
The Off Campus Tutor Role (unofficial) Information Sheet 
 
The Role 
The off campus tutor’s role is primarily to support the smooth running of the 
course through timely and quality marking of student assignments.  In some 
cases, an off campus tutor may also be contracted to provide direct support to 
students in the form of replying to student phone, email or internet forum 
queries. Exam marking may be available to tutors who live within the Wellington 
region, or who are able to arrange physical pick-up and drop-off of exam scripts, 
as these cannot be couriered. 
 
Regularity of work 

 Off Campus tutors are employed on a casual employee basis.  
 Contracts are renewed at the beginning of each Calendar year at the 

discretion of the employer.   
 Renewal of a contract does not guarantee work during the year, although 

it is unlikely that we would renew a contract unless we anticipate that 
there would be work available for the course in question. 

 Off campus tutors are employed to mark specific courses.  If you are 
willing, and we require marking of additional courses, your contract will be 
changed to reflect this. 

 Marking allocations are set at the start of each semester, and course 
leaders will be able to give off campus tutors an indication of the workload 
available, and the timing of assignments at this time. 

 It is helpful if off campus tutors stay in touch with the course leaders for 
the courses they mark and keep them informed of any increases or 
decreases in their availability to take work. 

 
Service Level Expectations 

 Off campus tutors are expected to provide high quality, consistent 
marking, and to mark within the constraints of the marking schedule and 
guidance provided by the course leader. 

 Assignments to be marked are couriered out in bundles (of between 1-10 
assignments), and each bundle will have a date by which it should be 
returned.  It is expected that a bundle will be marked and returned (in the 
courier bag provided) in less than 10 days. 

 In some particular cases, a course leader may request a fast turn around 
of assignments.  This would be negotiated on a case by case basis 
between course leader and off campus tutor, according to demand and 
availability of the tutor. 

 Comments on marked assignments are expected to be professional, 
supportive and encouraging, as well as providing constructive critique.  

 There is no minimum level of assignments an off campus tutor can agree 
to take, but we do set a maximum for the number of assignments we 
would send to one off campus tutor within a semester.  

 
Pay 

 Assignments are paid at the rate of $25 per script.  It is expected that an 
assignment (script) will take ¾ to 1 hour to mark. 

 Exam marking is paid at the rate of $20 per script.  It is expected that an 
exam script will take less time than an assignment, as no comments are 
written on exam scripts. 

 Student support is paid at an hourly rate rather than an output rate (see 
your contract for details if this applies to you). 

 The off campus tutor is responsible for paying tax on the income earned in 
their off campus tutor role (withholding tax). 


