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Indigenous Tutorial Assistance Scheme (ITAS) 

Tutor Information 
 

 
The following information is intended to assist new and continuing ITAS tutors and is 

based on both the ITAS Funding Contract Guidelines and QUT’s Human Resources 

and Pay Office policies and procedures. 

Appointment as an ITAS Tutor 

 

All new tutors must be interviewed by a member of academic staff attached to the 

Oodgeroo Unit.   Potential tutors must provide the following documentation in 

support of their appointment: 

 

• A copy of academic and/or professional qualifications 

• A copy of their current CV 

• A copy of current photo ID, for example driver’s licence, passport, QUT staff 

card. 

 

ITAS tutors are appointed on a semester basis only.   Tutors must complete the 

relevant sections of the Appointment of Casual General Staff form.   Separate 

forms must be completed where a tutor is appointed to tutor on an individual and 

group basis.   This will ensure that tutors are paid the correct hourly rate for 

tuition. 

 

New tutors who are not currently employed by QUT in another capacity must also 

complete an Australian Tax Office (ATO) Tax File Number declaration and a QUT 

Banking Details form.   Tutors appointed for a further semester need only provide 

the ATO form if there has been a break in employment of longer than six weeks.   

Banking details forms need only be submitted when account details change. 

 

All forms must be returned to: 
Annie Tyhuis 
Admin Assistant ITAS  
Oodgeroo Unit 
Room 205, B Block 
QUT Kelvin Grove campus, Victoria Park Road, Kelvin Grove Q 4059 
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Rates of Pay 

 

ITAS tutors are paid different hourly rates, depending on their academic 

qualifications and whether the tuition is on an individual or group basis.   The 

current hourly rates are: 

 

• Individual tuition: 

 

$39 per hour where a tutor holds undergraduate qualifications or 

incomplete postgraduate qualifications 

 

$44 per hour where a tutor holds postgraduate qualifications 

  

• Group tuition: 

 

$46 per hour where a tutor holds undergraduate qualifications or 

incomplete postgraduate qualifications 

 

$50 per hour where a tutor holds postgraduate qualifications 

 

• Tutors will be sent a copy of their appointment form(s) once employee and job 

numbers have been processed on QUT’s payroll system. 

 

Confidentiality of Tutor/Student Information 

 
Tutor and student information is held on confidential files.   In accordance with 

QUT’s policies, tutors must treat all student information as confidential. 

 

It is a requirement of the ITAS Funding Contract Guidelines that the following 

tutor/student information is included in the annual program report that is 

submitted to the Department of Employment, Science and Training (DEST): 

 

• Student Name and Gender 

• Name(s) of Tutor(s) 

• Cultural Awareness Training (Yes/No) 
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• Type of Tuition (Individual or Group) 

• Subject(s) tutored and year level 

• Total hours tutored (per subject) 

• Period of Tuition (per subject) 

• Tutor rate of hourly pay 

• Total salary 

 

Tutors are also advised that in accordance with the Funding Contract 
Guidelines, the ITAS funding account is subject to an annual external audit. 

Conflict of Interest 

 

The ITAS Funding Contract Guidelines restrict the selection of tutors for 

individual students to take into account and avoid any potential for conflict of 

interest.   The following restrictions apply to tutors for individual or small group 

tuition: 

 

• ITAS tutors must not be members of the student’s immediate or de facto 

family 

• ITAS tutors must not be the student’s regular lecturer or tutor 

 

Cultural Awareness 

 

Tutors must be sensitive to, and able to relate to, the educational needs of 

Indigenous students.   Prospective tutors with a limited appreciation of issues in 

Indigenous education may receive payment for up to two hours (at the 

appropriate hourly rate) to attend cross-cultural awareness training courses.   

Tutors are only entitled to this provision once.    While tutors are welcome to 

attend Cultural Awareness sessions each year, the Funding Contract Guidelines 

permit payment only for the first workshop attended. 

 

The Oodgeroo Unit will conduct Cultural Awareness Workshops either on a 

semester or annual basis depending on demand.    
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Allocation of tutors to students 

 

A member of academic staff attached to the Oodgeroo Unit will allocate tutors to 

students.  Tutorial arrangements may be approved on an individual or group 

basis.  Under no circumstances should tutors and students make arrangement for 

tuition that has not been approved by a lecturer of the Oodgeroo Unit.   Any such 

arrangements will be deemed to be a private agreement and will not be funded 

through the ITAS grant. 

 

Tutors should contact the student(s) to arrange a suitable time for tutorial 

sessions.   Please note that tutorial times may vary in the first few weeks as 

students are still finalising lecture and tutorial times for their units. 

 

Please note the following requirements when arranging tutorial sessions: 

 

• ITAS tuition may not take place during the hours of a student’s scheduled 

lectures, tutorials or laboratory sessions. 

 

• ITAS tuition must not exceed the maximum limit of 2 hours per subject per 

week.   Timesheets will be adjusted if maximum hours are exceeded. 

 

• ITAS tuition should not continue after the last teaching day of the semester, 

as detailed on QUT’s academic calendar.   Tuition after this date may be 

approved where there is evidence of exceptional circumstances, for example 

a student has been granted an extension of time in which to complete an item 

of assessment.  

 

• Tutors must have a half-hour unpaid break after five hours work.  If you are 

meeting with a student or students for large blocks of time, please remember 

to schedule a break.   You should also allow a minimum of 15 minutes 

between students so that you have time to prepare for the individual needs of 

the next student you are tutoring.   Timesheets will be adjusted where tuition 

exceeds five consecutive hours. 

 

Tutors must inform the Oodgeroo Unit if students do not give reasonable notice of 

non-attendance at a tutorial session, or if they miss two sessions. 
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Tutor Work Programs 

 

Tutors and students must develop a work program for each unit in which ITAS 

tuition is provided.   The work program must reflect the educational needs 

identified by the student’s lecturer in the Oodgeroo Unit.   Tutors will be provided 

with a copy of the educational assessment when they are allocated to a 

student(s). 

 

Work programs must be submitted within two weeks of the commencement of 

tuition, for example if tuition commences in week 2 of the semester, the work 

program must be submitted by the end of week 4.   

 

The work program must be developed in consultation with the student and 

endorsed by the student.   It is recommended that tutors and students allocate 

some time during their first and/or second tutorial session to develop the work 

program for the unit. 

 

A lecturer will review work programs.   Tutors may be requested to amend a work 

program that does not address the educational needs of the individual student. 

 

Work program pro-formas are available from the Oodgeroo Unit.   They may also 

be down loaded from the Unit’s website at www.oodgeroo.qut.edu.au 

 

Please note that in accordance with ITAS Funding Contract Guidelines, 

timesheets will not be processed for payment where individual work 

programs are outstanding. 

Student Progress Reports 

All tutors must complete a Student Progress Report for each student at the end of 

the tuition period, which must not extend beyond the date of the final examination 

for the subject. 

 

The purpose of the Student Progress Report is to indicate if the expected tuition 

outcomes have been realised. That is, the report should indicate if the desired 

student performance objectives have been met and must be kept on the student’s 

ITAS File. 
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Examination Preparation 

 

In addition to weekly tutorial sessions, students may request up to five hours in 

total as examination preparation.   The student’s academic adviser in the 

Oodgeroo Unit must approve additional hours for examination preparation. 

 

Please note that examination preparation hours must be recorded on the Tutor 

Claim Form and clearly annotated as examination preparation. 

 

Tutor Claim Forms 

 

Tutor Claim Forms must be completed at the end of each tutorial session.   All 

sections of the claim form must be completed and signed by the student or 

students for group tutorial sessions, and tutor.   The tutor and the student(s) must 

initial any corrections or amendments.   Incomplete claim forms will result in 

delays in approval of timesheets. 

 

If more than one unit is covered in a block tutorial session, the claim form must 

show how the time was allocated between the units.    Please remember the limit 

of two hours per unit per week.   Timesheets will not be approved where claim 

forms indicate the maximum weekly hours for any unit have been exceeded. 

 

Tutor claim forms are available from the Oodgeroo Unit.   They may also be down 

loaded from the Unit’s website at www.oodgeroo.qut.edu.au 

 

Location for tutorial sessions 

 

Tutors and students should arrange to meet at a mutually convenient time and 

place.   The Oodgeroo Unit has small tutorial rooms at the Gardens Point and 

Kelvin Grove campuses.   These rooms may be booked by contacting the 

relevant office either in person or by telephone: 3138 1548 (Gardens Point),  

3138 3610 (Kelvin Grove) or 3138 4874 (Carseldine). 
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Tutor Timesheets -  Please note time sheets are entered on line 
through Staffconnect. 

 
New Tutors will be notified by the Pay Office to use Staffconnect to 
submit time sheets on line when they have processed your Appointment 
Form. 
 

 

Payment to ITAS tutors is via submission of a tutor claim form(s).   All sections of 

the claim form must be completed and signed and dated.   Tutors will be advised 

of their employee number and job number as soon as we receive this information 

from the Pay Office. 

 

Claim forms must be submitted to the Oodgeroo Unit at Kelvin Grove by midday 

on Friday of each pay week (unless there is an earlier cut-off date due to a public 

holiday).    This will permit checking and approval of timesheets before the cut-off 

date.   Claim Forms submitted after this time may be held over to the following 

pay period. 

 

Please do not submit claim forms directly to the pay office. This may result in 

delays in payment. 

 

Errors or omissions on claim forms will result in delays of approval for payment. 

 

 

All salary payments are made by direct deposit to your nominated account.   It is 

essential that you fill in a new banking details form for any change to your 

banking details or there are any changes to your tax file declaration number form. 

Please ask the Admin Assistant at Oodgeroo Unit for these forms.   QUT works to 

a fortnightly pay schedule with payment made on Wednesday of each pay week.   

 

 

Your fortnightly payslip is available in electronic format through your Personal 

Profile – StaffConnect. 
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Staff ID Cards 

 

You will need a staff card to obtain QUT access passwords which enable you to 

access the library, QUT’s e-mail and other systems including QUT Virtual. 

 

If you are a new employee you can obtain your Staff ID card at the following 
locations: 
 

Gardens Point: Level 1, A Block, Student Centre 

Kelvin Grove  Level 6, F Block, Student Centre 

Carseldine  Level 2, C Block, Student Centre 

Caboolture  Level 1, H Block, Student Centre 

 

QUT Access Passwords 

 

To obtain your QUT access password you must take your staff ID card to the 

Student Copying and Printing Services section at one of the following locations: 

 

  Gardens Point: Library, V Block, Level 4 

  Kelvin Grove  Library, R Block, Level 3 

  Carseldine  Library, R Block, Level 2 

  Caboolture  Library, B Block, Level 2 

 

You may also obtain a new QUT access password if you have forgotten your 

current password. 

 

Contacting the Oodgeroo Unit 

 

If you have any queries regarding your appointment as an ITAS tutor please 

contact Annie Tyhuis, Administration Assistant: ITAS, at the Kelvin Grove 

campus in the first instance.   Annie may be contacted by telephone on          

3138 3036, or by fax on 3138 3982 or e-mail at a.tyhuis@qut.edu.au 
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Enquiries: 
 

General enquiries may be made at any Oodgeroo Unit office: 

 

Gardens Point: Room 104, X Block 

Telephone  3138 1548 

   Fax  3138 1549 

 

 
Kelvin Grove:  Room 205, B Block 

Telephone 3138 3610 

   Fax  3138 3982 

 

 

Carseldine:  Room 409, C Block 

   Telephone  3138 4599 

   Fax:  3138 4705 

 

Caboolture:  Room H1.04, H Block 

   Telephone  (07) 5136 7447 

   Fax:  (TBA) 

 

 

Appointment Letter 
Tutors will receive a confirmation of appointment letter when they have been 

allocated student/s. As a requirement by the ITAS Funding Provider, a copy 

of this letter is also enclosed for Tutor to sign and return to Oodgeroo Unit as 

soon as possible. 
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