extended material suitable for in 
the essay component of the examinations. Efficient use of lectures, lecture synopses and reading lists is an effective 
means of coverage, and tutorials in science subjects need to be seen as an adjunct to rather than a substitute for 
lectures.  It is never too soon to convey this important message to freshers.  Your very first meeting with them in 
Induction Week is a good time to discuss the issue of the purposes of tutorials. 

6.3 The tutorial 

Always be there at the appointed time!  Nothing reduces the trust and respect between student and tutor like repeated 
failures to make the tutorial. 

In advance of the tutorial, you should produce clear guidance as to the subject area under study, the background reading 
to be done and the essay or other exercises that you expect to be completed in advance. Make sure the students know 
when and where to hand in their written work and make sure that you have read and annotated them before the tutorial. 

§ Essay technique 

When a tutorial student is presented with a new and difficult topic it can sometimes be helpful for the student to do the 
reading but write up the essay after the tutorial deals with the subject's complexities.  However, this may need a 
disciplined approach to ensure that the essay is actually written and submitted for scrutiny.  A useful halfway house, 
especially for freshers first attempting essay-writing, is to require them to do their reading and write out a plan which is 
then submitted.  You can comment on the structure of the plan and return it before the student writes the essay proper. 

Essay structure and content can be improved by written comments on the essays, by taking the student through the main 
points they have raised to show them how they can be connected, and by keeping some good essays on file to show as 
models. Rewriting can be invaluable if time allows.   

Intervene as early in the first year as possible, or they will be in trouble throughout the course and in essay-based 
questions in examinations.   

General points on structure and presentation can be made in classes, but individual problems need to be addressed one-
to-one.  Identify where the problem starts: in reading, taking notes, logic of argument, supporting evidence, style.  

Students should be encouraged to use essays as a way of developing a deeper understanding and of relating ideas and 
topics from many sources, and to be discriminating about how the evidence of the literature will support the essay's 
particular theme.   

Foster the development of a compact, economical style.  A common problem with which you should be able to help the 
student is a failure to focus precisely on the subject in the title, rather than producing a generic, tangential answer.   

An essay that misses the point of the set question is often no more than a précis of a good single review article or even 
textbook, the condensation of which is an exercise of only limited value.  Students who write wayward essays like this 
are misconstruing the point of writing the essay.   

Essays ought to be more intellectually compelling than mere compilations of facts scribed in a more or less florid style.  
In your marking of them you ought to be commenting much more profoundly than simply checking the information 
content and the spelling errors. 

§ The “chemistry” of the tutorial 

The essential feature of a tutorial is the direct working relationship between tutor and pupil.  It is critical that tutorials 
encourage student participation.  Much will depend on the chemistry of the group.  You should review the choice of 
pairing between students and be ready to change these if it doesn’t seem right. Students should not feel threatened by 
each other or by the tutor.  How the tutorial group sits may be important for how it works: it is best if you and the students 
are all at one level; it may help for students to face each other rather than you.  Their readiness to engage intellectually 
with each other will usually get freer as the term progresses and you may wish either to comment on one essay in the 
light of the other, or to draw the students out with explicit questions, encouraging them to explain their particular points of 
view to their colleagues.  It is important that you do not take over all the talking. 

Freedom of topic choice: subject to the broad requirements of the syllabus it may be desirable from time to time to offer 
students a choice of topic or of essay title, so as to give them an opportunity to follow up particular interests, or to 
prepare for project work. 

Essays or other reports?  While essay writing is an important skill and will be essential for success in examined extended 
essays and in written examinations, there are also other ways of reporting on science.  You may wish to encourage 
students to develop these: for example by structuring some tutorials around oral presentations, discussion groups or 
short answer questions such as are now required in some examinations.   

Preparation for examinations and revision tutorials.  You must give plenty of support to students in preparation for 
examinations.  Examination techniques should be taught in the run up period to every major examination so that students 
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are confident of their ability to cope with the examination.  Past papers are important.  You should study examiners' 
reports which are available from the faculty web site in order to advise the students in an informed way. 

Revision for exams should focus on techniques as much as topics, though it is important too that at least a small amount 
of new work should be done - one or two new papers read, for instance, in order to generate new ideas.  Even better 
than reading new research papers is the reading of recently published review articles where available; you should bring 
suitable recent articles to students' attention.  Timed essays, collections of ideas for opening and closing an essay, 
opening paragraphs and essay plans, and lists of key points can all be useful.  Direct practice of thinking or writing based 
on a wide range of past papers is invaluable for covering different questions on the same topic, or for troubleshooting for 
panic on impossible-looking papers.  You should structure classes so that students can measure progress.  Some basic 
facts and what can be done with them can boost confidence, suggest connections, avoid howlers, and get round student 
reluctance to give away (as they see it) their best ideas.  Short individual tutorials or classes - 20 or 30 minutes - may be 
more useful than longer ones; or open revision surgeries.  The following is good general advice: plan your time; answer 
the question; do not try to cram in everything you know; give references to specific papers (at FHS level) wherever 
possible. 

6.4 Responding to the range of students’ learning approaches 

Although all of your students will be academically gifted and probably talented in other areas as well, they will 
nevertheless have a very wide range of learning styles and strengths. One of the virtues of the tutorial system is that it is 
able to identify these differences and provide a carefully tailored education. It is worth reflecting upon the ways in which 
educationalists have classified these differences, and the sorts of tutor response that is appropriate in each case. Of 
course, each of your students is an individual who will not entirely conform to these broad categorisations and so the 
following ideas must be adopted imaginatively and flexibly. 

Over the decades, educationalists have proposed a wide range of descriptive classifications for students’ learning styles. 
One may be forgiven for suspecting that these classifications are no sounder than the marketing analysts’ seemingly 
annual revelation that the world can be divided into four fanciful types of shopper! By and large, each of these 
classifications has proved to be invalid or ephemeral. However, one system that has survived examination in a number of 
centres, showing robustness, predictive value and stability through cluster analyses on different cohorts of students, 
stems mainly from the work of Ference Marton and colleagues in Goteborg [Marton, 1976 #9] but has been developed by 
others and is summarised quite well by Noel Entwistle [Entwistle, 1996 #10]. In this analysis, the learning style of 
students was rated on a scale of “deep” to “surface” on the basis of responses to questionnaires and independent 
assessment of activity. Characteristically, surface learners are motivated by extrinsic factors (fear of failure, desire to 
please), tend to cram factual information, don’t select particular areas for intensive study, see each piece of information 
in isolation, and so on. Deep learners, on the other hand, are motivated by intrinsic interest in the subject (and find it hard 
to study things that don’t interest them), look for meaning and try to understand what they are studying, find connections 
between different aspects of their knowledge, and so on.  Although surface learners can do very well at many types of 
examination, research shows that they fare progressively less well during higher education and succeed less well in 
clinical practice (see also discussion on admissions, section 12 below).  Disappointingly, the evidence shows that a 
student’s learning approach tends to remain fairly stable during their University years, suggesting that it is hard to convert 
a surface learner into a deep learner.  However, these studies were done at non-tutorial institutions and it may well be 
that a diligent tutor can make a real difference.  You should certainly be aware of the danger of reinforcing and rewarding 
surface approaches in your students by using frequent and detailed tests of factual recall, and by occupying so much of 
their timetable with contact hours that they have little time to develop their own interests, for example. 

You may well feel that specific help with developing effective study skills in your students would be helpful. There are 
many guides that suggest good strategies (see below) but you must be aware that each student will have different 
intrinsic strengths, styles and weaknesses and consequently a different approach may be required by each.  Again, the 
one-to-one relationship between tutor and student can help identify these.  A sensible approach starts with helping 
students to reflect on their own strengths, weaknesses and styles, perhaps through the use of a self-assessment 
questionnaire.  This can be the basis for perhaps a group discussion between your students and this should help them 
realise that everyone has problems, even if they are not the same ones. It will enable them to think through some 
possible approaches for themselves. You can provide general encouragement but also suggest some common ways of 
overcoming particular difficulties.  

For example: 

Be active in your learning habits; 

Harness your creativity and imagination; 

Don’t wait for assignments: set them yourself; 

Use your tutor and other teachers; 

Follow your enthusiasms and create your own motivation; 

Read ahead so you get the most out of a lecture or practical; 

Concentrate on understanding and interest, not cramming information; 

Re-process don’t just repeat; 

Teach it back; in writing or electronically; 

Argue it through with a colleague; 

Fit it together with other bits of information (wall chart, essays); 
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Don’t write over-long essays, drift from the point or just paraphrase a set text (sub-headings can be a help); 

Don’t re-copy notes, do something with them; 

Organise your time; 

Record your actual use of time; 

Be realistic in your planning (sleep, fun, food, sport, …); 

Stick to your plan; 

Plan rewards for milestones achieved; 

Plan backwards from deadlines; 

Don’t waste time in guilt: get on with it! 

Don’t temporise (“I’ll just wash up my coffee mug”); 

Don’t externalise (“if only my room were quieter”); 

Have confidence; 

Celebrate your abilities and exploit them; 

Identify your weaknesses and ameliorate them (improve or work-around); 

Be pleased when you can explain something to your colleagues and be pleased when they can help you; 

Find a study partner or group; 

Don’t take other people’s anxieties or bullishness at face value; 

Identify achievable, desirable and motivating outcomes and reward yourself; 

Practice; 

Work at past papers from an early stage; 

Write/draw essay plans; 

Do different plans to the same essay at intervals: you might have learned something in the interim; 

Get your tutor to look at them; 

Do timed essays; 

Some useful publications are: 

 The Sciences Good Study Guide/ Northedge et al 1997  

 Study skills and tomorrow's doctors/  Bullimore, David W. 1998 

 The study skills handbook  / Cottrell, Stella  1999.  

6.5 The stages of student development 

As we outlined above, although the students begin the course with a very wide range of skills and approaches to 
learning, the aim is to develop them into reflective and analytical scholars who have at least the basic knowledge, 
cognitive skills and interpersonal ability to make good clinical students or graduate research students in medical science.  
This means that there is a degree of convergence to be anticipated over the three years of study. 

During their first year, you will quickly need to identify the strengths and weaknesses of your students’ learning 
approaches and to start the process of reinforcing and developing the favourable ones. For example, if student a has a 
shallow, fact-memorising approach, you might set them tasks that de-emphasise the syllabus and exam –orientated 
aspects of your teaching and reward deeper approach. Conversely, if student b shows lots of enthusiasm for narrow 
areas but loses interest when you pursue a more analytical or numerical approach, you might find ways of encouraging a 
rigorous approach and ensure that they are attending lectures over the whole course. Because your group of four of five 
students will have different strengths and skills, be careful how you group them (it is normal to teach in pairs). You might 
find that you can use the marked differences in style between two students taught together to demonstrate to each the 
virtues of the complementary approach or, conversely, you may find that a pair of students with the same approach can 
be left together along an appropriate educational track. There is no single right way to approach all cases but it is 
important to be aware of their strengths, devise ways of building on them and monitor the effect of your approach 
continuously.  

6.6 The relationship with the student 

§ Friend or foe? 

In order for you to be of most use to your students, you need to get the balance between being their trusted confidant/e 
and their master just right. They need to know that you are on their side and have their interests at heart; will help them 
through difficult patches; will take their part in most discussions with the faculty and college; will be trustworthy with their 
secrets.  On the other hand, you are not their equal in the educational relationship; you have a greater understanding 
than them of the value of the course; you have more experience than them in life; you are duty-bound to chastise them 
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when they are lazy as well as to praise them when they do well.  Each tutor needs to find their own style of preserving 
just the right degree of distance from their students to enable them to do the difficult things as well as the pleasant ones.  
Keep your relationship with your students under review so you are comfortable that you can discharge both aspects of 
your duty to them. 

On no account must you become sexually involved with your students. They are at a fluid stage in the development of 
their personalities and you have a position of trusted authority. You need to be sensitive to the possibility that they may 
begin to form an inappropriate attachment to you and be sure not to encourage it. You must be sure that your own 
behaviour does not give them the wrong impression. If you find that, despite these precautions an inappropriate but 
mutual affinity has developed, be sure to discuss this with the Senior Tutor of your college immediately so that ways of 
ending your tutorial responsibility for the particular student can be found.  

§ Keeping tabs on their work 

You should arrange to see all of your students at the beginning of term, probably on Thursday or Friday of 0th week, to 
give them the lecture timetables and to tell them the program of tutorials for the term. You should also see them at the 
end of term in order to discuss their work during the term, to convey the essence of comments received from out-of-
college tutors and to set them any vacation tasks.  These two occasions, which are sometimes known as “Tutors' 
Collections” can sometimes be combined with a social function.  Formative assessments are discussed in section 11 
below. 

§ Under-performance 

Students low in confidence or who under-perform can do so for a variety of reasons, not all of them amenable to cure by 
tutors.  Single tutorials can help to get at the nature of the problem, or in paired tutorials at least arrange a few minutes of 
"private time" by staggering the start and finish times of each student.  Reinforcement of good points, and repeated 
encouragement may help.  For a student with a writing block, it may help to break the rigidity of the essay requirement; 
many science students have only limited experience of essay writing when they leave school.  A report doesn't have to 
be in formal sentences - a set of notes might do.  Writing in pencil may make them less anxious, or imagining they are 
writing a letter to a friend.  Very specific assignments that they can work through step by step (a discussion of a single 
paper for example) may help, or an unusual way into a project such as a field visit or a practical example.  Practical tips 
include suggesting students reward themselves -a cup of coffee after each paragraph, no lunch until three paragraphs 
are written, a bar of chocolate for completing the essay. Remind students that essays are a matter of technique, not 
inspiration, that you can help them with the techniques; and that `villainous under-performance should never be assumed 
until other possibilities, such as low self-esteem, have been eliminated'.  Professional counselling should not be thought 
of by either tutor or student as a last resort or as a mark of personal failure. The University Counselling Service is at 11 
Wellington Square, tel (2)70300. 

§ Monitoring your performance 

Your college should have a system of termly questionnaires, in which the students can record both the good and the bad 
features of their tutorials.  It is important that all your students complete the questionnaires, otherwise the feedback will 
be unrepresentative and therefore probably ineffective.  You must take the content of the feedback very seriously and 
reflect on any points that are raised.  This does not mean that you should slavishly follow all recommendations but you 
must use your developing professional judgement to decide which complaints reveal genuine concerns that need 
addressing and which reflect inappropriate expectations by the students.  Explain to the students how you are 
responding to their comments, so that they know you take them seriously and take steps to remedy any misconceptions. 

7 Lectures and lecturing  

7.1 Content and timing 

With the approval of your head of department, course committees will ask you to prepare and present lectures on 
specified topics. For BM or Prelims you must make sure that you are clear what area of the composite syllabus your 
lecture series is intended to cover (see http://www.mstc.ox.ac.uk/).  You should consult the course committee and your 
colleagues, particularly those who have previously given lectures on the topic, for advice on the scope, depth and 
approach of your lectures, as you develop them. Make sure you understand the context of your lectures: what the 
students have already been taught, what they are going to be taught and the overall aim of the course.  

Lectures are timetabled for one hour, however, the lecture should be designed to run for 50 minutes, from 5 minutes 
past the advertised hour, to allow five minutes to settle down and five minutes to clear the lecture theatre, to allow the 
lecturer to answer questions, and to enable students to get to their next commitment. The only exception is that lectures 
can start at exactly 9:00 (however, students can find this a bit challenging). Make sure that the material you have 
prepared can be delivered comfortably into 50 minutes without rushing, allowing some time for answering questions from 
the floor.   

7.2 Synopses and handouts 

Lecture synopses and handouts are an essential tool for students.  With the development of faculty and departmental 
web sites, it is planned that the synopses you prepare for your lectures will be available to students and other lecturing 
staff on course websites. They must be informative, making plain to students the aims and objectives of each course and 
teaching session. Core texts should be recommended.  Reading lists must be appropriate for the level of student that will 
be attending your lectures.  Typically, you will want to refer first year students to specific chapters of two or more 
alternative standard texts (preferably those recommended generally for the course). Final-year students should be 
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informed of key, current reviews and a range of recent or seminal primary research papers that either underlie the 
material you are presenting or lead students deeper into the subject matter. 

You should produce lecture handouts that free the students to concentrate fully on what you are saying and to think 
about the issues under discussion.  At the very least, you should produce sheets that include all the diagrams, equations, 
references or any other material that is difficult for students to copy or précis accurately in a hurry.  Make the handouts 
consistent in style throughout your series of lectures because students can become confused and distracted if some 
parts of a lecture are recorded verbatim in handouts but others are barely recorded.  Think about the ways in which 
students will use your handouts. They ought to be loose-leaf (preferably hole-punched), printed at a size and with 
adequate white space to allow annotation. Do not cram unrelated material onto a single sheet in order to save paper; the 
students may well want to intersperse your handouts in their files with essays and notes they have produced for their 
tutorials or other private study. Update your handouts regularly, to take account of course development and of additions 
to the literature.  

If you can prepare your lecture in a presentation application such as PowerPoint, you might seriously consider saving it 
in HTML format for mounting at the faculty or departmental website, to enable students to review the lecture at a later 
date.  A useful guide on how to prepare handouts is available at: http://www.mstc.ox.ac.uk/staff . 

7.3 Audio-visual aids 

You should find out about the audio-visual aids available in the lecture theatre assigned to your lectures in good time.  
Consult the assistants listed in section 5.  All theatres have chalk or whiteboards, OHPs and data projectors linked to 
computers or to which a lap-top can be attached (see section 5). You should have a dress rehearsal in any lecture 
theatre with which you are not familiar, in order to ensure fluency in the use of the systems available.  Find out how the 
lighting and ventilation controls work!  Guidance on the general principles of the use of audio-visual aids is also available 
from the Staff Development Office, from whom one-to-one advice is available for particular circumstances.   

7.4 Delivery 
Enthusiasm: You will have it — make sure you communicate it!  Students can be genuinely inspired by an enthusiastic 
lecturer.  

Audibility: Some of the lecture theatres are large, and you need to be sure the back row can hear you — find out early 
on if they can! Consciously address those at the back of the theatre. Don't shout, but try to use a voice that carries.  Don't 
speak too fast, or drop your voice at the end of sentences.  The Staff Development Office puts on a course to help with 
voice production techniques (see section Error! Reference source not found.).  

Legibility: Whether using the board, OHP, or data projector, make sure that what you are asking the audience to look at 
really is legible, in full detail, from all seats in the theatre.  If in doubt, get someone to attend your rehearsal to test for 
legibility and audibility, particularly at the sides and back of the theatre. Be aware that some students may have poor 
eyesight, and that over 10% of males are red-green colour-blind.  

Lighting: If you dim the lights to make projected images show up better, make sure it is still bright enough to allow note-
taking. Practise controlling the room lights, and the blinds, etc.  

Pointing: You need to be able to point at items on the board or screen without obscuring either from any seat, and 
without making yourself inaudible. Laser pointers are available in most lecture theatres. 

Structuring: Because of the novelty of the topic, or because of lapses of attention, students will often not perceive the 
structure of your lecture unless you make it blindingly obvious.   The old adage “Tell 'em what you're going to tell 'em; tell 
'em; tell 'em you've told 'em'' has a lot of sense.  Don’t try to make too many different points in one lecture and make sure 
that you use variations in typeface, repetition, change in delivery or other methods to make those points stand out.  Point 
out links to bits of the same lecture, to other lectures in the course, and to other lectures they have had or will have.  

Pace: Lecturing too fast is probably the commonest error of novice lecturers — it takes time for the students to write 
effective notes, and concepts have to be spaced thinly if they are to be digested.  Always make sure the audience is not 
falling behind — be prepared to ask, and to wait.  Employ effective silences.  A silence can dramatically enhance the 
emphasis on the previously made point. 

Final preparation: Oxford lecture courses are generally shorter than those at most other Universities.  There is little 
chance to repeat any material, or to spend time going through many illustrative examples, if the syllabus is to be covered; 
and you should include some beyond-the-syllabus topics to stimulate interest.  All this means that any one lecture is 
likely to be very concentrated.  To deliver it successfully, you need to have got it absolutely straight in your own mind 
before you start!  You should plan on doing some final preparation the night before, and/or in the hour before the lecture.  

Density: Although you will be going into the lecture ready to talk for 50 minutes, maintaining your concentration 
throughout, this is not the state of the audience! Their concentration span is certainly going to be nothing like 50 minutes 
— more like 20. This means that the receptivity and alertness of the audience will have decayed after this time (just 
watch yourself in the next seminar). However highly skilled and well-prepared the delivery may be, if the sheer density of 
information is too long sustained, the lecture will not be successful. Try to find ways of introducing less dense parts, such 
as the following.  

Variations within a lecture: You can reset the “attention clock'' by stopping and introducing a short diversion — e.g. a 
video clip, a case history, a demonstration, a discursive detour, or some interaction with the audience.  After these kinds 
of planned “interruptions'', the lecture can be restarted with a renewed high level of attention from the audience.  
Consider making at least one such break per lecture.  It is often a good idea to stop half-way through and invite 
questions.  If none is immediately forthcoming, just wait and say they can relax for a few minutes.  A question or two 
might then appear, and the clock will have been restarted.  You can capitalise on a rise in attention levels just before the 
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break if you have told the students at the start to expect a break. 

7.5 Feedback 

The ability to give detailed feedback for each lecture and practical is available on-line throughout the courses. 
However, relatively few students avail themselves of this facility. At the end of each term, however, the DPS 
holds a face-to-face feedback sessions with representatives from each college (and any other students who 
wish to attend), for each year of the course, at which he discusses strengths and weaknesses of the student 
experience from the previous term. Notes of these discussions are then circulated to the course committees, 
and matters of particular praise or concern are communicated to the tutors themselves. 

8  Practical classes 

8.1 Purpose 

When well devised and executed, practical classes can be of enormous educational benefit. After all, the sciences 
behind medicine comprise a body of knowledge that was and continues to be developed through practical 
experimentation. Consequently, a practical class can enable a student to experience the process of scientific discovery 
directly, rather than indirectly through texts or oral teaching. Further, the use of a range of learning environments is well 
known to lead to improved student motivation and ability to learn by addressing different facets of the students’ 
intellectual ability. Practical classes can also convey certain types of knowledge more efficiently than the more didactic 
format of a lecture. 

However, if they are ill-considered or poorly executed, practicals have the potential to be educationally counter-
productive and a waste of substantial teaching resources.  You may recall undergraduate practicals in which you found 
yourself adopting an uninvolved and superficial approach in order to engage in more stimulating interactions with your 
fellow students or to “get it over” as quickly as possible.  If a practical seems to the students to be irrelevant, excessively 
burdensome, poorly taught or if it fails to “work” then it will fail as an educational tool and may encourage negative 
approaches to learning on the part of the student. 

The guidance below is intended to help you decide whether a practical class might be beneficial and, if so, to help to 
maximise the educational benefit. 

8.2 Designing and revising the practical class 

Generally, a practical class is devised and run by a principal demonstrator, who is a member of the academic staff, with 
the assistance of one or more classroom technicians. Depending on the type of material to be dealt with, a number of 
additional demonstrators will be used to assist particular sets of students or take care of a specific aspect of the class. If 
you are asked to run a practical class, it is up to you to liaise with the technical staff, establish a budget for materials and 
demonstrating personnel with the head of department and recruit, train and monitor assistant demonstrators.  The rest of 
this section assumes that you are the principal demonstrator. 

Frequently, you will have inherited a practical class from a previous academic.  If so, carefully analyse the old class book 
to determine what aspects of the syllabus it is designed to cover and how each procedure attempts to reveal aspects of 
the subject matter.  What are the learning outcomes of the class?  It may be that some procedures have been retained 
over decades and no longer relate to the syllabus or that other aspects of the course seem, in your opinion, to be better 
suited to a practical treatment. Consult the feedback obtained through the students’ questionnaires over the previous 
year or two for indications of strengths and weaknesses of the old course. Consider particularly ways of involving 
clinically relevant material either in the practical itself, or in associated demonstrations. Once you have done all this, 
make sure you discuss the practical in detail with the classroom technicians and any academics who have previously 
taught on the course.  They should be able to tell you whether particular procedures are excessively difficult to put on, 
have a high failure rate or, conversely, are found to be particularly valuable.  Try to establish with them whether the 
amount and diversity of material or tasks encompassed in each session is excessive, leading to confusion and fatigue, or 
is insufficient, leading to boredom or absenteeism.  Remember that a procedure, such as using a microscope correctly, 
may seem routine to you but might be utterly alien to a student.  Be sure to allow enough time for the students to be 
taught to master such essential new procedures.  This will require you yourself to become thoroughly familiar with the 
particular apparatus the students themselves use. 

In general, practical classes can often be improved by simplification and reduction in the amount of material presented, 
allowing more time for reflection and more opportunities for explanation.  Conversely, new experiments should be added 
sparingly, as there is a substantial chance that they won’t work well on the first occasion.  To reduce this possibility, 
make as much use of the experience of your colleagues in devising a new exercise as possible.  Don’t neglect to consult 
the technicians about practicalities and don’t be afraid to ask colleagues at other institutions for their suggestions.  Before 
you make any radical changes to the course, make sure that you get your course committee to review your proposals.  
You will obviously rehearse any new exercise yourself before including it in the practical but take the trouble to get one or 
two non-experts to attempt it under realistic conditions, to test its robustness. 

Finally, make sure that the students’ documentation is of good quality.  Adopt the “house style” if your practical is to be 
included in a classbook of related practicals.  At the very least, your section should: 

• Be clearly and directly written, in a legible typeface and with illustrations (particularly if they are half-tones) of 
adequate quality; 

• Clearly state the aims and objectives of each session; 
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• Provide enough background information to enable students to understand the basis of the procedures that they will 
be using, but sufficiently brief for it to be read within the time allotted for the practical (although we ask students to 
read through the session in advance only a small minority in fact do so); 

• Identify all hazards and state the procedures that must be adopted to minimise risk; 

• List the materials that will be supplied, clearly identifying their appearance, labelling, location and so on; 

• List the procedures to be followed in a step-by-step manner, with indications of suggested time management; 

• Provide clear instructions about the observations to be made and how they should be recorded. It is usual to provide 
designated spaces within the class book for data; 

• Provide a clear explanation of the data analysis required; 

• Include questions that demand reflection, critical understanding of the results, extrapolation to other, particularly 
clinical, contexts.  You should be able to rely on the active involvement of the assistant demonstrators in helping 
students to deal with these questions but it is unwise to expect students to make an extensive search of the literature 
in order to attempt them. 

8.3 Recruiting, monitoring and training assistant demonstrators 

Depending on the type of procedures to be followed, and the related safety considerations, your practical may require 
only one demonstrator between 50 or more students or as many as one between eight. As long as they are properly 
trained, sufficient demonstrators can effectively turn a practical into a set of interactive, small-group classes, with 
consequent educational benefits resulting from rapid feedback, personal involvement and so on. However, it is not 
always easy to find sufficient competent demonstrators and so you should take advice about local conditions. You will 
often find that DPhil students and postdocs in your own and colleagues’ labs are happy to demonstrate for practicals in 
their general area of expertise, as long as they receive adequate training. 

You must ensure that all demonstrators are familiar with the objectives of the experiment, with the equipment involved, 
and with the broader academic context.  They must be able to answer students' questions and to offer both practical and 
theoretical advice. To ensure this, it is good practice to provide a “demonstrators’ copy” of the classbook, with further 
relevant background information, typical data, hints about possible problems and troubleshooting tips. It is helpful to give 
an indication of the points at which demonstrators should be sure to check the students’ progress and suggestions as to 
ways in which demonstrators might get students to engage in further reflection and discussion. Make sure that the 
assistant demonstrators have plenty of time to read the classbook in advance, and lay on training sessions in the 
classroom in which they can become familiar with the exercises.   

Make your assistant demonstrators be alert to students' possible sensitivities about work on animals or on tissue taken 
from living animals. They should be aware both of the relevant provisions of the Animals (Scientific Procedures) Act and 
of the ethical review framework now being established for all work involving protected animals. 

8.4 Safety 

As principal demonstrator, it is your responsibility to ensure that the appropriate safety precautions are faithfully observed 
by all participants.  This means that you must make a proper risk assessment of the procedures in advance using 
appropriate advice from the University Safety Office “Blue Book” and your departmental Safety Officer.  The risks and 
precautions must be clearly explained to your assistant demonstrators and the students and must be contained in the 
written documentation they receive. 

You must be aware of the emergency procedures that apply in the teaching laboratory, including the fire escape routes 
and assembly areas. 

8.5 Student assessment 

One of the requirements for each stage of the 1st BM and the FHS is that students have completed an adequate number 
of practical classes.  Consequently, you must keep a register of attendance at your practicals.  If a student is absent from 
a class, you should expect to receive either an adequate explanation in advance (for example: I have to attend my 
mother’s funeral) or appropriate written apologies afterwards (e.g. a college nurse’s note that the student was bed-ridden 
with flu on the day of the practical).  You should immediately investigate with the student’s college the causes for 
absence, particularly if it is a second or subsequent occurrence. 

In addition, each practical class, or series of related classes will generate a written record of data and analysis form each 
student. These will be open for review by the examiners but you must ensure that each element is marked S 
(satisfactory) or NS (not satisfactory) by the relevant demonstrator. It is expected that the great majority of write-ups will 
score S, and only those that demonstrate significant lack of diligence are marked NS. If a student receives more than a 
small number of NS marks for practicals associated with a paper then examiners have the right to call the student to a 
practical examination or viva. 

It is therefore important for the students that  

• they receive proper advice on the level of detail expected in write-ups; 

• work is marked informatively; so that they may learn from any mistakes; 

• work is handed back promptly; targets should be given and adhered to. 
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9 Small group teaching (classes or seminars) 

Small group class teaching, typically for groups of around 12 students, is becoming increasingly common.  This style of 
teaching is particularly suitable for 

• work on problems, questions and quantitative methods; 

• teaching of introductory material for which there may be a common requirement; 

• revision sessions. 

Considerable expertise is needed to handle these more interactive sessions and to ensure that all students gain as fully 
as possible from the teaching provided.  Course materials, including reading lists, and the topics to be covered, will 
typically be standardised for class teaching so that all class groups have access to the same background and 
preparation: this must of course be constructed with careful reference to the syllabus and examination requirements and 
in consultation with course organisers.  Class assignments, may include report generation and presentation, short 
answer questions, problem sheets, or project proposals.  The dynamics of each class will however depend on the 
abilities and personalities of the students and the nature of the topic.   

Training in small group teaching is available from the Staff Development Office, which offers regular seminars on the 
distinctive features of this kind of teaching, on the methods of organising successful classes and on how group dynamics 
can help or hinder students' learning.  Attendance at such a training session is strongly encouraged but a brief 
introduction follows. 

Technique of presentation.  Maintaining student involvement and interaction is essential for successful classes.  You 
should give thought to means of interaction: questions, group work, discussion; as well as to how to deliver information.  
A good class will have a mix of activities, where the tutor's presentation holds the whole together.  A key element in small 
group teaching is ensuring that all students participate similarly.  You should avoid asymmetry of student involvement, 
and be alive to the gender issues in this area. 

Methods of group teaching. Although the techniques available for class teaching may vary widely, some central 
structure is essential in order to give focus.  You will need to begin by: 

• gaining attention and creating interest; 

• helping students settle down, concentrate, and feel at ease with one another and the tutor; 

• setting the expectation and tone for the rest of the session (and of the course); 

• establishing a climate which will help them to learn. 

The last few minutes of a session are a crucial time for: 

• helping the class consolidate and value what has been achieved; 

• motivating students for preparation for the next class; 

• feedback on the session; 

• `trailing' the next week's work. 

To this end, you will want to use the last part of any class: 

• to summarise what has been covered and what they judge has been achieved, saying something about the standard 
of what has been attained; 

• to confirm the arrangements for subsequent sessions, and what it is intended to cover.  Remind the students of 
anything they have to do or bring for next time; 

• to make it easy for the students to clarify any general queries that they may have about the course (questions of a 
personal nature may be best resolved privately after the session). 

Among the available methods, you may find the following to be particularly useful: 

• Controlled discussion, in which students may raise questions or comment, but the general direction is under the 
strict control of the tutor.  Can be used after a presentation to the class or to construct classes with reference to the 
framework in lecture courses. 

• Step-by-step discussion, using a carefully prepared sequence of issues and questions to draw out the required 
information from students.  May be based on a range of sources, including notes shared by tutor and students, audio 
or video tape, or a published report. 

• Case discussion, in which students present brief prepared cases (such as an analysis of a clinical case or a critique 
of a published paper) or problems and the tutor draws out issues and possible solutions from the group, adding from 
his or her own expertise where necessary to cover the important aspects of the subject.  Can be used effectively in 
science to study a scientific discovery or a specific problem, or to tease out students' understanding and technical 
competence.  However tutors will need to be careful to ensure cohesion, particularly where a succession of cases is 
under consideration in one session. 
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• Group tutorial/discussion, where the topic and general direction is given by the tutor, but the content and direction 
of the discussion depends on the student group.  However, the tutor may tend to dominate the proceedings, 
particularly if the students lack confidence or are underprepared. 

• Syndicate methods, where the class is divided into groups to work, on the same or related problems, as teams 
outside the class, and to prepare a joint report for the critical appraisal of the whole class. 

• Brainstorming, in which members of a group are encouraged to offer spontaneous suggestions, as solutions to a 
problem.  These are initially received and listed, without comment or criticism, but are then evaluated by the group 
and adapted as necessary to meet the problem. 

10 Dissertations 

All physiologists, and over 90% of medics, do a dissertation, and, of these dissertations, 90% are laboratory-based.  
Students spend about 10 weeks on average doing their research and writing it up (in no more than 10,000 words).  
Having experienced at first hand the difficulty of carrying through a project and producing reliable and unambiguous 
results, the students find that they become much more critical of published research.  Some students elect to do library-
based research (e.g. into some aspect of the History of Medicine). For either type of project, guidance is provided by an 
expert supervisor.  

Examiners are instructed to reward intelligent, honest and critical work: candidates should not be penalised if, through no 
fault of their own, their results are disappointing. 

The supervision of a Medical or Physiological Sciences FHS project counts as equivalent to six tutorials.  In 
Biochemistry, the equivalent figure is twelve tutorials, typically costed as eight in the first term of the Part II course and 
four in the second.  Help may be given, under the terms set out in the advice provided by the Chair of the FHS 
Committee to all project supervisors, in planning, execution and writing up as far as the first-draft stage.  Detailed advice 
on the organisation and writing up of projects is also included on the website at: 
http://www.mstc.ox.ac.uk/medics/medsci/project or http://www.mstc.ox.ac.uk/physiol/physiol/researchproject  

11 Examinations 

11.1 Public examinations 

In this division, summative assessment takes the form of “Public Examinations”.  Details of these are published in the 
University’s Examination Decrees and Regulations (available online at: http://www.admin.ox.ac.uk/examregs/ ) annually 
and in the course handbooks, available on line via the MSTC website (www.mstc.ox.ac.uk ). The following summarises 
some of the important points. 

Medical students take their First Public Examination, called the 1st BM, in two parts. Part 1 is taken at the end of Term 3 
and Part 2 is taken at the end of Term 5. These exams are unclassified but merits and distinctions are published and you 
are informed of the overall decile into which your students have fallen and the marks they have gained in each subject. 
They take their Final Public Examination, known as the Final Honour School (FHS) examination in Medical or 
Physiological Sciences, at the end of Term 9 and this is classified I, II1, II2, III, or pass. A Strategy for Assessment of 
Pre-Clinical Competence is available on-line at: http://www.mstc.ox.ac.uk/staff/assessmentstgy/index_html  

Physiological Science students in take a First Public Examination at the end of Term 3 and their FHS examination at the 
end of Term 9.  

The Honour Schools also allow candidates to offer one or more supplementary subjects, and a separate examination 
takes place either in Hilary or Trinity Term.  The availability of these subjects is announced on an annual basis in the 
Trinity Term of the previous year, by means of a Gazette notice, circulated to colleges and available on the MSTC 
website. Enquiries should be directed in the first instance to college tutors, who can advise on the arrangements, and 
through whom formal entry for the examination can be made. 

11.2 College ‘collections’ and departmental ‘assessments’ 

Formative assessment occurs at both the college and faculty level and enables the students to monitor their progress 
between examinations. As college tutor, you should normally set a written examination (“collection”) for your students on 
Friday – Saturday of 0th week each Term, unless your students have just taken a Public Examination. This usually takes 
the form of one or two papers in the format of the Public Examination for which they are preparing and generally 
concentrates on material taught in Tutorials the preceding Term. In addition, the weekly tutorial provides an opportunity 
for regular assessment, the end-of term Tutor’s Collection enables you to discuss tutorial reports. In many colleges, 
undergraduates also have (typically annual) interviews with the head of house (Principal's Collections), at which progress 
is discussed. In the faculty, most courses have assessment exercises (typically at the start of a term) to monitor the 
students’ progress through particular preceding components of the course. 

11.3 Your role as a University examiner 

As a member of the academic staff of the faculty, you will from time to time, be required to set and mark the Public 
Examinations described. The faculty office keeps a record of examination duties, and annually provides each Head of 
Department with a table of those examining duties undertaken by constituent members of academic staff. Unlike many 
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other universities, at Oxford examiners continue to receive an additional fee on top of their normal stipend.  However this 
does not mean that the duties are optional: they form part of your contractual duties.    You should be contacted 
informally by your head of department, or chair of the departmental teaching committee, several months before the initial 
meeting of an Examining Board to which you have been appointed, to warn you of your impending nomination.  The 
taking of sabbatical leave is not in itself a sufficient reason for not being available for appointment to, or for resigning 
from, a Board of Examiners.   

When you come to set the examination papers for which you are responsible, you will usually be named as the lead 
examiner in a particular subject. Although you will need to produce your question papers yourself, the whole Board of 
Examiners has collective responsibility for its quality. The following are some general suggestions. 

§ Stick to past paper formats 

The format of each paper is constrained by regulations (the “Grey Book”) and by precedent (previous papers). The main 
reason for this is so that the students can have a reasonable expectation of the style of question, the depth required and 
the time available for each component of the examination. You may innovate only within rather narrow limits. 

§ Solicit questions  from your colleagues 

In the Oxford system, it is important that the examiners are independent of the lecturers. However, that does not mean 
that you should fail to take advice from those lecturing on the course! Ask for suggested questions from all of the 
lecturers on the course as a guide to the depth and range of material the lecturers would expect the students to be able 
to tackle. Read the course outlines and syllabus documents and use these to guide you in adopting or modifying the 
questions suggested, and in formulating guide model answers for examiners where required. 

§ The on-line examination of the core material 

The on-line examination of the core material (Part A), in which there is no choice of questions to be answered, is 
designed to ensure that students have covered the minimum breadth of course considered to be a safe preparation for 
entry into clinical school. It has been introduced recently to replace the previous ‘short-notes’ type questions on the core 
material, but the aim is identical. The questions should therefore be a fair sampling of the breadth of the core syllabus 
and must neither be concentrated in a part of the syllabus nor ask for material that is either in the “extended” (right-hand) 
part of the syllabus. The number of questions (typically 16 5-part questions; under review) should relate to specific, 
numbered sections of the core syllabus. The questions can take a variety of formats, typically extended match or multiple 
choice (true-false are strongly discouraged) and can use illustrative material (pictures, graphs) and require simple 
calculations.  Past Part A questions, but not the individual optional answers, are available to both staff and students; 
examiners have access to all components of previous examinations as an aid to paper setting. The setting of these on-
line questions is a time-consuming and difficult task, but examining the core in this way not only obviates the difficulty of 
marking answers to short notes questions but also provides a detailed analysis of the students’ performance on each 
part of each question, so that a bank ofvalidated questions can be built up.  

§ The art of essay questions 

The point about an essay is that it gives the student an opportunity to show that they can put together a coherent 
argument that addresses a point that has not been put to them before, using the range of information they have acquired 
from various parts of the course and from their own reading. It must be sufficiently open ended to allow a wide variety of 
good answers to be constructed but sufficiently transparent that weaker candidates can make a more straightforward 
attempt. They should not be a test of candidates’ ability to memorise contiguous chunks of texts, lecture notes or tutorial 
essays. In order to encourage and reward answers that are not pre-prepared, your question could approach a topic from 
a new angle, invite candidates to examine a link between two observations that seem to be from different lecture 
courses, invite them to explain a clinical observation, ask them how they would investigate a problem, or take an 
alternative approach. Be careful to tailor your questions to the stage of their development: they need to be much more 
straightforward for the 1st BM part 1 than for the FHS. “Write an essay on the therapeutic applications of selective MAO 
antagonists” is very straightforward but is a poor essay question because it draws too narrowly from a single lecture. 
However “Explain how drugs can alleviate the symptoms of asthma” is better, because it leaves much more scope for the 
student to select their approach to the answer and enables them to talk about pharmacology, smooth muscle physiology, 
immunology, etc. 

§ Ensuring consistency of marking 

There is a danger, particularly If you are relatively inexperienced, that your marks for equivalent answers may vary with 
factors such as hour of the day, number of answers to the question, order of the answer in your marking schedule and so 
on. To avoid this, you should consider sketching a loose marking scheme in advance, identifying the essential core of 
passable answers, the sorts of things you would expect a standard answer might contain, the aspects that might be 
drawn in by more able candidates and the features you might look for in first-rate answers (examiners are asked to 
provide the key points of answers as an aide both to internal and external examiners). If you have this by you as you 
read a script, it should help prevent you from giving wildly discrepant marks. You should make sure that you use the 
whole range of marks available, and not just award marks between 60 and 70%, or middle 2i grades. Don’t be afraid to 
give 0% for a completely irrelevant and erroneous answer or 100% for one that’s better than you could have produced. 
You should adhere to  the marking conventions established in recent years and you need to agree some guidelines with 
your fellow examiners regarding the relationship between mark and essay quality. For example: 

 “'Full marks should be given to an essay that is well-informed, to the point and well-written, which shows knowledge and 
understanding beyond the core, and which might be considered the best work that could be expected in the time 
available from students at this stage in their education.” 

You should consider a degree of double-marking with another examiner, particularly if this is your first time. Steps such 
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as random double-marking, reading of a sample of marked scripts by the Externals, and re-reading of papers at the 
fail/viva borderline are all important to ensure fairness. If you receive a large number of answers relating to a single 
question, you should go back and re-mark one or two of the early ones at the end to check that your standards haven’t 
slipped or inflated. To enable second-marking to be independent, you should not put your marks on the scripts 
themselves, but in a separate record. 

The Part A examination and its individual parts are marked pass/fail; examiners will be provided with a full analysis of the 
proportion of correct answers on each part of each question so that any question that produces a surprising level of 
incorrect answers can be carefully scrutinized. 

Candidates are ranked and Distinctions awarded according to their marks on the essay section only.  (However, 
candidates should be considered for Distinctions only provided that they have passed Part A  without the need for a 
viva). 

In viva-voce examinations, you should investigate a candidate's areas of weakness and attempt to discover, for instance, 
whether a poor answer might have been occasioned by the misunderstanding of a question.  Equally, you may ask more 
broadly on the syllabus. Always remember that the aim of the viva is to determine whether a candidate falling just below 
the pass level in the written paper might nevertheless deserve to be awarded a pass. 

12  Admissions 

Medicine in Oxford is over-subscribed. Between 5 and 7 ostensibly well-qualified candidates apply for each place and we 
have to be sure that our choice of who to admit and who to reject is as good as it is possible to make it.  What follows is 
an introduction to the process. You must, however, attend centrally organized training for those involved in 
admitting undergraduates (normally run by the Learning Institute); in 2008, both an on-line course and a face-to-
face interviewing practice course were available for tutors. Current advice on training may be obtained from the 
University’s Undergraduate Admissions Office. 

It is worth emphasising at the outset that colleges play a more limited role in administering admissions in Medicine than 
they do for other subjects. By adopting a centralised approach, information concerning college choice can be withheld 
from medical tutors until after interviews have taken place, ensuring that this variable is not one that colours a tutor's 
impression of an applicant at interview. 

During mid-October, candidates apply to up to four medical schools through UCAS.  

Students applying to Oxford to read either Medicine or Physiological Sciences (along with those applying to the 
University of Cambridge, Imperial College London, University College London, and The Royal Veterinary College) sit the 
Biomedical Admissions Test (BMAT) as part of the admissions procedure in late October.  The test has three elements: a 
60-minute test of aptitude and skills (MCQs); a 30-minute test of scientific knowledge and applications (MCQs); and a 30-
minute writing task. All applicants for Oxford are required to register for and sit the BMAT test, unless there were extreme 
extenuating circumstances. 

We generally receive around 1000 applications for approximately 160 places. We will only call applicants to interview that 
we believe have a good chance of being offered a place. A total of 425 (approximately 40%) of applicants are centrally 
short-listed on the basis of BMAT score and GCSE performance, using a formula that ascribes equal importance to the 
two variables, and weights the BMAT sections in the ratio 40%:40%:20%. GCSE performance is expressed as the 
fraction of A* grades achieved, and is adjusted to take account of the performance of the school at which the applicant 
sat their GCSEs. This manipulation creates the variable 'zpA*'. The ranking score ascribed to each applicant is termed 
the 'logodds'. There are approximately 2.2 applicants per place. 

385 applicants are automatically shortlisted using this approach. A small committee of medical tutors then meets to 
consider those not automatically shortlisted. These applicants fall into two groups: the  40 ranked applicants (those 
immediately below the logodds cut-off) are considered as a matter of course by the committee. Written application 
material for the remaining applicants is circulated to tutors in 7th Week of Michaelmas Term. Tutors 'flag' up to 4 
applicants where information at the margin - candidates’ personal circumstances, disrupted education, documented 
reports of illness at the time of the BMAT - suggests that the shortlisting formula may have underestimated their ability. 
The committee then considers both the group of 40, and tutor nominations, and adjusts the last 40 places for interview 
accordingly. 

All short-listed applicants are interviewed at two different colleges: the college of choice (or allocation) plus one other 
college pseudo-randomly assigned. Using the log odds scores produced by the shortlisting formula, a computer program 
draws up interview lists of near equal strength for each college. The number of interviews to be conducted at a given 
college depends on the number of places available to fill at that college: roughly 5 applicants per place will be seen. 

At the start of each admissions round, tutors are informed of the number of places that they have to fill. This number is 
derived from quotas projected by the Coordinator for Admissions, and takes into account any offers deferred from 
previous years. Colleges are invited to bid to underwrite Open Offers, used to refill places left vacant by students that 
withdraw before starting the course, or who fail to make their A level offer (always AAA). Underwriting an Open Offer is a 
low-risk exercise (that is, a college underwriting is unlikely to be left holding the baby...), since numbers of Open Offers 
are regularly adjusted so as to be in line with attrition rates in previous admissions rounds. It is worth noting that the 
number of overseas (classified as ‘international’ for fee purposes) applicants that can be awarded places is limited by a 
government imposed quota; currently this number is around seven each year.  

The Pre-clinical Studies office notifies all applicants of their success or failure in gaining an interview. For candidates 
rejected at this stage, enquiries to colleges should be directed to the Coordinator for Admissions. 
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Lists are sent to colleges offices, which use letters found in template form on ADMIT to invite applicants to interview. The 
invitation letter is sent by the college at which the applicant will spend the night (which may be the 'second', allocated 
college).  Applicants invited to interview stay in Oxford for 26 hours, in one of two sessions at the start of 10th week. 
Session 1 comprises Sunday pm and Monday am; session 2 comprises Monday pm and Tuesday am. Applicants spend 
the afternoon and night at one of the two interviewing colleges, and move on for interview at the second college the next 
morning. All summoned applicants not based in the UK are allocated session 1 for interviews. 

The hosting college is not necessarily the college of preference named by the candidate: the order in which Colleges 
interview an applicant is arbitrary. Colleges interview blind of college choice (so students should not be asked to divulge 
it at interview) and BMAT score. 

Hence, four interview groups are established: Session 1 AM and PM, Session 2 AM and PM. Before each of the four 
groups of interviews, the lead medical tutor should meet with all applicants and explain the process that will follow. 

Tutors are free to schedule interviews sensibly as they see fit, but following guidance from the Undergraduate 
Admissions Office. The number and format of interviews at each college can vary, but the selection criteria are common 
at all colleges: 

Personal characteristics: suitability for medicine 

Empathy: ability and willingness to imagine the feelings of others and understand the reasons for the views of others 

Motivation: a reasonably well-informed and strong desire to practise medicine 

Communication: ability to make knowledge and ideas clear using language appropriate to the audience 

Honesty and Integrity 

Ethical awareness 

Ability to work with others 

Capacity for sustained and intense work 

Academic Potential 

Problem-solving: critical thinking, analytical approach 

Intellectual curiosity: keenness to understand the reason for observations; depth; tendency to look for meaning; 
enthusiasm and curiosity in science 

Communication skills: willingness and ability to express clearly and effectively; ability to listen; compatibility with tutorial 
format 

The Pre-clinical Studies office will provide printed sheets for each interviewee that can be used to record an assessment 
of each of these criteria. 

The interview typically lasts between 20 and 30min, and should be viewed as an unrivalled opportunity to assess an 
applicant's strengths and weaknesses. It is important to remember that certain candidates may be much more familiar 
with the interview environment than others: it is important to create a welcoming, constructive atmosphere, such that the 
inherent hurdle to “disadvantaged” candidates can be minimised. It is good practice to begin the interview with a number 
of trivialities and pleasantries designed to put the candidate at their ease before beginning serious discussion. 

During the interview, you should give the candidate the chance to talk about an area of their studies that has interested 
them. Once into their stride, they can then be asked to examine things that they have said more critically: present 
alternative opinions, hypothetical situations or additional information and challenge them to deal with them logically, 
reflectively and constructively. 

Avoid obvious questions for which certain candidates will have prepared answers, questions that have a hidden cultural 
bias, and questions that invite one-word answers. Instead, use questions that require the candidate to construct an 
argument. Try to follow an answer with a related question for two or three rounds, to probe the candidate’s thinking more 
deeply. 

Ideally, each college should provide two interviews, and in each interview two tutors should be present. For applicants 
interviewed on Monday, a practising clinician should be present: in this way, all applicants are assessed at some 
point during their time in Oxford for their suitability to practise. 

During the process, you will need assistance. This is provided by the Pre-clinical Studies Office, which will prompt you at 
every stage of the process.  

It is imperative that you keep written records of interviews that you can use to justify your decision to yourself and others 
at a later stage. 

Colleges submit interview evaluations (in the form of a rank or band) on each applicant by 5pm on the Tuesday evening. 
Tutors receive, usually that evening, disclosure of the interview evaluation of the second college, the BMAT score, 
college choice (or college of allocation). On the basis of this information, colleges re-rank applicants and submit their new 
scores by 5pm. 

Using this information, the Pre-clinical Studies Office provisionally assigns applicants to places ahead of a Final 
Decisions Meeting that takes place on Thursday at 2pm. When necessary, and by negotiation, Open Offer places may 
be assigned at this stage by colleges to candidates that they have not interviewed, but who were highly ranked by both 
colleges that saw them and who would otherwise slip through the net. These Open Offer candidates replace those quota 
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offer candidates that have either withdraw or fail to meet the terms of their offer: it is therefore imperative that, at the 
time of A-level results, applicants that fail to meet their offer are not accepted. 

Tutors are provided with summaries of the outcome for the applicants that they have seen, along with copies of UCAS 
forms. This paperwork should be delivered to their college office, which will write to applicants using template letters on 
ADMIT to inform them whether they have been offered a place. Colleges endeavour to send all decision letters before 
Christmas. 

 

12.1 Summary of key dates and procedures 

Items for action by Tutors are indicated by the O symbol, with key deadlines shown in bold. 

Action items for college admissions offices are indicated by the ⇒ symbol. 

End of Sept (30 Sept in 2008) standard entry closing date for BMAT registration 

 

MICHAELMAS TERM CALENDER 

First week 

Wednesday   final (late entry) closing date for BMAT registration 

Wednesday   deadline for UCAS applications 

Fourth week 

Wednesday   BMAT test (taken in school or other test centre) 

Fifth and Sixth week 

Compilation of GCSE and school performance data, marking of BMAT.   

Seventh week  

Tuesday    BMAT results received. Preliminary shortlisting takes place. 

Wednesday   BMAT results and GCSE data used to short-list  385 candidates. 

    Application paperwork sent to medical tutors for nominations 

 

Friday    O 12noon: Deadline for receipt of tutors’ nominations;   

    Nominations circulated to Tutors’ Panel for flagging 

Eighth week 

Monday   Tutors’ Panel determines 40 additional places on short-list from nominations 

 

Tuesday    Short-listed candidates allocated to colleges and sessions 

College offices informed by Faculty Office of whom to summon and when (this information will also be supplied to 
ADMIT) 

Rejection letters sent by Faculty office 

Faculty office sends letters to short-listed candidates advising they have been called to interview and will shortly receive 
a letter from the college that will host them overnight 

College offices supplied with lists of their applicants who have not been short-listed 

Wednesday   ⇒ College offices summon candidates for am and pm sessions, as requested  
   by Faculty Office.  

All colleges interviewing candidates in the afternoon and hosting them overnight should write to the candidate using the 
Proforma on ADMIT 

Colleges interviewing candidates the following morning may write to those candidates using the Proforma on ADMIT (but 
are not required to do so) 

Ninth week 

Tutors provided with names and full information about of those whom they will interview (to be passed on to college 
offices for any necessary photocopying). 

Tenth week 

Sunday    O ⇒  (approx) Noon: greet 'session 1-pm' candidates  

         O 2pm – 6pm (approx): interview 'session 1-pm' candidates  
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    ⇒ evening: dine and accommodate 'session 1-pm' candidates 

Monday   Clinical interviewers required all day 

    ⇒ 8:30am: send 'session 1-pm' candidates to their am colleges 

    O ⇒  9:00am: greet 'session 1-am' candidates 

    O 9:30am – 1pm (approx): interview 'session 1-am' candidates 

    ⇒ provide lunch to 'session 1-am' candidates and say “good bye” 

    O ⇒  (approx) Noon: greet 'session 2-pm' candidates  

    O 2pm – 6pm (approx): interview 'session 2-pm' candidates 

    ⇒ evening: dine and accommodate 'session 2-pm' candidates 

Tuesday   ⇒ 8:30am: send 'session 2-pm' candidates to their am Colleges 

    O ⇒  9:00am: greet 'session 2-am' candidates 

    O 9:30am – 1pm (approx): interview 'session 2-am' candidates 

    ⇒ provide lunch to 'session 2-am' candidates and say “good bye” 

    O pm: Physiology interviews at college of first choice/allocation 

    O by 5 pm: tutors send interview evaluations on all candidates to Faculty  
   Office  

Wednesday   O am: Physiology interviews at second college (assigned by Faculty Office) 

    by noon: Faculty Office reports BMAT score, college preference and second  
   college evaluations to College Tutors and provides them with copies of the   
  BMAT essays 

    by 5 pm: tutors report final selection preferences to Faculty Office 

Thursday   O 2pm: Final Meeting: Confirmation of Final Decisions, allocation of open  
   offers 

Tutors sign 'suitability for medicine' certificates 

Faculty Office prints decision sheets for Tutors and TfAs 

Faculty Office supplies complete lists of the outcomes (and UCAS forms) of all first choice/first allocation applicants 
(short-listed and non-short-listed) to colleges via Tutors 

Friday   ⇒ College offices send acceptance letters (and pre-enrolment packs) to  
    candidates to whom making an offer (or underwriting an open offer). 

    ⇒ College offices send rejection letters to their interviewed unsuccessful first  
   choice/allocation candidates 

 

 

12.2 Interview record form 

Name:   UCAS No:      

College PM:         College AM:  

Year of Entry:   

1. Medicine Suitability  

Criterion Score (where a = 
acceptable;  
b = unacceptable) 

Empathy: ability and willingness to imagine the feelings of others and understand the reasons for 
the views of others 

 

Motivation: a reasonably well-informed and strong desire to practise medicine  

Communication: ability to make their knowledge and ideas clear using language  
appropriate to the audience 

 

Honesty and Integrity:   

Ethical awareness:  
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2. Academic Potential  

School name:   School type:  

pA*:    Adjusted zpA*:     

 

Criterion Score 0-4 (where 0=unacceptable; 
 1=poor; 2=average for cohort; 3=good; 
4=first rate/excellent) 

Problem-solving: critical thinking, analytical approach   

Intellectual curiosity: keenness to understand the reason for observations; 
depth; tendency to look for meaning; enthusiasm and curiosity in science 

 

Communication skills: in a tutorial context; willingness and ability to express 
clearly and effectively; ability to listen; compatibility with tutorial format 

 

Other  factors:   

Overall assessment: (taking above into account but not following a strict 
algorithm) 

 

 

13 Help and advice for lecturers 

13.1 Heads of department 

Resources for teaching are provided through departments and all lecturer staff in science subjects are required to carry 
out their duties under the direction of the head of the relevant department.  Heads of department are therefore in a key 
position to advise both on questions of departmental resource allocation and on questions of teaching skill and the 
balancing of commitments.   

13.2 Mentors 

Your department will appoint a mentor, frequently the head of department, who should attend some of your lectures or 
other teaching sessions and provide detailed, department-specific support.  You should approach your mentor if you feel 
that your total teaching and administrative (University and college) load is excessive and/or detrimental to your research 
effort. 

14 Professional Development for Academic Staff  

The Oxford Learning Institute exists to support excellence in learning, teaching and research at the University of Oxford.  
It does this in a variety of practical ways.  Teaching and research staff may be particularly interested in the following 
opportunities to pursue specific Educational Development opportunities: 

14.1 Introduction to Academic Practice at Oxford  

This three-day programme of seminars runs at the end of the summer vacation each year and aims to meet the 
immediate induction needs of newly-appointed academics. It includes sessions on: Oxford’s academic policy and 
practice, teaching at Oxford, research student supervision, Oxford’s support for staff and students, and undergraduate 
admissions. All new members of academic staff in departments, faculties and colleges are encouraged to take part. 
Further information is available at http://www.learning.ox.ac.uk/oli.php?page=42. 

14.2 Developing Academic Practice  

In collaboration with Academic Advisors in each of the University’s Divisions, the Oxford Learning Institute organises a 
programme of seminars which takes place throughout the academic year. The aim of these sessions is to enable 
individuals to develop their own academic practice, including their teaching, as a foundation for career-long academic 
development and enhancement. Participants who desire to do so can compile a personal portfolio and submit it for 
assessment to prove their attainment of National Professional Standards (Fellow of UK Higher Education Academy). The 
programme as a whole encourages participants to be proactive in taking responsibility for their personal professional 
development. In 2008/09 the planned seminars include, for Medical Sciences:  

Other factors: ability to work with others, capacity for sustained and intense work  

Overall assessment  
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MPLS & Medical Sciences disciplines 

Class teaching 

Examining DPhil students 

Lecturing 

Supervising DPhil students 

Tutorial teaching 

We will also offer a programme of specialist seminars for teachers of Clinical Medicine - Learning and Teaching for 
Medical Teachers at Oxford. 

All disciplines 

Admissions interviewing 

Bringing research into teaching 

Course design 

Evaluating your teaching 

Examining and assessing 

Planning, review and integration (support for compiling a portfolio) 

Using WebLearn in teaching 

Full details of all these seminars are available on the Learning Institute website at 
http://www.learning.ox.ac.uk/oli.php?page=47. Details are also published in a termly Gazette Supplement. 

14.3 Academic Advisors 

There is at least one Academic Advisor within each Division. These experienced academic staff work with new 
appointees in their Divisions and with the Oxford Learning Institute to run the Introduction to Academic Practice at Oxford 
and Developing Academic Practice programmes. 

[NB: The exact nature of Academic Advisors’ roles varies by Division and it is therefore difficult for OLI to generalise 
about what they do. Divisional administrators may wish to check with the individuals concerned – see list below.] 

Academic Advisors help strengthen Divisional and Departmental/Faculty support for new appointees through activities 
such as: 

assisting departments/faculties to provide support for newly appointed academic staff; 

meeting with new appointees in the Division to provide briefings and individual advice; 

helping to ensure that newly appointed academics have the support of mentors from their own discipline or 
Department; 

advising colleagues on personal professional development priorities and plans; and 

assisting in the creation of continuing learning opportunities for new and experienced academics in the 
Division. 

Medical Sciences 

Dr Nigel Emptage, Pharmacology, Lincoln College (nigel.emptage@pharm.ox.ac.uk ) 

Dr Jenny Lortan, Clinical Laboratory Science (specialist seminars for teachers in Clinical Medicine) 
(jennifer.lortan@ndcls.ox.ac.uk ) 

While Chris Trevitt is coordinator for the Developing Academic Practice programme, anyone wanting further information 
about courses offered by the Institute is encouraged to email services@learning.ox.ac.uk in the first instance, giving 
details of the position they occupy, and what course they are interested in, and why. 

14.4 Postgraduate Diploma in Learning and Teaching in Higher Education 

The PG Dip LATHE aims to enable participants to develop their approaches to teaching with a sophisticated research-
informed programme of seminars, activities and assignments. It fosters an informed and critical appreciation of how 
students learn, alongside an inquiring and self-aware approach to one’s own teaching. Successful participants attain 
National Professional Standards (Fellow of UK Higher Education Academy) as well as the award of a University of 
Oxford Postgraduate Diploma. 

Course sessions run over one year, but participants are entitled to take up to two years to prepare and submit their 
portfolio for assessment. The criteria used in evaluating applications for places on the course include the requirement to 
be currently involved in a minimum of three hours of teaching (or equivalent) per week. Further details are available on 
our website at http://www.learning.ox.ac.uk/oli.php?page=48. 

Kathryn Black is the Co-ordinator for Education al Development in the Learning Institute http://www.learning.ox.ac.uk/ . 
Part of her role is to liaise with Divisional administration to ensure that information about the OLI offers what the division 
itself both requires of and offers staff in terms of support for ongoing personal development is clear and well understood 
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by both sides. Please feel free to contact her should you need further information about OLI activities. 

The following is a listing of sites which provide useful information for new academic staff:  

http://www.learning.ox.ac.uk/oli.php?page=187 

15 Evaluation of teaching staff 

15.1 Reappointment procedure 

Towards the end of the second year of appointment, the chairperson of the appointing body that interviewed you will hold 
an initial-stage review of your progress and you will be informed if there are problems. Approximately one year before the 
end of the five-year initial period of office, you will be fully reviewed by a specially appointed review committee. You will 
be asked to make a formal report on your initial period of office and further information may be sought by the committee. 
In addition to substantial progress in research, your lecturing competence will be reviewed. Both of these aspects must 
be satisfactory. 

In addition, feedback from students will be noted as well as details of graduate student supervision.  You will be required 
to give information on the amount of college teaching you undertake, any examining carried out and your involvement in 
administrative work. 

Before you submit your report, your lectures will be witnessed by one or more individuals appointed for the purpose and 
they will be asked to make a written report on your teaching competence. The review committee will take account of your 
attendance at sessions organised by the Oxford Learning Institute (OLI) in forming their judgement.  

See also the relevant University webpage: 

http://www.admin.ox.ac.uk/ps/staff/academic/appreapp/reapp.shtml   

 

15.2 Periodic appraisal scheme 

The University's staff appraisal scheme provides a regular opportunity for self appraisal, intended to make a contribution 
to personal and career development by encouraging consideration of performance, objectives, training needs and other 
support needs.  The scheme encourages staff to discuss these matters with a nominated senior colleague (the 
appraiser), either by correspondence or in a personal interview, and provide for an agreed record of those discussions to 
be passed to the appropriate head of department. Appraisal provides an opportunity for lecturers, and others engaged in 
teaching, to reflect on performance, on the scope for improvement, and on training or other support needs. Details of the 
General Board scheme for academic staff are available on the University website at: 

http://www.admin.ox.ac.uk/ps/staff/academic/appraisal/guidance.shtml   

16 Appendices 

16.1 Organisation & management of the University 

The Governance of the University 

Oxford University is a “self-governing community of scholars'', with ultimate authority in the hands of Congregation, which 
consists of some 6,000 academic, and senior academic-related, staff — all of whom are actively engaged in teaching, 
research and administration. By contrast, the “governing body'' of all other UK Universities (except Cambridge) is usually 
much smaller, and far less representative. Not to be confused with Congregation is an even larger body called 
Convocation, which comprises everyone with an M.A., D.Phil or comparable degrees. Although powerful long ago, 
nowadays it only does two things: elect the Chancellor, and elect the Professor of Poetry!  

A good website description of this structure is:  

http://www.ox.ac.uk/about_the_university/introducing_oxford/the_structure_of_the_university/  

The Governance of the University is set out at: http://www.admin.ox.ac.uk/councilsec/gov/index.shtml . This site gives 
access to information about the Code of Corporate Governance, Council, the Four Main Committees of Council, 
Divisional Boards, and other Committees which report directly to Council. Membership of Divisional Boards is accessible 
through this site, together with their functions and powers. Specific information about the Medical Sciences Division is 
available at: 

http://www.medsci.ox.ac.uk/msdweb/portal/committees  

In addition, information about University finances is available at: http://www.admin.ox.ac.uk/finance/ The Divisional 
Accountant, Justin O’Toole, is available at Oxford 221683, or justin.otoole@medsci.ox.ac.uk .  

The home page (portal) for the division is: http://www.medsci.ox.ac.uk/ .  

§ Divisional Board   

The Divisional Board is responsible for the Public Examinations in Medical and Physiological Sciences.  It is 
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responsible for some 100 pre-clinical teaching appointments and as part of its statutory responsibility  ‘the Medical 
Sciences Board shall be responsible for maintaining a University Medical Students' Register of students admitted to work 
in Oxford for the First Examination for the Degree of Bachelor of Medicine, and shall make such regulations as it shall 
deem necessary for the discharge of this responsibility’, and for co-ordinating the contributions made to the teaching and 
examinations by a wide range of other teachers, including college appointees, holders of University research 
appointments, graduate students, and teachers who are external to the University.  Full details of the Board’s 
responsibilities and its sub-committees are available at: 

http://www.admin.ox.ac.uk/statutes/regulations/522-122.shtml  

§ Discussion Forum: Sub Faculty  of Medical and Physiological Sciences  

This discussion forum comprises all the members of the faculty involved in teaching on the medical and physiological 
sciences courses. It meets once a term to discuss matters of general interest, including curriculum or examination 
reforms proposed by other committees.  It is seen as a valuable vehicle for measuring the practicability and popularity of 
such reforms, though it has no statutory power.  

Note: The Discussion Forum of Medical Sciences should not be confused with the “Medical Education Forum” which 
also meets once a term and which aims to explore educational issues of interest to both the preclinical and clinical parts 
of the medical school. A programme is devised by a small steering group and is particularly interested in promulgating 
areas of good practice and innovation in medical teaching as well as exploring questions of general concern such as 
whether there should be national qualifying examinations in medicine.  

§ Medical and Physiological Sciences Education Committee 

This is chaired by the DPS and deals with the structure and content of the faculty’s courses and exams. It delegates 
much of its work to the course committees (below) but takes the lead in matters of general concern and of strategic 
significance. 

§ Course committees 

The First BM course described at http://www.mstc.ox.ac.uk/medics/medics/bmpart1/index_html  and 
http://www.mstc.ox.ac.uk/medics/medics/bmpart2/index_html , together with the non-medical Physiology course, 
described at http://www.mstc.ox.ac.uk/physiol/index_html , are organised and monitored by specific course committees, 
comprising small groups of those teaching on the courses.  They review examiners’ reports, student feedback and 
decide how to respond to them.  They continually review the section of the curriculum for which they are responsible and 
the teaching sessions designed to deliver it.  They judge pre-requisites students should have mastered before starting a 
course. The Terms of Reference of all committees for the Medical and Physiological Sciences Courses are found at: 
http://www.mstc.ox.ac.uk/staff  

§ Joint Consultative Committee 

This comprises representatives of ’partner’ departments (see below), Biochemistry, Experimental Psychology, the Chair 
of the FHS Committee, Faculty Advisers for Physiology and PPP, and a number of co-opted members (from the Library 
and from the Teaching and Learning Group) together with students representing each year group of each course and 
also graduate students.  Its purpose is to air and respond to comments from the student body concerning the courses 
and examinations and any faculty-provided resource for their studies. Minutes of these meetings are available on the 
web at: http://weblearn.ox.ac.uk/site/medsci/undergrad/med/ (you will need to ‘log-in’ to this site). See information below 
about Weblearn and e-learning. 

§ Partners to the Medical Sciences Teaching  

Three departments operate as ‘partners to the Medical Sciences Teaching: the Department of Physiology, Anatomy and 
Genetics; the Department of Pharmacology; and the Sir William Dunn School of Pathology. All lecturers are appointed to 
a particular department and each department has a head, responsible to the Division for the proper discharge of its 
duties in teaching and research.  As a University Lecturer, you are expected to undertake advanced study and research 
at a very high level. You will almost certainly do this mainly in your department and it is expected to occupy the majority 
of your time. In addition, you will be expected to undertake your share of departmental administration, examining, in 
addition to the teaching (both department and college) described in this document. 

§ The colleges  

Obviously, one of the most distinctive features of Oxford (and Cambridge) as compared to other UK Universities is the 
existence of 39 colleges (and 7 permanent Private Halls) which are self-governing, self-financing, and to a very 
considerable extent independent of “the University''.  What do they do, and what is the relationship between them and 
the University?  

The main responsibilities of the colleges that admit undergraduates are: 

• Admission of undergraduates; 

• Direction of undergraduate studies;  

• Provision of undergraduate teaching in tutorials and classes;  

• Library and computing facilities; 

• General welfare, guidance and pastoral care of students;  

• Provision of accommodation, meals and other social and cultural amenities (including sporting facilities).  
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Admission of undergraduate students is primarily a college matter and is the responsibility of the tutors in Medicine or 
Physiology at each college, acting under the framework laid down by that college’s committee of tutors and its tutor for 
admissions. Nevertheless, there is extensive co-ordination by the Admissions Coordinator and the Director of Pre-clinical 
Studies (DPS) at the faculty level, and they will provide you with guidance in the run-up to the admissions process. 

It is clear that there is need for liaison among the colleges, and between them and the University. Of course, a good deal 
of this happens almost automatically because nearly all academic staff hold joint appointments (as noted above) and 
therefore wear both a “university hat'' and a “college hat''.  Equally, many others on the teaching staff have both 
departmental and college affiliation. Colleges don't in general have formal representation on University bodies, but this 
does occur in some cases: one example is the Joint Committee of the General Board and the Senior Tutors' Committee 
[i.e. the “Senior Tutors'' of each college, see below] on Joint Appointments. Another example of effective co-operation 
between the colleges and the University is the Joint Undergraduate Admissions Committee (JUAC), an inter-collegiate 
body of which the chairman of the General Board is also a member. The Secretary of the University Chest now regularly 
attends meetings of the College Estates Bursars’ Committee and of its Standing Committee, while officers of the 
University attend the Senior Tutors' Committee and the Committee of Tutors for Graduates (each college has a “Senior 
Tutor'' who chairs meetings of all its tutors and a “Tutor for Graduates'' who has responsibility for graduate students).  
There is also an intercollegiate consultative body called the Conference of Colleges.  

16.2 Oxford terminology 

For those new to Oxford some of the local terminology can be obscure.  The following is offered as a guide: 

Michaelmas Term: October – December;   

Hilary Term: January – March;  

Trinity Term: April – June 

Full Term:  The eight weeks of term (numbered 1 – 8) during which formal university and college teaching occurs).  

“0th week, 9th week”: The week preceding week 1 of each full term (during which students return to college but in which 
there is no formal university or college tuition) is called 0th week (it is difficult to survive in Oxford without a University 
Pocket Diary!); similarly, the week after full term (in which many examinations occur) is called 9th week. 

Classes:  typically of around 6 students (though may be expanded to 8-15 to meet high demand) and of 60 to 90 
minutes duration; usually intercollegiate; the Senior Tutors Committee (an intercollegiate body) maintains agreed rates of 
payment for classes and procedures under which colleges may pay fees for classes rather than tutorials. 

Collections:  college-based term examinations, customarily set at the end of “0th week”; they are used to monitor 
progress and to help students develop examination techniques, but the extent of their use varies between colleges and 
between tutors.  ‘Penal Collections' may be required of students whose performance is consistently below standard and 
colleges may use these in considering cases of possible rustication (see below) or expulsion. 

Principal's (or Master's etc.) Collections:  interviews of students by head of house, to monitor progress; usually held 
annually. 

Demonstrating:  the supervision of a practical class; the term derives from the now obsolete post titles of `University 
Demonstrator' (now University Lecturer) and `Departmental Demonstrator' (now departmental lecturer), and may be 
applied equally to those in charge of practical classes and to those who assist in practical class teaching in the 
laboratory. 

Gazette:  the official journal of the University, published weekly during University terms but not continuously over the 
vacations.  Copies are sent to all members of Congregation and are available in colleges and departments.  For further 
details see http://www.ox.ac.uk/gazette/. 

Rustication:  the withdrawal of the right of access to the premises or facilities of a college or the University for a fixed 
period, or pending the fulfilment of certain conditions; for further details see the Proctors' and Assessor's Memorandum. 

Sent-down:  action taken by a college to suspend a student from access to college facilities; for further details see the 
Proctors' and Assessor's Memorandum. 

Expulsion:  the permanent loss of membership of the University and college, for serious disciplinary offences.  For 
further details see Proctors' and Assessor's Memorandum. 

First Public Examination: either a Preliminary (Prelim.) examination (e.g. in Physiological Sciences for non-medics and 
First BM Part 1 for medics) or Honour Moderations (Mods) (in other Faculties).  No student may proceed to a Second 
Public Examination without having passed the First.  Success in all parts of the examination is required, although the 
regulations for specific examinations may allow students who fail some papers in a Prelim. to carry those forward to a 
subsequent examination.  It is sometimes possible for students to transfer from one subject to another after completion of 
the First Public Examination (e.g. between Physical Sciences subjects and Biochemistry) but consultation is necessary 
and such arrangements are always at the discretion of both tutors.  A student who fails to make satisfactory progress, 
e.g. in passing the First Public Examination, will not usually be allowed to continue his or her course: colleges can advise 
on the formal status of such students since it is they who will normally take the decision whether or not to allow a student 
back into residence.  Colleges will typically allow a student one resit of a First Public Examination but not more. Likewise, 
colleges would not normally allow a medical student to enter the third year without first completing the 1st BM Part 2. 

Second Public Examination: Finals, sometimes just referred to as `Schools'. 

Tutorials:  college-based tuition, typically in pairs, though occasionally three students, particularly in the first year. 



31 

Junior Member: broadly speaking, a student member of the University (for precise definition see the Proctors' and 
Assessor's Memorandum http://www.admin.ox.ac.uk/proctors/info/pam/section1.shtml  

Senior Member: broadly speaking a member of faculty or graduate professional staff usually defined by the holding of 
the MA degree. 

Senior Status: paradoxically, a Junior Member who already has a degree from another institution who has been allowed 
exemption from the First Public Examination and is permitted to proceed to the BA (or any other undergraduate degree) 
on the basis of a Second Public Examination alone. 

Senior Tutor: the fellow of a college who has overall responsibility for academic affairs.  Contact details are available in 
the University telephone directory or the University Calendar. 

Admissions Tutor: the college officer (frequently, though not always a fellow) who carries primary responsibility for the 
organisation and co-ordination of admissions.  Contact details are available in the University telephone directory, or the 
University Calendar. 

Examination Schools: the building, in High Street, where lectures in Arts faculties and examinations in many subjects 
are held.   

 

16.3 Contacts  

Department Physiology, Anatomy and 
Genetics (DPAG) 

Pharmacology Sir William Dunn  
School of Pathology 

Head Professor 
Sir George Radda 

Professor  
Anthony Galione 

Professor  
Herman Waldmann 

Tel no (2)82252 (2)71633 (2)75502 

Email George.Radda@dpag.ox.ac.uk  Anthony.Galione@pharm.ox.ac.uk herman.waldmann@path.ox.ac.uk  

 

§ Course contacts: 

First Pre-clinical Year: http://www.mstc.ox.ac.uk/medics/medics/bmpart1/index_html  

Second Pre-clinical Year: http://www.mstc.ox.ac.uk/medics/medics/bmpart2/index_html  

FHS Course organisers:  http://www.mstc.ox.ac.uk/medsci/fhscontacts  

§ Director of Pre-clinical Studies & pre-clinical faculty office  

Professor John Morris, Tel: (2)72164, email: john.morris@medsci.ox.ac.uk  

Assistant Registrar: Ms Kirstie Fieldhouse (2)85782 

§ Medical School Offices 

Dr David Bryan, Tel: 221681, or (553)-21681, email: david.bryan@medsci.ox.ac.uk  

Personal Assistant to David Bryan: Mrs Maria Kendall-Belcher, tel 221688 or (553)-21688, email: maria.kendall-
belcher@medsci.ox.ac.uk  

§ Discussion Forum: Sub Faculty of Medical and Physiological Sciences 

 Chair: Dr Simon Hunt, Tel: (2)75575, email@ simon.hunt@path.ox.ac.uk  

§ Oxford Learning Institute:   http://www.admin.ox.ac.uk/ps/managers/appraisal/oli.shtml  

 

16.4 Additional Documentation 

§ Examination Decrees and Regulations  

Popularly known as “the Grey Book'', this is published annually. Every student gets a copy on arrival, and it is sent to 
academic staff each year. It contains definitive and binding statements about the form of exams, and the syllabuses for 
many subjects. 
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§ Medical Sciences Teaching Centre website (http://www.mstc.ox.ac.uk/) 

These pages provide an easy route to finding the latest Handbooks, syllabuses, timetables, course organisers, contact 
information, admissions information, student feedback and (via a secure link) sub-faculty papers. Material specific to the 
non-medical Physiology course is found at:  www.mstc.ox.ac.uk/  

§ Course Handbooks 

Comprehensive guides to each undergraduate course (Medical, and Physiological Sciences) are prepared annually and 
distributed to students. These are available on-line at www.mstc.ox.ac.uk ; if you require a hard copy, please email 
MSTC Student Admin at: studentadmin@medsci.ox.ac.uk. These describe the contents of courses, their aims and 
organisation, the timing of examinations, option choices and so on. Course handbooks are produced:  

• For Medics, details of course content, syllabus and curricula, and examinations may be found at: 
http://www.mstc.ox.ac.uk/medics/medics/bmpart1/index_html , and 
http://www.mstc.ox.ac.uk/medics/medics/bmpart2/index_html   

(corresponding to the first and second years) and annually revised. It is divided into that material which is considered to 
be “core” knowledge (i.e., that minimum of which a new clinical student would need to be familiar) and that which is 
identified as being “extended” material. While the former is a definitive list, the latter is indicative only of the areas in 
which deeper study might be particularly suitable and would typically be considered for treatment within tutorials. It is not 
intended that students should aim to cover more than a small fraction of those topics listed as “extended”. One function 
of the listing of extended material is to indicate, where it might otherwise have been ambiguous, that the material is not 
included within the expected “core” knowledge.  

• For Physiologists, details of course content, syllabus, and examinations may be found at: 
http://www.mstc.ox.ac.uk/physiol/firstyear/index_html   

§ Guidance for finalists 

• Guidance on the selection of options, the submitted essay, and dissertation, for the FHS is at: 
http://www.mstc.ox.ac.uk/medics/medsci/index_html   for Medical Sciences, and at:  
http://www.mstc.ox.ac.uk/physiol/physiol/index_html for Physiological Sciences. 

§ Proctors' and Assessor’s Memorandum  

This is also published annually and contains a great deal of general information for students. Again, it goes to each 
student on arrival and members of the academic staff get theirs annually. It is available on-line at: 
http://www.admin.ox.ac.uk/proctors/info/pam/index.shtml  

§ Your contract and other conditions of employment 

The University's general handbook for academic-related staff can be found at: 
http://www.admin.ox.ac.uk/ps/staff/handbooks/  

§ Sabbatical leave  

Application for leave should be made on the standard pro-forma, available from the divisional office 
(caroline.armitage@medsci.ox.ac.uk).  You will have to state what substitute arrangements you will make for the 
teaching or examining or administrative committee work you would normally be undertaking.  It is your responsibility to 
find and formally arrange the alternatives before you make the application.  This may take some time.  Applications for 
leave must be presented to the board by, at the latest, 5th week two terms before you would wish the leave to begin. 
Special study leave: information about how to apply is available at: 
http://www.admin.ox.ac.uk/ps/staff/academic/guileave.shtml . The Regulations for the granting of sabbatical leave and 
dispensation from prescribed duties is available at: 

http://www.admin.ox.ac.uk/statutes/regulations/197-094.shtml  

General search facility for email addresses, phone numbers, names, etc.: http://www.ox.ac.uk/contact/  

§ Weblearn and e-learning 

The Medical Sciences Division - Learning Technology Group (MSD-LTG) is a small group funded by the division to 
promote and support the effective use of technology in teaching, learning and the administration of learning. It has a 
number of technologies to offer and can help identify the best options for your particular situation. It can also help you to 
use WebLearn and provide first level support for technical problems. 

Assessment: The MSD-LTG runs on-line assessments ranging from formal University examinations to formative and 
diagnostic assessments. Assessment software can be used to create rich interactive teaching materials, where the 
correct answer and feedback are given immediately. Try some examples 

MedLearn: The MSD-LTG uses a content management system (MedLearn) to structure web teaching materials, 
particularly in Anatomy. It is easy to create interactive materials and case studies, as there are templates for MCQ, EMQ 
and model answers. See examples of the range of materials that have been developed by the division. 

Feedback: Where the WebLearn questionnaire tool does not meet your needs, a fully customizable web feedback 
system has been developed for use. Try the demo . 

Contact: Damion Young to discuss surveys or colleting student feedback or weblearn@medsci.ox.ac.uk for urgent 
technical or access problems 
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Student records system: The student records system takes information directly from central sources and is 
customizable to meet local needs. The aim is to simplify student administration. 

Room bookings: Room bookings in the MSTC are currently managed using Rapla (room booking software) and can be 
viewed from WebLearn  

Please contact the MSD-LTG at weblearn@medsci.ox.ac.uk  if you have an idea or problem; we may be able to: 

identify opportunities for e-learning or automation 

help you to use technology to solve problems 

help you identify the best technological solution for your situation 

help you to set-up and learn to use that technology 

help you to embed e-learning in your curriculum 

continue to give technical support and enhancements 

provide training for individuals or groups in the technologies  

 

Everyone uses technology but there is considerable variation in experience and expertise in e-learning. If you would like 
to have individual advice from a learning technologist: 

to find relevant electronic resources in your discipline, 

review your personal use of technology and how you might develop it further, 

use e-learning in your teaching, assessment and administration, 

please contact any member of the team. 

Developing new teaching materials: Learning technologists with expertise in developing electronic resources are 
available to help you use e-learning effectively in your teaching. Individuals or groups are welcome to come and discuss 
projects informally. Advice, support and project management are given from the start: specification, design, construction, 
pilot, use and evaluation. The MSD-LTG can help you to identify how e-learning can be introduced into the curriculum. 

Members of the team: 

Dr Vivien Sieber 

Senior Learning and Teaching Officer 

vivien.sieber@medsci.ox.ac.uk 

01865 272175 External 

72175 Internal 

Dr Damion Young 

Learning and Teaching Officer 

 

Mr Tong Chen 

Learning and Teaching Officer 

 

Ms Pauline Woolley  

 

The MSD-LTG is based in Le Gros Clark, South Parks Road, Oxford OX1 3QX, 
or the Medical Sciences Offices, John Radcliffe Hospital (Tuesday Morning) 

or it can easily visit you. 

Examples of MSD-LTG projects: Our teaching materials can be used by any member of the University 
http://weblearn.ox.ac.uk/site/medsci/undergrad/teach/  

Technology-Assisted Lifelong Learning (TALL) is an e-learning research and development team based at the University 
of Oxford's Department for Continuing Education. Established in 1996, TALL specialise in developing high quality online 
courses for the Higher Education sector. 

TALL developed some of the first fully online learning courses available in the UK and since then has created a wide 
portfolio of courses both for the University of Oxford and other institutions.  

The MSD-LTG team focuses on the online learner's needs and combines this pedagogical approach with expert 
technical knowledge. It combines Oxford University's standards of educational excellence with effective innovative 
practice. TALL's learning solutions cover a full range of disciplines, with subjects from nanotechnology to art history, and 
use carefully selected delivery methods, each tailored to both the material and end-user. 

The MSD-LTG is also dedicated to researching pragmatic e-learning solutions; it undertakes research projects into real 
e-learning issues. These projects, often conducted in partnership with external bodies, further understanding of how 
technology can best be used in the learning environment. 

The LTG’s expertise in the use of technology to aid education and communication puts it at the forefront of the field. If 
you have a communication or learning need and require your material delivered clearly through the use of technology, 
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tools and expertise are available to assist you with your project. Similarly, if you are involved in or considering research in 
an area of technology-assisted learning, the LTG team of experts is ideally placed to help you. 

 

§ Useful web links: 

http://www.admin.ox.ac.uk/councilsec/gov/ccg-6.shtml   (Public Interest Disclosure and Academic Integrity) 
http://www.gmc-uk.org/ (General Medical Council) 

 

16.5 List of medical tutors in colleges 

Balliol piers.nye@dpag.ox.ac.uk, peter.kohl@dpag.ox.ac.uk  

Brasenose richard.boyd@dpag.ox.ac.uk, william.james@path.ox.ac.uk  

Christ Church stephanie.cragg@dpag.ox.ac.uk, richard.wade-martins@dpag.ox.ac.uk  

Corpus Christi clive.ellory@dpag.ox.ac.uk  

Exeter richard.vaughan-jones@dpag.ox.ac.uk, john.parrington@pharm.ox.ac.uk  

Hertford tom.cunnane@pharm.ox.ac.uk, david.greaves@path.ox.ac.uk  

Jesus shankar.srinivas@dpag.ox.ac.uk 

Keble simon.hunt@path.ox.ac.uk, ole.paulsen@dpag.ox.ac.uk  

Lady Margaret Hall Jo.begbie@dpag.ox.ac.uk , anant.parekh@dpag.ox.ac.uk  

Lincoln david.vaux@path.ox.ac.uk, nigel.emptage@pharm.ox.ac.uk  

Magdalen john.stein@dpag.ox.ac.uk, quentin.sattentau@path.ox.ac.uk  

Merton david.paterson@dpag.ox.ac.uk, andrew.king@dpag.ox.ac.uk  

New derek.terrar@pharm.ox.ac.uk , antony.galione@pharm.ox.ac.uk  

Oriel kevin.maloy@path.ox.ac.uk  

Pembroke jeremy.taylor@dpag.ox.ac.uk 

The Queen’s peter.robbins@dpag.ox.ac.uk , chris.norbury@path.ox.ac.uk  

St. Anne’s helen.christian@dpag.ox.ac.uk, francis.szele@dpag.ox.ac.uk  

St. Catherine’s helen.mardon@obs-gyn.ox.ac.uk 

St. Edmund Hall robert.wilkins@dpag.ox.ac.uk  

St. Hilda’s susanna.blackshaw@dpag.ox.ac.uk 

St. Hugh’s john.morris@dpag.ox.ac.uk, clive.wilson@dpag.ox.ac.uk  

St John’s zoltan.molnar@dpag.ox.ac.uk, sandra.campbell@sjc.ox.ac.uk , 
andrew.parker@dpag.ox.ac.uk  

St. Peter’s huw.dorkins@spc.ox.ac.uk, jan.schnupp@dpag.ox.ac.uk  

Somerville matthew.wood@dpag.ox.ac.uk, daniel.anthony@pharm.ox.ac.uk  

Trinity keith.buckler@dpag.ox.ac.uk  

University keith.dorrington@dpag.ox.ac.uk, trevor.sharp@univ.ox.ac.uk  

Wadham stephen.goss@path.ox.ac.uk, andrew.farmery@nda.ox.ac.uk  

Worcester john.parrington@pharm.ox.ac.uk + one other TBC 

 


