Fuor A web-based tool for recording personal tutorials

"The Tutorial Record
System”

Co-Tutor is an online database system that provides a straightforward way for tutors to
record and view their student's tutorial progress. This system is predominantly for pastoral
care monitoring but can also be used for supervision or tutorial meetings.

7. Tutors can record all the details of face-to-face meetings
7. Information can be added at any time, with a relevant date stamp

7. Keeps a record of any email that has been sent to tutees. The record can also add a
copy of any email sent by a student, keeping the conversation complete.

£, This tutorial history is built up over the time that the students are studying at
Loughborough, and are kept indefinitely once they have left.

7. Enables the record of students to be easily kept throughout their time at Loughborough,
from tutor to tutor, and provides access to this information once they have left (for
references etc).

7. Can also be used to record interactions with students on their industrial placement

7. Links directly to the ‘Attendant’ online tool, giving a holistic picture of a student’s
academic progress

7. CIS information on students is automatically available within the system, reducing the
input required to get started

The following diagram shows how easy it is to use.
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"Co-Tutor is simple to use and efficiently organised. Notes on meetings with personal tutees
or project students can be easily entered and retrieved. | have found it highly worthwhile,
because it acts as a personal aide-memoir. When you need to be reminded about your
students' well-being or progress, then Co-Tutor provides an excellent helpmate."

Dr Jacqueline Glass, Civil and Building Engineering.

Would you appreciate having an hour to be trained on the system, with expert advice on
hand? Contact Kirsty Carter on 7194 or k.m.l.carter@Iboro.ac.uk

For more details email engcetl@lboro.ac.uk or visit www.engcetl.ac.uk L Logghb_omugh
University
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e Quick Start Guide

7. To begin, visit http://co-tutor.Iboro.ac.uk and login using your usual Learn
username/password.

7. You will automatically log into the MY STUDENTS section, looking at your summary
page. Click on the 'Summary Table' button to view a your personal tutees in more detail.
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When you click on a student's name you will see their tutorial records. This is a page
showing their details and a table detailing their 'Comment History'. Here you can click on
a date to expand individual comments, or click on the ‘expand all comments' eye icon to
see all their comments on one page.
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7. If a student's attendance is being recorded (in the 'http://attendant.lboro.ac.uk' system),
these records are displayed in the 'attendance' tab of a student's records. To view more
detailed information about the lecture attended or not attended, hover over the coloured
square to view details of the module, room and lecture type.

For more details email engcetl@Iboro.ac.uk or visit www.engcetl.ac.uk L Logghb_orough
University


http://co-tutor.lboro.ac.uk/
http://attendant.lboro.ac.uk/

