
Your Academic 
Personal Tutor will 

help you to maximise 
your success and feel 

part of the vibrant 
academic community 

in your School

Why should I attend my Academic Personal 
Tutor appointments? 

 

 It can take a little time and effort to build a good 
partnership with your Academic 
Personal Tutor, but it’s worth it! 

They are often well connected and can give 
you advice, guidance and encouragement, 
helping you to address quickly any 
challenges you experience, enabling you to 
succeed and make the most of your time at 
Leeds. 

Why do I have an Academic Personal Tutor –
what can they offer?

Working in partnership and through regular contact 
you will develop a professional and supportive 
relationship with your Academic Personal Tutor. 
They will:

 Assist you in reviewing your academic 
progress, helping you to develop 
independent learning skills 

 Encourage you to reflect on your learning, both 
within and beyond the formal 
curriculum, and to consider how it contributes 
to your future development and career 

 Support your personal and professional 
development providing initial advice and 
signposting to careers guidance, 
co-curricular opportunities and other services 

 Listen. Adjusting to University life can be 
challenging. There may be times when you 
would like support in relation to 
circumstances impacting on your studies. If 
you are feeling stressed or anxious you can 
turn to your Academic Personal Tutor, they 
will be able to make referrals to other 
services in the School, Faculty and wider 
University as appropriate. 

An Academic Personal Tutor is an important contact within your academic department and will 
play a crucial role throughout your time at University and beyond. They will help you to 

maximise your success and enable you to feel part of the vibrant academic community in your 
School.

 

 



 
 

Read our tips on how 
to make the most of 

your Academic 
Personal Tutor 

appointment

Tips for making the most of your Academic 
Personal Tutor appointment:

It’s a two-way partnership. Optimise your experience 
by taking responsibility for your academic, personal 
and professional development by: 

 Attending and actively participating - following the 
commitments of the University Partnership 
framework 
(https://www.luu.org.uk/about-us/about-the-leeds-
partnership/). Confirm in advance non-
attendance with good reason and ask to arrange 
an alternative time 

 Preparing for meetings - submit any preparatory 
material via Pebblepad in good time 

 Utilising resources - make appropriate use of 
MyCareer (https://mycareer.leeds.ac.uk/) and 
other online resources 

 Recording and reflecting on your co-curricular 
activities and skills development regularly

 Informing your Academic Personal Tutor, at the 
earliest opportunity, of any circumstances that 
are affecting your ability to study, so that you can 
be supported appropriately 

 Following up on agreed 'next steps' - bring any 
outcomes ready for discussion at the next 
meeting 

 Staying in touch - engage with any 
communications between meetings 

 Requesting additional meetings with your 
Academic Personal Tutor regarding specific 
welfare or academic issues 

If you have concerns about the Academic 
Personal Tutor process, you can discuss 
these with your Student Support Office.

https://mycareer.leeds.ac.uk/
https://www.luu.org.uk/about-us/about-the-leeds-partnership/C
https://www.luu.org.uk/about-us/about-the-leeds-partnership/C


Your tutor can 
signpost you to 

relevant resources that 
can help with your 

career development.

Faculty of Biological Sciences Students

Q: How often will I meet my Academic 
Personal Tutor? 

A: All students will meet with their Academic 
Personal Tutor 3 times per year in line with Leeds 
for Life expectations.  These meetings will focus on 
your personal development, career aspirations, 
academic progression and your overall health and 
wellbeing. There will also be regular contact in 
between these meetings, by email for example. This 
also applies to students undertaking activities off 
campus such as a work placement or study abroad 
where these meetings might take place virtually or 
over the phone.  You can contact your Academic 
Personal tutor when you need to and should not feel 
you can only raise issues or ask for advice in these 
scheduled meetings.  Finally, you may meet your 
tutor as part of a module. This will often cover 
academic content that is important for your 
programme and will be visible on your timetable. 
   

 Q: Is there a specific format for the 
meetings? 
A: The meeting format will vary. It is likely that you 
will meet your tutor on a one-to-one basis as well as 
in small groups with their other tutees, giving you a 
chance to meet other students who may be on your 
course. You will also have the chance to meet with 
you tutors tutees from other levels of your 
programme.  Meetings are usually 15 minutes long, 
but if you feel you might need more time, just let 
your tutor know by email. Your meetings will be held 
online using the Microsoft application TEAMS or will 
be face to face in our teaching laboratories.  Your 
tutor will contact you about the format, time, and 
date of the meeting. 

Q: How are Academic Personal Tutors 
allocated? 

A: We aim to involve all members of the Faculty of 
Biological Sciences in academic personal tutoring. 
Although some may have less tutees than others 
depending on their other responsibilities.  You will be 
an academic who has a primary affiliation with the 
programme you are studying, or one that is in the 
same School as you are. Our aim is to where possible 
ensure you have the same personal tutor throughout 
your time at the University of Leeds. 

Q: How should I prepare for my 
meeting? 

You will need to complete the relevant workbooks 
in Pebblepad and may want to review any 
discussions from previous meetings or have a list 
of items you to discuss. If you are meeting in a 
scheduled session that is part of a module then you 
need to ensure you have prepared for this session 
as indicated by the module manager.  



By getting to know 
your tutor, and fully 

participating in 
meetings, your tutor is 
better placed to write a 
reference for you when 

you apply for a job. 

Your tutor can talk you 
through the range of 

volunteering 
opportunities 

available to you, or 
explain how to find out 

about how to take a 
year abroad to study, 

or organise a work 
placement. 

Faculty of Biological Sciences Students

Q: How will my Academic Personal Tutor 
contact me? And how can I contact them if 
I need to? 

A: Your personal tutor will contact you via email. If you 
need to contact them use your University email 
account to send them an email. They may also use 
their TEAMS channels,

Q: My personal tutoring meetings aren’t 
going how I would have hoped – how can I 
raise concerns, and can I change tutor? 

A: Raise any concerns with the Student Education 
Office [FBSwellbeing@leeds.ac.uk] who will be able to 
help you. 

In exceptional circumstance it may be possible to 
change your tutor but it is unlikely you will be able to 
request a specific tutor as allocations are made based 
on workload taking into account all the responsibilities 
that person may have.

Q: Is my Academic Personal Tutor the 
only person I can go to for help?
A: There is a range of advice and guidance available to 
support you throughout your time at Leeds. You can 
approach your Academic Personal Tutor in the first 
instance for all matters relating to your studies and 
university life.  They may suggest somebody else that 
would be better to contact if they have more 
experience or knowledge in a specific area or if you 
have a specific concern.  In addition, the Student 
Education Office can advise on all University 
processes from enrolment to graduation and, whatever 
the situation, will help you find the right person to talk 
to.


