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Workload Philosophy:  

The responsibility of each university tenure-line faculty member should be determined in such a way that each person can make significant contributions toward achievement of the mission and objectives of the institution as well as enhance individual professional development.  Of paramount importance for fulfillment of the mission and goals of the University are effective teaching, completion of substantive research and other scholarly activities, and sufficient opportunity for professional renewal and development.  Additionally, faculty members are necessarily involved in university governance, academic program development, curricular design, and other service activities and professional duties.  Faculty workloads and, subsequently, the opportunity, recognition, and rewards for realization of those workloads, must align with the institution’s mission.  Individual workload assignments vary from one another to better achieve the overall mission and goals of the University’s programs and/or to more effectively utilize each individual member’s strengths.  Faculty as a whole share responsibility for completing the teaching, research, and service functions of the University and will be provided with opportunities to participate substantively in and contribute to all three of the major functions.

General workload policy:

· This workload policy is based on work units, which can be assigned for teaching, research and scholarly activity, or service.  Each faculty member is responsible to fulfill an average of 13.5 work units each semester based on an academic year.  Work units are based on the guidelines outlined in this policy.

· In order to accomplish the administrative task of matching faculty with work to be done, the workload policy detailed here gives priority to teaching and scholarly/research activity. 

· Responsibility for faculty workload assignments in compliance with this policy and the related rules and regulations is the responsibility of the school chair. The dean will hold the chair accountable for individual compliance and assuring that the work of the school gets done.  Chairs will distribute the duties in their unit so that each faculty member contributes according to his or her capabilities and experience.  The chairs will report the workload of individuals in their units each semester to the Dean.  A reporting format will be developed.  

· Faculty members are responsible for reporting their own service and scholarship work units at the beginning of each semester and discussing changes with the school chair.  At the end of the each semester, faculty can update the report to reflect changes in responsibilities and accomplishments. 

· Faculty members will not be assigned work load units for activities that are compensated above the normal contract amount (overload payments or stipends).

· Work units for course buyouts will be assigned by the chair in consultation with the Dean.

· The workload of school chairs will be guided by the “Responsibilities of the Department Chair” as stated in the NIU Academic Policies and Procedures Manual.

· This faculty workload policy may be modified based on budgetary constraints.

TEACHING

The NIU strategic plan emphasizes engaging the students in research and applied learning; therefore learning environments should be planned to include this focus where ever possible. Teaching assignments may include teaching evenings, weekends, off-campus as well as on campus courses. 

GENERAL GUIDELINES FOR COURSES:

Organized lecture course: 

Undergraduate or graduate one semester credit hour course= one work unit (most student evaluation is objective and does not include extensive writing).  Assume 48 contact hours and preparation/grading hours for each credit hour per semester (16 contact hours plus 32 hours preparation for each credit hour).
 
When one or more of the following conditions are met, a higher work unit value may be assigned: 
· courses requiring a high degree of individual instruction,
·  preparation of courses being taught by the faculty member for the first time, 
· development/conversion  to on-line format, or 
· other instructional duties which require a more than average amount of effort.
Any change will be justified and documented on the workload report.   


Class size (10 day count) or teaching online may be factors and allow for the use of multipliers and/or adjustments.

	Class Size
Face to Face
	Multiplier per credit hour *
	Adjustment for online courses per course *

	31-45
	1.0
	Add 0.3

	46-60
	1.0
	Add 0.4

	61 to 99
	1.1
	Add 0.5

	100 – 149
	1.2
	

	150 to 199
	1.3
	

	200 to 249
	1.4
	

	250 to 299
	1.5
	

	300 to 349
	1.6
	

	350 or larger
	1.7
	


			
* Class with GA support for teaching, laboratory instructors/ adjuncts – multiplier may be removed or reduced based on the number of GA hours per course.
	GA hours
	Adjustment per course

	< 5 hours
	Deduct 0.1 work units

	< 10 hours
	Deduct 0.2 work units

	< 15 hours
	Deduct 0.3 work units

	<  20 hours
	Deduct 0.4 work units



Other factors that may include an additive adjustment

	Factor
	Adjustment

	Courses pre-designated by school and college assessment or curriculum committees as having significant writing or computational requirements -assignments that are given written grades and significant feedback. Class size is a consideration in this adjustment 
	Add up to .5 work unit per course

	Honors subsection 
	Add up to 0.2 adjustment/course

	Combined undergraduate and graduate courses scheduled with simultaneous meetings
	Count as one course and add up to 0.2 adjustment/ combined course 

	Course consisting  50% or more of guest speakers or team teaching
	Subtract 0.5 adjustment/course

	Repeat sections of a course in the same semester
	Subtract 0.5 adjustment for 2nd or subsequent courses

	More than 4 different course preparations per year
	Add 1 to 2 work units per year



	When undergraduate or graduate classes have fewer than the university minimum enrollment (with the exception of those classes requiring fewer due to state or accreditation guidelines e.g.  nursing clinical) work units for these small classes may receive a negative multiplier based on the 10 day final enrollment.
	Class level
	Minimum class size
	Actual Class Size

	100-200
	20
	16-19
	10-15
	< 9

	300-400
	15
	13
	11
	<

	500
	8
	6
	4
	<3

	600 
	5
	3
	2
	

	Multiplier per credit hour
	1.0
	0.9
	0.8
	0.7












Laboratory courses:
	
Courses with an embedded lab:  
1 credit hour for the course = 1 work unit 
	Stand alone lab – one contact hour/ week = 0.5 work unit 
Repeat sections of a lab receive 0.025 work units per credit hour

Office hours:  Academic Policies and Procedures Manual (section II, item 23)
Faculty members who teach are expected to maintain regular office hours or other means for promoting student-faculty consultation, in accordance with department policy. Office hours should be included in course syllabi and publicly posted each academic term. Arrangements more convenient to students than office visits, e.g., e-mail or chat groups, may be substituted for standard office hours where provided for by department policy. 
Student contact hours:  Every faculty member recognizes that a certain amount of student contact is part of one’s work as a teacher.  Answering students’ questions, listening to their concerns and other problems are complements to the classroom and, thus, parts of the ordinary workload.
Academic Advising (undergraduate or graduate): Helping students plan their class schedules, degree completion and career paths constitute academic advising.  Workload credit may be awarded to a faculty member who is actively advising students in excess of 40 students.  Demonstration of satisfactory advising of excessive numbers of students is required to support the continuation of workload credit for advising.  Faculty who do not advise students or advise fewer students may have 0.5-2 work units subtracted from their workload per year. 
Instructional Improvement:  Efforts to improve an individual faculty member’s courses and/or teaching methodology are considered to be a part of one’s normal teaching assignment. A faculty member assigned the task of developing a new academic program, or experimenting with new pedagogies or technologies with a view toward departmental implementation may be given a reduced workload assignment of up to 1 course.  
The designation of alternative professional assignments which are deemed equivalent to all or part of a faculty member’s teaching load requires the approval of the school chair and is subject to approval of the college dean.

GUIDELINES FOR SPECIFIC COURSES:

	Direct Supervision:

Nursing Clinical Courses: 2 credit hour practicum/clinical course = 3 work units; NIU faculty is the preceptor/instructor, full day (based on 2 credit hours x 1.5 factor)

Clinical teaching/supervision (SLP, RC, PT, & Audiology) - Supervise student clinical work to meet accreditation requirements when not teaching the credit-bearing class:   10 hours/week in the clinic/48 = 0.21 work units

Clinical supervision (MFT)  - 3 work units for FCNS 633/639 for up to eight students; Clinic runs 50 weeks per year  3 work units for combined sections of 633/639 each semester.

	Indirect Supervision:

Indirect supervision of student teachers: On-site cooperating teacher, one section of 5 to 7 students = 3 work units (may be adjusted for fewer students)

Indirect supervision of interns and practicum students with on-site preceptor or supervisor - one section of the course with 14 to 22 students enrolled = 3 work units (includes work with students in prior semesters) (Co-op FCNS 356 may be adjusted based on the number of students concurrently enrolled in FCNS 474) (may be adjusted for larger or smaller enrollments). This assumes consistent contact with students and at least one visit per site.

Indirect supervision of graduate interns + grading comps: Comps: 6 – 9 questions = ¼ unit (based on 12 hours/semester/48)

Thesis, research projects, capstones, in-course honors, internships or independent study: average hours per week/48 = # work units (May be adjusted at the discretion of the chair).  This does not apply when the supervision is counted as a course.

Faculty who need to practice their specialization in order to maintain state licensure may have workload credit provided the practice is performed for Northern Illinois University without additional compensation.



RESEARCH/SCHOLARSHIP:

This workload category includes research, writing of external research or training grants, and other scholarship related to the mission of the college.  This may encompass the scholarship of discovery, scholarship of integration, and scholarship of application (Boyer, 1990).  Research/scholarly activity does not include reading performed primarily as preparation for teaching, which is part of instruction.

Workload assignment in any semester will be determined by the school chair and will be based on a qualitative evaluation of a faculty member’s past productivity and the potential of the proposed work.  A score sheet of the value of various scholarly activities will guide these assignments.  Higher expectations are held for senior faculty.  Probationary faculty members may be assigned additional work units to develop their program of scholarship and research.

The chair may assign research/scholarship workloads up to three work units each semester, contingent upon available resources and program needs. Research workloads greater than three work units each semester will require prior approval of the dean. A faculty member with grant funding can buy out his/her course in excess of the three work units if temporary instructors with appropriate expertise can be hired.  If content expertise is not available, an overload may be allowed.

The faculty member will make a written progress report each semester on the research/scholarly activity for which workload assignment has been made.  Faculty will provide documentation to the chair of the outcomes of their scholarly activity.  The continuation of workload assignment for research/scholarly activity in subsequent semesters is contingent upon verification of tangible outcomes.  

SERVICE:
	
The allocation of faculty time to various service activities such as committees, administration, institutional/public service or other professional service should reflect the mission, goals and needs of the school or college.  

Faculty participation in the work of committees is recognized as the appropriate mechanism through which faculty contribute to the decision-making process of the university.  Individual participation varies widely from one committee to another depending on the work scheduled by the committee and the faculty member’s level of involvement. Work units should be assessed and assigned in regard to the time intensity of the committee and the role of the faculty member on the committee.  Time intensity will be calculated based on number of meetings, length of meetings, and preparation/follow-up time (reading, planning, preparing minutes, phone calls, and additional meetings) required.

One work unit per semester will be given for faculty member participation in college, school, area, and program meetings and participation in university events (commencement, recruitment, grading comprehensive examinations, assessment, convocation, etc.)  The school chair can increase or decrease this allocation based on time intensity and faculty member responsibilities. In determining work units for the allocation of faculty time to service activities, 50 clock hours (approximately 3 hours/week) = one work unit.  

Service assignments exceeding three work units must be approved by the school chair and college dean.

External service activities may include (but are not limited to) work with professional associations, governmental agencies, public schools, business and industrial organizations, health services, etc. External service activities may not include those that are unrelated to academic pursuits such as membership in or ordinary personal involvement with professional organizations, civic clubs, church groups, etc, nor does it include any kind of service for which extra compensation (honorarium, fee, stipend) is paid to the faculty member.  

Work units associated with academic administrative responsibilities are outlined in the respective position descriptions.  These work units apply to positions with formal titles that are recognized within the NIU personnel system (area/program coordinator, laboratory faculty director, and director of graduate studies).	

Work units for program coordinators are assigned based on the agreement between the school chair, coordinator, and dean at the time of appointment and reviewed annually.  Since coordinator responsibilities may vary among areas, work units assigned for coordinator duties may vary. The college Policy on Coordinator Appointments will guide the discussions between the chair and coordinator and/or dean as appropriate
	

Timeline for Implementation of Faculty Workload Reports

	Date
	Activity 
	Person responsible

	Beginning of semester
	List of courses taught by tenure line faculty is identified
	Associate Dean and Office Associate

	Day 10 of fall or spring
	10 day count is used to generate the courses table for the Access template
	Associate Dean and Office Associate

	3rd week of term
	Load course table into the Access template
	Associate Dean, Business Manager, and IT 

	
	Invitation to faculty to complete the form
	Associate Dean

	4th & 5th week of term
	Faculty members complete the form
	Tenured and tenure track faculty members

	End of 4th week of term
	Reminder to faculty to complete the form 
	Associate Dean

	
	Trouble shooting on faculty problems
	Business Manager and IT

	6th week of term
	Convert Access template to report
	IT and Business Manager

	7th week of term
	Review reports and assign values to activities as needed.  Modify assignments for next term as appropriate.  Communicate modifications to faculty members
	Chairs

	No later than the end of finals week
	Faculty may update reports and communicate with chairs regarding changes
	Faculty members

	Between terms
	Chairs review and make modifications to the plan
	Chairs

	End of academic year
	Chair reviews faculty reports for academic year and communicates outcome to faculty
	Chairs

	Throughout the year
	Dean may review the reports
	Dean
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