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General information

BACKGROUND
Previously only a single FAN has been available for all types of Faculty Appointments.  In 2004 the Faculty Limited Duties Appointment (FLDA) form was added to the appointment process in order to capture teaching data for limited duties instructors.  In order to address the concerns of duplication and system data flow arising from this additional form, we have worked with HRIS to create a separate form for PT appointments, leaving room for us to develop a FAN for FT appointments.

The form used to capture all appointment information for full-time Faculty is called the Full-Time Faculty Appointment Notice.  This form is available on the HR web site at: http://www.uwo.ca/humanresources/leadermanager/pay_admin/forms_index.htm
Also available are documents detailing the codes for specific fields at: 

http://www.uwo.ca/humanresources/peoplesoft/support_docs/codes_index.htm
WHEN IS THE FT FAN COMPLETED?
The FT FAN is completed for all RF and RP appointments.   This includes the following appointment types:  

01 
Tenured

02
Limited Term

03
Probationary

09
Other Medical

14
Externally Funded

15
Visiting

16
Permanent

HOW MANY APPOINTMENTS ARE ASSOCIATED WITH A FT FAN?
Only ONE appointment can be created with a FT FAN.  

WHERE WILL THE DATA BE DISPLAYED IN HR?
The appointment (job) information will continue to display on the job data panels.  

HOW DO EMPLOYMENT RECORD NUMBERS WORK?
Employment record numbers are created when the appointment in entered in PeopleSoft HR. The lowest employment record number available is selected, which is normally 0 for the first RF appointment.  An employment record can only contain one active job at a time.  

Therefore if a person has more than one appointment, such as in the case of a joint appointed faculty member, the primary appointment, defined as the RF, is entered on one employment record, and the secondary appointment, defined as the RP, exists on a second employment record.  

Another instance that may occur for faculty is in the case of extra-load teaching.  Since the Limited Duties (TF) appointment cannot be added to the same record as the existing RF appointment, a new employment record is created.

It may have happened in the past that if a person had more than one employment record that was inactive that it may have “disappeared”.  Our business process is now such that employment record numbers will never be deleted, so you should be able to see all history on a person’s appointment in Departments for which you have authorized access.

FT FAN PROCEDURES

SELECTING THE APPROPRIATE FT FAN BOX

Please indicate the applicable box every time a FAN is submitted.  If you are submitting a duplicate FAN, please be sure to write in and highlight DUPLICATE following the box selected.  Please note the routing required in ITALICS based on the box selected.  

□
NEW FAN  


(Send to Faulty Relations)

□
REVISED FAN 


(Send to Faulty Relations)

□
CHANGE IN ACCOUNT CODE ONLY


(Send to HR Directly)

□
VOID FAN (Individual has declined appointment)


(Send to Faulty Relations)

VOID PROCEDURES

If you choose the selection for voiding a FT FAN you do not need to make any further changes on the FAN.  The appointment end date will be set by payroll/records to be the same as the start date and no payments to the individual will be made.

REVISED FT FAN PROCEDURES

Please remember to highlight any changed fields on the FT FAN so it is clear what is being revised.  

If you have had a FAN entered by payroll records and later realize that the contract type or category are incorrect, you will need to cancel the FAN and create a new FAN.  You can not revise a contract type or category.

FT FAN FIELDS: JOB DATA

EFFECTIVE DATE
Enter the effective date of the appointment.  This is normally July 1.
EMPLOYEE NAME
Enter the employee name in the sequence indicated on the form.  

EMPLOYEE ID
Enter the employee ID number, if known.  

COUNTRY
Enter the address country.

ADDRESS
Enter the full address.

CITY
Enter the address city.

POSTAL CODE
Enter the full address postal code.

PROVINCE
Enter the address province (or state) if applicable.

GENDER
Enter the person’s gender.

MARITAL STATUS
Enter the person’s marital status.

BIRTHDATE
Enter the person’s birth date, in the sequence indicated on the form.

SIN
Enter the person’s Social Insurance Number.

ACTION
Enter the action code.  For many appointments this will be HIR (Hire).  A full list of Action and Reason Codes can be found on the HR website at http://www.uwo.ca/humanresources/peoplesoft/support_docs/action_reason_tbl.pdf
REASON CODE
Enter the reason code.  For many appointments the reason code will be NPS (New Position).  Please note the reason code REA (Reappointment) is no longer available.  Please refer to the HR action/reason code document for a full list of valid combinations.

DEPARTMENT
Enter your Department name.

DEPT CODE
Enter your Department Org number.

JOB TITLE
Enter the person’s job title.  A list of current job titles and codes is located at the end of this document.

JOB CODE
Enter the job code associated with the job title chosen.

APPT END
Enter the end date of the appointment.  This is the last day worked, which is normally the last day of the month. 

JOB STATUS
Select RF or RP.  RF is the primary appointment and RP is used for the secondary appointment (such as the non-home faculty of a joint-appointee).  Both are monthly paid appointments.

STD HRS
For RF and RP appointments you must enter the standard (weekly) hours associated with the job.  This is normally 40 hours for an exclusively RF appointment, or 20 hours if both an RF and RP appointment exist for one individual.

VACATION
This field allows for the selection of NONE or SIX, with the default being NONE.  For all faculty appointments excluding a specific subset of physicians, the field should left at NONE.

CONTRACT TYPE
Enter the contract type code of the appointment.  A full list of contract types and categories is available on the HR website at 


http://www.uwo.ca/humanresources/peoplesoft/support_docs/faculty_contracts_and_categories.pdf 

CATEGORY
Enter the category code for the appointment.  In most cases the category is RG (Regular).  A more frequent exception is for conditional probationary appointments, where the faculty member must still complete his/her PhD within 3 years.  In this case the type is 03 (Probationary) and the category is CO (Conditional).  Please consult the full list of types and categories on the HR website.

TYPE
Both RF and RP appointments are salaried appointments.

RATE TYPE
Both RF and RP appointments are based on an annual salary.

AMOUNT
Enter the annual salary (excluding vacation pay for certain physicians only).

PRINCIPLE 
Enter the Statistics Canada principle subject code.  This is available on the HR website

SUBJECT CODE
sorted by code or description at: http://www.uwo.ca/humanresources/peoplesoft/support_docs/codes_index.htm
TEACHING LOAD
The teaching load for full-time faculty is pre-set to the system default of 9.99. 

FTE
The FTE for full-time faculty is pre-set to the system default of 1.0.

ACCOUNT CODE(s)
Enter the Account codes and the percentage assigned to each account code.

CITIZENSHIP
Enter the citizenship of the individual.  Please contact the Office of Faculty Recruitment COUNTRY
and Retention to provide your new faculty member with assistance in the work permit


application process.  The work permit must be valid at the time the FT FAN is processed.


A full list of country codes is available on the HR web site at:


http://www.uwo.ca/humanresources/peoplesoft/support_docs/country.pdf
CITIZENSHIP 
Enter the citizenship status of the individual.

STATUS
AUTHORIZATION
For faculty possessing a work permit or visa, enter the authorization number.

NUMBER

AUTH START DT
For faculty possessing a work permit or visa, enter the authorized start date shown.

AUTH END DT
For faculty possessing a work permit or visa, enter the authorized end date shown.

PREV EMPL CODE
For new hires or after a break in employment, enter the previous employment code.  


A full list of previous employment codes is available on the HR web site at: http://www.uwo.ca/humanresources/peoplesoft/support_docs/previous_employment_types.pdf
PROV
For previous employment in Canada, enter the applicable province.

COUNTRY
For previous employment, enter the country applicable.

FT FAN FIELDS: EDUCATION DATA

FIRST DEGREE
Enter the code for the first degree the individual attained.  A full list of degrees and their codes is appended.  Please note you must use the actual degree code and not the Statistics Canada equivalent code.  If you do not see the applicable degree code, please contact Faculty Relations for assistance.

HIGHEST DEGREE
Enter the code for the highest degree the individual attained.  A PhD (or equivalent) is considered the highest degree, followed by medical/dental degrees (MD/DDS).  If a person has multiple degrees beyond these two and you are unsure which one qualifies as the highest, please contact Faculty Relations.  A full list of degrees and their codes is appended.  Please note you must use the actual degree code and not the Statistics Canada (01-09) equivalent code.

INSTITUTION
Enter the name of the Institution where the degree was earned.

YEAR GRANTED
Enter the year the degree was granted.  If you do not know the month and day, use 01/01.

PROVINCE
If the degree was earned at a Canadian University, enter the code for the province.

FT FAN FIELDS: WORKLOAD BALANCE

Enter the percentages in the applicable fields for non-probationary and non-tenured faculty only, according to what is indicated in the letter of appointment.  Please note that only the Faculty of Health Sciences and the Faculty of Engineering are permitted to use the “OTHER” field, and if required they must select the appropriate value from the drop down.  

Please take care to ensure that the values keyed are whole numbers (no decimals) and sum to 100%.  

Please note that this data will not be available in HR.  This development work will occur in the future in conjunction with the development of an electronic annual report for faculty.

FT FAN FIELDS: COMMENTS & STUDENT #

COMMENTS
Please indicate other pertinent information, if necessary.

UWO STUDENT #
If the person has previously been a student at UWO, please enter their student number.

AUTHORIZING SIGNATURES

This form continues to require authorizing signatures, including Chair/Director (if applicable), Dean, Faculty Relations, and VP Academic.

FT FACULTY JOB CODES

	Job Code
	Description

	FF01
	Professor

	FF02
	Associate Professor

	FF03
	Assistant Professor

	FF04
	Lecturer

	FF51
	Professor/MD

	FF52
	Associate Professor/MD

	FF53
	Assistant Professor/MD

	FF54
	Lecturer/MD

	FG01
	Exchange Professor

	FH00
	Honorary Professor

	FH50
	Honorary Prof/MD

	FJ00
	Adjunct Professor

	FJ30
	Adjunct/Clinical MD

	FJ50
	Adjunct/MD

	FJ60
	Adjunct Research Professor

	FJ6R
	Adj Res Prof/Independ Res Req

	FJ70
	Adjunct Clinical Professor

	FR1
	Professor Emeritus

	FR2
	Professor Emerita

	FV00
	Visiting Professor

	FV30
	Visiting Prof/Clinical MD

	FV50
	Visiting Professor/MD





Office of the Vice-Provost 
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