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DESCRIPTION:
Faculty Workload must be recorded on a Faculty Workload document and entered into Banner for each faculty member in your faculty. This workload includes instructional time, coordination time (COOR), sick time (short term (STIP) and long term(LTD1)),  leave without pay (LWOP), banked time earned (BKER), banked time taken (BKTK), Unbudgeted Time Release (UBTR), Sections shortfalls (SESF) and Sections Made Up (SFMU)Maternity Leave (MAT) etc.  The workload for all of these types of work for a full-time Regular Faculty add up to 8 sections per academic year.
Faculty Workload is based on faculty teaching hours per course.   See Article 14 of the DCFA Collective Agreement regarding Contact Hours for the various types of instruction.  
Full-time workload is considered to be classroom instruction of 16 hrs per week.  Most courses are taught 4 hours per week x 4 courses for a total of 16 hours per week.    1 three credit course (usually 4 hrs per week [daytime] and 3 hours per week [evenings]) is considered 1 section.  Regular full-time faculty teach 8 sections per year and then receive 42 days vacation, 21 days accountable time and 21 days professional development.  
Non-instructional workload (done by Librarians, Counsellors, Learning Specialists, Projects, Coordination, Substitutions) is usually based on 131.25 hrs per section divided by 7 hrs/day = 18.75 days per section.  Full-time work is 8 sections per year plus 42 days vacation, 21 days accountable time and 21 days professional development.  Most instructional faculty teach 4 sections in the Fall term, 4 sections in the Winter term and in the summer term, they do their Accountable time and take their PD and Vacation.
STEPS:

1.
 To record information on the faculty workload document, login to Excel:
On the H Drive, under Directory: SDJackb, Education Plan, 07/08 workload, click on appropriate page of plan; i.e. EASL, DVST.    Find the person’s name on the Ed Plan and record the appropriate Term, the course ID, section # and workload (see sample plan attached).
 2.
To record faculty workload information in Banner, login to Banner:
Click on Student System Menu, click on Faculty Load Menu, click on Faculty Assignment Form, enter Faculty ID number, tab and enter Term code, page down, and enter workload into the “Override Workload” block in the course they are teaching or in the Non-Instructional Screen, enter the pertinent code, click on table for code options; e.g. COOR for Coordinator and then enter number of sections worked, then save (F3) the information.  Use Ctrl F4 to return to the top of the Instructional screen to enter the next instructor ID.
3.
If a conflict is identified due to the class times and dates and you need to save the information anyway, click on the “Override Conflicts” box, then F3 (Save) again.
4.
After entering this information, you can run various Workload and FTE Service reports in Banner.  WSRWSUM - Workload Summary Report, WSRWDET - Workload Detail Report for a person, SYRNDET – Non-Instructional Workload Report, WSRWFAC – FTE by Discipline & Contract Type.

These reports are used to balance your sections for the semester for each program area with the sections in the College Budget.  This is done in conjunction with the Manager, Financial Information.

ATTACHMENTS:
1.
Sample Faculty Workload document 

2.
Banked Workload Procedures 
3.
Banked Time form

4.
Banner Reports:
WSRWSUM - Workload Summary Report 
WSRWDET - Workload Detail Report for a person 
SYRNDET – Non-Instructional Workload Report 
WSRWFAC – FTE by Discipline & Contract Type
5.
Banner Table


STVNIST – Faculty Non-Instructional Type Code Validation
