V11 - Academic Workload Planning Model – Appendix 1


Appendix One

Allocations for Support Activities over and above normal expectations

Hours are based on 1400 hrs; that is, hours after RSA

There are a number of activities (e.g. student support, quality procedures, personal tutoring, course development, committee membership) that all academics are expected to engage in.  In recognition of this fact, all staff have a allocation of 300 hours to cover these activities.  Where an individual is asked to do more than the normal baseline activity, the figures given in this Appendix will be used as a guideline.

It is anticipated that within each School there will be local administrative duties that reflect the particular balance and work of the School.  Any allocation of time for these duties should only be given in the context of, and after consideration of, the guidelines described below.

	
	up to 10 academic FTEs
	11-20 academic FTEs
	21 or more FTES

	Range (hrs)
	up to 140
	141 to280
	281 to 560

	% of 1400 hrs
	10%
	10% to 20%
	20% to 40%


Framework Management (where a School operates a cross-subject group or similar framework involving multiple programmes/pathways)

	
	Medium ≤ 10 titles
	Large > 10 titles

	Range (hrs)
	141 to 350
	350 to 700

	% of 1400 hrs
	10% to 25%
	25% to 50%


Programme/Pathway Management

	
	Small ≤ 40 FTEs
	Medium ≤ 100 FTEs
	Large > 100 FTEs
	Very Large / Unusually Complex

	Range (hrs)
	Up to 140
	141 to 350
	350 to 500
	500 plus

	% of 1400 hrs
	10%
	10% to 25%
	25% to 50%
	50% +
by agreement


The Programme/Pathway management team to decide the split of hours between members.  In the case of any disputes, the Dean will arbitrate. The Dean will need to inform HR on the rationale for allocations over 50%.

	
	
	
	

	
	
	
	

	
	
	
	


Module Leader (content same – just moved order of this in relation to other allowances)
For the vast majority of modules, this is handled by the FST and Time for Preparation and Assessment allocation

For staff responsible for particularly large or complex modules, discussions will be held between the Subject Group Leader and the Dean.  The Dean, after consultation with HR, will determine whether an additional support time allocation will be made. Any such allocation will be notified to HR, along with the rationale, so that consistency is achieved across the University.

School Postgraduate Research Tutor

	
	up to 10 MPhil/PhD FTEs
	11-20 MPhil/PhD FTEs
	21or more MPhil/PhD FTEs

	Range (hrs)
	Up to 40
	41 to 80
	81 to 120

	% of 1400 hrs
	3%
	3% to 6%
	6% to 9%


Student Recruitment/Admissions

	
	Small

normally a single programme/pathway
	Medium

Multiple programmes/pathways
	Large

Cross-School responsibility

	Range (hrs)
	Up to 100
	101 to 250
	251 to 480

	% of 1400 hrs
	7%
	7% to 18%
	18% to 34%


Marketing/Business Development

The type of activity will vary greatly from providing copy to be used in marketing to developing business opportunities, for example.  The hours allocated will therefore vary greatly depending on the role undertaken.   The hours allocated to each individual will be determined by the Dean.   A record of the hours allocated and the role being undertaken will be lodged with Human Resources so that a comparison of roles and allowances can be made.

Partnership Co-ordination (centre/programme/pathway level)

The hours for this activity will be reflected in the business plans developed for each partnership.  

Overseas travel time is covered in the main document.

KTPs/CIPs

Each KTP/CIP indicates the number of hours of staff time at FEC rates

Delivery of WfD courses

Hours for delivery of non-credit bearing WfD courses will be counted as FST in line with the main document

Personal Tutoring

As part of their baseline activities, all staff are expected to undertake Personal Tutoring duties.  Where a School may operate scheduled additional drop-in surgery sessions, for example, additional hours as part of the 1400 hours will be allocated in-line with the number of hours scheduled;  e.g. 2hr surgery scheduled for 25 weeks would be 50hrs

Support for Students with Special Needs

	
	Small - School ≤ 1500 FTEs
	Medium - School ≤ 2500 FTEs
	Large - School > 2500 FTEs

	Hours
	70
	140
	280

	% of 1400 hrs
	5%
	10%
	20%


e-learning co-ordination and student support
e-learning co-ordination is a key activity within a School and involves more than one person in a School.  The e-learning co-ordinator, in conjunction with the Dean, will determine the distribution of the hours amongst individual staff.

	
	Medium - School ≤ 2500 FTEs
	Large - School > 2500 FTEs

	Hours
	560
	840

	% of 1400 hrs
	40%
	60%


Individuals supporting students undertaking programmes on an e-learning basis will receive 1 hour of notional FST credit per student per 20 credits as a norm, e.g. 20 students undertaking 60 credits would generate a workload allocation of 60 hours of FST or 50 students undertaking 20 credits would generate an allocation of 50 hours of FST.

Learning & Teaching Co-ordination

	
	Medium - School ≤ 2500 FTEs
	Large - School > 2500 FTEs

	Hours
	560
	840

	% of 1400 hrs
	40%
	60%


The role of Learning & Teaching co-ordination is a key activity within a School and involves more than one person in a School.  The Learning & Teaching co-ordinator, in conjunction with the Dean, will determine the distribution of the hours amongst individual staff

Timetabling
The split between administrative and academic involvement will vary from School to School.  Any allocation made to academic staff will count towards the 1400 hours and will be reported to Human Resources.

Examination Officers

	
	Small - School ≤ 1500 FTEs
	Medium - School ≤ 2500 FTEs
	Large - School > 2500 FTEs

	Range (hrs)
	Up to 50
	51 to 125
	126 to 240

	% of 1400 hrs
	4%
	4% to 9%
	9% to 17%


The senior Examination Officer, in conjunction with the Dean, will determine the distribution of the hours amongst individual staff.

University Teaching Fellow

	Hours
	560

	% of 1400 hrs
	40%


The hours may be split between the University and the School.  The activities undertaken will reflect the University and School priorities and will be decided upon in conjunction with the Dean and CLQE 

Placement Co-ordinator
The hours for this activity will be discussed with the Dean and the rationale for the level of allowance will then be submitted to HR so that they can coordinate/monitor allocations across the university
Other Activities

Allowance for other activities appropriate to the particular working environment, will be determined by the Dean and the rationale presented to HR.

Research and Taught Project Allocations

Research Supervision for candidates registered at Teesside University will receive the following FST allocations

Research Supervision for candidates not registered at Teesside University do not receive any FST allocation

PhD
The Director of Studies will receive 120 FST hours over the life of the PhD.  The allocations per year will depend on the candidate's enrolled status

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	3 year full-time
	40
	40
	40
	
	
	120

	First two years full-time and then part-time
	40
	40
	24
	16
	
	120

	First year only full-time and then part-time
	40
	24
	24
	24
	8
	120

	All years part-time
	24
	24
	24
	24
	24
	120


The other supervisors will receive 36 FST hours in total spilt between them. In the case of any dispute, the Director of Studies, in conjunction with the Dean, will make the final decision.

	
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	3 year full-time
	12
	12
	12
	
	
	36

	First two years full-time and then part-time
	12
	12
	8
	4
	
	36

	First year only full-time and then part-time
	12
	8
	8
	8
	
	36

	All years part-time
	8
	8
	8
	8
	4
	36


MPhil
The Director of Studies will receive 80 FST hours over the life of the MPhil.  The allocations per year will depend on the candidates enrolled status

	
	Year 1
	Year 2
	Year 3
	Year 4
	Total

	2 year full-time
	40
	40
	
	
	80

	First year only full-time and then part-time
	40
	24
	16
	
	80

	All years part-time
	24
	24
	24
	8
	80


The 2nd/3rd/nth supervisors will receive 24 FST hours in total spilt between them. In the case of any dispute, the Director of Studies will make the final decision 

	
	Year 1
	Year 2
	Year 3
	Total

	2 year full-time
	12
	12
	
	24

	First year only full-time and then part-time
	12
	8
	4
	24

	All years part-time
	8
	8
	8
	24


1. Note
2. Where a student enrols as an MPhil but later transfers to a PhD, the combined hours will not exceed those had they registered as a PhD direct

3. Year 1 will normally be the year of registration.  Where a student registers late in the academic year, the allocation can start the following year. The start date for the allocation will be agreed by the DOS and Subject Group Leader.  In the case of a dispute, the Dean will arbitrate

4. If a student withdraws after December, the hours for that year will remain with the supervisor.

Undergraduate Project - applies to 40 or 60 credit projects

	Laboratory project
	9 FST hrs

	Dissertation or non-laboratory project
	6 FST hrs


	Master's project
	16 FST hrs

	Diploma or other individual projects of 20 credits 
	4 FST hrs


The allocation for taught projects includes supervision, marking, vivas and second marking/vivas for an equivalent number of projects.

Where a project is spread over more than one academic year (e.g. for part-time students) the total hours can be spread across both years

Membership of Research Institute

Maximum workload allocation available to successful applicants

	Agreed Level of Membership


	% of total workload
	Total workload hours 
(out of 1400 hrs p.a.)*

	Level 1
	From 0% to 20%
	0 - 280

	Level 2
	From 20% to 40%
	280 – 560

	Level 3
	60% - 90%
	 840 - 1260


This list is not exhaustive.
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