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DESCRIPTION:

 Each year in October or November, Finance distributes two documents to the Deans indicating the number of sections allocated to each program area within their faculty.  

The Calculation of Available Sections form indicates the number of sections and changes (reductions/additions/re-allocations) made to the Ed Plan for the upcoming Academic Year (September 1 – August 31).  

The Allocation of Sections for Regular and Contract Faculty form indicates the names of the regular faculty assigned to the program area and the number of sections they are teaching each term for the Fiscal (April 1 – March 31) as well as the Academic Year, plus it lists the number of new regular faculty positions to be created and the number of contract sections which will be available for each program area.

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 teaching 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 course (4 hrs per week daytime or 3 hrs per week evening) 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 (PD).  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.  
Non-instructional workload (done by Librarians, Counsellors, Learning Specialists, etc.) 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 non-instructional faculty teach their 8 sections over the Fall, Winter term and the summer terms (3, 3, 2 or 2, 3, 3) and take their PD and Vacation throughout the year.  
Each course is assigned a sectional equivalent based on the contact hours with students.  1 section is based on 4 hrs per week of lecture time, or 6 hrs per week of Individual Learning time or 8 hrs per week of Practicum time or 8.75 hrs of Library/Counselling/Programmer time.  

The courses being taught by each faculty member and their sectional equivalents are recorded on the Faculty Workload document created by the AO/Chair/Coordinator.

STEPS: (to record information on the Calculation of Available Sections (CAS) form and the Allocation of Sections for Regular and Contract Faculty (ASRCF) form).   
1.
The number of sections for the fiscal and academic years on the CAS form is divided into semesters (Summer, Fall, Winter, Summer) and is recorded in the Sections Available block for the appropriate semester.  
2.
The courses recorded on the Class Schedule Forms received from the Chairs/Coordinators are counted manually to determine the number of courses/sections offered at each campus by each semester and are recorded in the appropriate boxes on the ASRCF document.  The number of coordination sections and project sections in the budget are recorded on the ASRCF document in the Non-Instructional box for each semester.  The number of Instructional sections added to the Non-Instructional Sections should match the total number of sections allocated for each term.   The total sections allocated for the semester should match the workload record for all of the faculty teaching in the semester (regular and contract faculty).
3.
Record the number of sections for each regular faculty member for the Summer/Fall/Winter/ Summer semesters on the ASRCF form.  Record the percentage of salary for the fiscal and/or academic years for each faculty member.  Enter any comments which apply to each faculty member; e.g., date of retirement, increase or decrease in workload with effective date, secondments with dates, a comment if the faculty member’s work is split between multiple program areas.

STEPS: (to reconcile sections with Finance each semester and at year end)

1.
Each semester, the sections allocated in the budget for each program area for the specific term are reconciled against the sections used.  This is done in conjunction with the Manager, Financial Information.    Reconciliation ensures that sections are charged to the appropriate projects and program accounts, and to identify unused or over budget program areas.  

2.
Faculty workload can be entered into Banner at any time during the year but must be done by Sept. 30th for the Fall term; by January 31 for the Winter term; and by May 31 for the Summer term.   No faculty member should have more than 8 sections in a year.  To do the reconciliation, ensure that the number of sections on the faculty workload document matches the information entered into Banner.  The Manager, Financial Information, will contact you each term to let you know when the term will be reconciled (usually near the end of the term) and send you two Excel reports for the term being reconciled, one by faculty member and one by program area.

3.
After entering the workload for each faculty member for each program area, you may want to run the WSRWDET (Faculty Workload Detail Report) for each faculty member to get them to confirm their workload for the year.  

To reconcile your sections with Finance, run the WSRWSUM (Faculty Workload Summary) report and SYRNDET (Faculty Non-Instructional Workload Detail) report in Banner for the term being reconciled.   WSRWSUM indicates the number of sections of instructional and non-instructional work that has been done by a faculty member for the term.  SYRNDET indicates the codes and sections of work done by faculty members that is non-instructional, leave of absence (for any reason) and/or project work; e.g., Coordination (COOR), Short Term Illness (STIP), Long Term Disability (LTD1), Substitute faculty for illness (SUBS), Leave Without Pay (LWOP), Project work (PROJ) and cost code for work to be charged to.

4.
To balance, add the number of sections for the projects to the number of sections in the budget for the program area and record this on the reconciliation report in the Added Sections column.   On the WSRWSUM report, subtract the STIP, LTD1, LWOP and SUBS from the totals and enter this amount on the reconciliation report.  The difference between these numbers indicates whether the program area is under budget or over budget.  At the Dean’s discretion, sections can be moved from one program area to another or one term to another to balance the sections within a fiscal year.
REFERENCES:

1. Article 14 of the DCFA (Douglas College Faculty Association) Collective Agreement
ATTACHMENTS:

1. Calculation of Available Sections sample
2. Allocation of Sections for Regular and Contract Faculty sample
Sample Documents:
3. Workload Document - sample
4. Excel spreadsheet report by faculty member (from Manager, Financial Information) - sample
5. Excel spreadsheet report by program area (from Manager, Financial Information) - sample
6. WSRWDET, WSRWSUM and SYRNDET reports from Banner - sample
7. Reconciliation Report - sample
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