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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.  Although this form captured more course and rights information than was previously available, institutionally it did not allow for complete data validation and data transfer, and presented some duplication in data entry.

In response to these concerns, we have worked with HRIS to make substantial changes to the data flow and validation in PeopleSoft HR.  While we were able to eliminate some duplication, more importantly, this project provided us with the opportunity to create a single form for part-time appointments, to improve our ability to report out of the database, and to position the data for the possibility of increased efficiency in processing in the future.

The form used to capture all appointment information for part-time Faculty is called the Part-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 PT FAN COMPLETED?
The PT FAN is completed for all TF and TP appointments.   This includes the following appointment types:  

07 Limited Duties

12
Sequential Term

15
Visiting

17
Casual

18
Affiliated Limited Duties

19
Affiliated Limited Term

97
Cross

99
Post-Retirement designations (Emeritus/a)

If the PT FAN is being completed for a Limited Duties appointment (types 07 and 18), more sections on it will require completion.

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

For Limited Duties (RG, EX, PR and GS) appointments, please note the following:

· The appointment can be for EITHER a single appointment for course teaching OR related teaching duties (such as course coordination, course development, etc.).  If a person will receive an appointment for two such duties, they must have TWO PT FANs. 

· The appointment start and end dates MUST fall within a single fiscal year.  The first available start date for an appointment is May 1, and the latest end date that can be used is April 30.

WHERE WILL THE DATA BE DISPLAYED IN HR?
The appointment (job) information will continue to display on the job data panels.  In addition, there will be a contract number displayed on the job Information tab.

The contract data detail, which can include course teaching data, will appear as previously on the Contract Data panels.  The significant change in data flow is the association with the contract number.   

HOW DO CONTRACT NUMBERS WORK?
A contract data record will automatically be created when a limited duties appointment (RG, EX, PR and GS) is created.  The contract number assigned is sequential by person and not by employment record.  Therefore contract numbers may alternate between employment record numbers, depending on which employment record carries the job data.

In this example, the person has two limited duties appointments effective May 1, 2005.  Since an employment record can have only one active job at a time, a second employment record is created.  Each employment record will have its associated contract number auto-assigned.

When the person’s next limited duties appointment is keyed, payroll/records selects the lowest available employment record number that does not have an active job.  In this example, both ER 0 and 1 do not have active jobs, so payroll/records would select 0.  Therefore the next available contract number, 3, will be assigned and associated with ER 0.  The same process follows for the last limited duties appointment.  

APPT ST DT
APPT END DT
ER
CONTRACT #


2005-05-01
2005-08-31
0
1




2005-05-01
2005-08-31
1
2




2005-09-01
2005-12-31
0
3




2006-01-01
2006-04-30
0
4




Although this explains the generation of contract numbers, when searching for contract data, you do not need to know the affiliated ER record.  For example, when you search for contract data on an emplid, you will return all contracts for that person.  You will be able to use the arrows to scroll between all contracts for a person.   Since employment record is not displayed you will not have to switch between employment records to see contracts.  It should be easier to find the contract you are looking for without knowing the employment record number.  The advantage to this system change is that we should be able to sum a field such as teaching load by person (for all contracts) within a date range, which was not possible previously.

The teaching responsibilities panel is a “child” of the contract, meaning that it exists as a tab within the contract data.  It will only need to be completed where a person has course teaching duties, as selected on the main contract data panel.  The validation of this data against HE has been greatly improved.  Our reporting and keying error rate should be reduced because of the corrected validation.  As well, by including additional fields, reporting which correlates member status with course teaching (such as Information 4) will be much more efficient and accurate.

PT FAN PROCEDURES

SELECTING THE APPROPRIATE PT 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 initiated cancellation of limited duties appointment)


(Send to Faulty Relations)

□
CANCEL FAN (Hiring unit has initiated cancellation) WITHOUT CANCELLATION STIPEND


(Send to Faulty Relations)

□
CANCEL FAN (Hiring unit has initiated cancellation) WITH CANCELLATION STIPEND OF $


(Send to Faulty Relations)

VOID/CANCELLATION PROCEDURES

If you choose the selections for voiding or canceling a PT FAN for a Limited Duties appointment, in most cases you will not need to make any further changes to any fields on the PT FAN.  The following fields will be automatically changed unless you indicate otherwise:

· With or without a fee, the term date on the job will be set to be the same as the start date.  The contract and course teaching end date will automatically be updated to reflect the term date of the job.  Payroll will manually requisition a special pay for those who require a cancellation stipend.  By following this business process we will be able to keep the original pay information for the job.

· The job and contract will be set to inactive.

· The teaching load on the contract will be set to 0.

· If the rights field on the course teaching data was previously set to A or M, it will automatically be updated to I (ineligible).

In rare instances, you may wish for rights to continue to be “Attract” in the event of a cancellation, such as where a person already has first refusal rights or a RMYA.  In this case you must highlight the “A” in the rights field so that payroll/records will know to overwrite the system updated values.

REVISED PT FAN PROCEDURES

Please remember to highlight any changed fields on the PT 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.

If you are revising the end date of a job but not with a VOID/CANCEL selection, the contract end date will automatically be changed to the new end date.  However, the course teaching responsibilities end date, teaching load, and rights cannot be automatically updated.  You will need to indicate (and highlight) these applicable change in this instance.  You will also need to write in (and highlight) the contract number on the PT FAN in the CONTRACT DATA section.

Example 1

Mary Reid was hired originally to teach English 020E in term 1059.  Her job/contract/teaching responsibility start and end dates were all the same, September 1, 2005 to April 30, 2006.  She now indicates that she will only be able to teach until the end of December.  Her job APPT END should be changed to December 31, 2005, and this will automatically update her contract data with the same end date.  In the course teaching data section, the end date should be changed (and highlighted) then also to show December 31, 2005.  Her teaching load should be changed to 0.5 (in both places on the FAN), and her rights should be updated to be “ineligible”.
Example 2

Chris Rogers was hired to teach a grad course spanning Fall and Winter terms, but will only now teach the fall portion.  You should submit a revised PT FAN with a new APPT END of December 31.  The end date on the Contract Panel will automatically change to be December 31.  You will need to set the end date on the second course teaching data section to show an end date of January 1, the same as that row’s start date.  This will keep the original history but show that he did not teach the second portion of the course.  You will also need to change the teaching load to be half of the original value in both places on the FAN, and change the rights on both course rows to be “ineligible”.
Example 3

Sarah Saunders was hired to teach PSYCHOL 020, which has a normal job, contract and teaching responsibilities end date of April 30.  She advises that she will be going on maternity leave as of January 31.  You will need to submit a Leave/Irregular work week form.  This will put her job and contract on leave.  In order to change the affected fields in the course teaching data, you should also submit a revised PT FAN with (highlighted) changes only to the teaching responsibilities end date.  She is entitled to keep her teaching load and rights (if they exist).

PT FAN FIELDS: JOB DATA

EFFECTIVE DATE
Enter the effective date of the appointment.  This is normally the first day of the month.  If you enter a day other than the first of the month the pay will automatically be pro-rated unless you complete an irregular work week form.
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.  For limited duties contracts the job title is normally Lecturer (FF04) if the person does not have a PhD (or equivalent).  If the person does have a PhD (or equivalent) it is Adjunct Professor (FJ00).  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 normally the last day of the month in which the appointment ends.  If you enter a day previous to the last day of the month the pay will automatically be pro-rated unless you complete an irregular work week form.


Please note that limited duties appointments are not permitted to cross fiscal years, so the last end date permitted in a fiscal year for appointment types 07 and 18 is April 30.

JOB STATUS
Select TF or TP.  TF (Temporary Full-time) pays equal monthly installments and is the normal selection for Limited Duties appointments. TP is used for hourly paid appointments.

STD HRS
For TF appointments you must enter the standard (weekly) hours associated with the job.  For Limited Duties appointments in the fall/winter, this is normally 12 hours.  This may increase in the summer or depending on whether a course is compressed.  For the standard hours calculations, please see the table at the end of this document.

VACATION
This field allows for the selection of NONE or SIX, with the default being SIX.  In most cases this should be left at SIX.

CONTRACT TYPE
Enter the contract type code of the appointment.  Limited Duties is 07.  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.  The category code for limited duties is most often RG (regular) but other categories used frequently are EX (used for full-time faculty teaching extra-load); PR (post-retirement); and GS (Grad Student).  Some categories will no longer be available since they are not required with the increased validation on course teaching.  The inactive categories include: DE, DG, DP, DR, OE, OG, OP, OR, SE, SG, SP, SR, and ST.

TYPE
This is pre-set based on whether the appointment is TF or TP.

RATE TYPE
This is pre-set based on whether the appointment is TF or TP.

AMOUNT
Enter the full monthly or hourly rate, excluding vacation pay.

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
Enter the teaching load for the individual, expressed as a full-course equivalent. 


For course teaching, the teaching load assigned to a Limited Duties faculty member normally equates to be the same as the value of the course as it exists in the student system (HE). 


If a person is teaching a portion of a course, the teaching load is calculated to be a percentage of the course FCE.  If there are multiple instructors, the total teaching load of all instructors should not normally exceed the FCE value of the course as it exists in HE.  


For example, ENGLISH 020E has a full-course equivalent value of 1.0, so a Limited Duties faculty member hired to teach this course would be hired with a teaching load of 1.0.  If s/he were going to be teaching half of this course, s/he would be hired with a teaching load of 0.5, or half of the full-course equivalent value of the course. 

FTE
Enter the Full-time equivalent value for the appointment.  This is a calculation based on the normal course teaching workload for faculty in your unit.  For example, you are hiring a limited duties instructor to teach a full course, 1.0 FCE.  The normal workload for faculty in your unit is 2.0 FCE.  Therefore the FTE value of this appointment is 1 divided by 2, or 0.5 FTE.

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

CITIZENSHIP
Enter the citizenship of the individual.  Please note that HRSDC WILL NOT ACCEPT

COUNTRY
requests for validation of part-time appointments.  


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 already possessing a work permit or visa (e.g. a foreign student or Free Trade appointee), enter the authorization number.

NUMBER

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

AUTH END DT
For faculty already 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.

PT 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.

PT FAN FIELDS: CONTRACT DATA

RMYA #
Enter the RMYA number if one has already been assigned.

DUTIES
Select the duties associated with the contract.  You can only choose one of the duties from the list.  There are five options: 

TEA - Course Teaching
DEV - Course Development
CAS - Case Studies (IVEY)
COR - Course Coordination
TUT - Tutorial/Lab Teaching

If you select “TEA – Course Teaching”, the Course Teaching section on the PT FAN must be completed.

TEACHING LOAD
This field will pre-fill based on the teaching load entered in the job data.  This is required because data must be captured presently in two separate tables in PeopleSoft HR.  At some point in the future one of these fields will be eliminated from the PT FAN.  Please note:  if you enter a TL different than what was entered in the field above it will automatically update BOTH fields.

PT FAN FIELDS: COURSE TEACHING DATA

Please note:  since course teaching data is validated against HE, the course must be valid at the time the contract is processed.  For example, if you have hired an instructor for a winter grad course in September but your department has not yet mounted the course in HE, you cannot submit the PT FAN until the course exists in PeopleSoft HE.  If you are unsure as to the status of the course, please contact your student services staff or Faculty Relations.

START DT
The Start Date for the first teaching responsibility should correspond to the Hire Date.  In the case of a grad course which spans two terms, the second course teaching section will have a start date mid-way through the contract period (January 1).

END DT
The End Date field will normally be the same as the end date of the Contract.  In the case of a grad course which spans two terms, the first course teaching section will have an end date mid-way through the contract period (December 31).    

CAREER
Enter the career of the course.  Career choices include UGRD, GRAD, PROF and EDUC.  Please consult the table provided to you annually on your specific course offerings for verification of the career.

CAMPUS
This is pre-filled to MAIN.  Limited Duties appointments do not apply to courses offered at the Affiliates.

TERM
Enter the term for the course.  Only valid HE Terms are accepted.  Please consult the table provided to you annually on your specific course offerings for verification of the term codes.


An explanation of valid HE terms is included at the end of this document.

SESSION
Enter the session for the course.  Only valid HE Sessions are accepted.  Please consult the table provided to you annually on your specific course offerings for verification of the session codes.

SUBJECT
Enter the Subject code.  Only valid HE Subject Codes are accepted.  Please consult the table provided to you annually on your specific course offerings for verification of the subject code.

CAT #
Enter the catalog number for the course.  Only valid HE catalog numbers are accepted.  Please be sure to include the suffix letter if one exists (for example, MIT 025A)

SECTION
Enter the section number for the course.  Only valid sections which exist in HE are accepted.  Please note that this field is required and must be completed for the teaching data to be stored in HR.

MODE
Enter the Mode by which the course is taught.  Only valid HE Modes are accepted.  


All valid modes are posted on the Human Resources web site at


http://www.uwo.ca/humanresources/peoplesoft/support_docs/instruction_modes.pdf
LD STATUS
Membership is achieved through appointments across the University.  You are able to check on PeopleSoft HR to determine if the person has other appointments in other units and is eligible for membership as of your appointment.  Although a person may become entitled to membership through appointments across the University, status is associated only with the individual hiring unit, and rights are attributed to a specific course.


All valid codes for LD Status are posted on the Human Resources web site at


http://www.uwo.ca/humanresources/peoplesoft/support_docs/UWOFA_limited_duties_status.pdf
MULT INSTR
Indicate Yes if the course has multiple instructors.  This does not indicate “team taught”.  “Yes” will eventually serve as a flag to the HE database to add another instructor row on the course. For example, ECON 020 may not be considered as “team taught” but if there are a minimum of 2 instructors, the flag should be set to “Y”.

%
If the course has more than 1 instructor, define the percentage of the course taught by the individual being hired on this PT FAN.  In the example of ECON 020 where there are 2 instructors, each person would show 50% in this field.

RIGHTS?
Indicate the applicable code in this field:  A – Attract Rights; M – Maintain Rights; I – Ineligible for rights.


If the person is a Member and does not already have rights to the course, indicate A.


If the person is not a member, indicate I.


If the person is a graduate student indicate I regardless of membership.


If the person is a full time faculty member regardless of FTE indicate I.


If the course load is less than 0.5, indicate I.


If the course is considered by the unit to be “team taught”, indicate I.


If the person already has a RMYA or First Refusal Rights, indicate M.

SPECIAL SITUATION
Certain Faculties have special situations where they need to track multiple courses (such as Music) or activities that are not recorded or identified within HE (such as Education).  If a Special Situation applies, please indicate the code. 


All valid codes are posted on the Human Resources web site at: http://www.uwo.ca/humanresources/peoplesoft/support_docs/special_situations.pdf
SPECIAL SUBJECT
Certain special situations require that we track various Subject Areas.  If you indicate a 

AREA
special situation, you may need to record a Special Subject Area. Enter all of the Subject Areas that need to be tracked.  If you need to record more than four special subject areas please continue in the next teaching responsibilities section.


All valid codes are posted on the Human Resources web site at


http://www.uwo.ca/humanresources/peoplesoft/support_docs/subject_areas.pdf
PT FAN FIELDS: COMMENTS & STUDENT #

COMMENTS
Please continue to include in this section what you have been including in the past.

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 (if applicable), Dean, Faculty Relations, and VP Academic.
LIMITED DUTIES PT FAN EXAMPLE SITUATIONS

1. Jane Smith is teaching ENGLISH 020E and ENGLISH 022E.  Since these are two separate courses, two PT FANs must be completed.

2. Bob Jones is teaching MIT 025A and MIT 025B.   Since these are two separate courses, the first section is in the Fall and the second is in the Winter, two PT FANs are required.

3. Sally Martin is teaching two sections of MATH 012A.  These are two separate courses so two PT FANs are required.  

4. Combined/split term courses:

a. James Wright is teaching PHILOSOP 461F and 513A.  This is a combined grad/undergrad course, being taught by the instructor in one classroom at the same time.  One PT FAN is required, but the teaching data section should have two sections of teaching responsibilities filled out – one for each half of the split.  

b. Nancy Lee is teaching PSYCOL 610.  This is a full year graduate level course, but is registered in the HE system as two half courses with two terms.  One PT FAN is required, but the teaching data should have two sections filled out – one for each term.  In this example, the first teaching responsibilities section would contain information for term 1058 and the second for term 1061.

Summary notes on combined courses:

c. For combined courses which cross careers, you must list both parts of the combined course.

d. For temporarily combined courses you MUST list all parts of the combined course in order for each course to attract rights/status properly and for the instructor name to transfer to HE.

e. For permanently combined courses within a single career (such as KIN 080a/280a) you only need to list one part of the combined course.  The related course(s) are automatic in terms of the attraction of rights, status, and in HE for the transfer of instructor name.  

5. Louis Peters is teaching POLISCI 020E and is also coordinating the tutorials for this course.  He must have two PT FANs:  one for the course teaching and one for the coordination. 

6. Laura Belle is teaching a course that runs March 1 to May 31.  She will need two PT FANs since appointments cannot cross fiscal years:  one for March 1 to April 30 and one for May 1 to May 31.  

You are permitted to have one contract letter associated with two PT FANs.  Please note in this instance that you must divide the teaching load between the two FANs, so therefore for the May portion, she may not be a member of the Bargaining Unit.  

If teaching crosses fiscal years, you should indicate the course teaching data on the FAN where the majority of the teaching occurred: in this case, in the previous fiscal year.  This is where the course teaching, for the purposes of rights and status, will have been deemed to occur.

PT FACULTY JOB CODES

	Job Code
	Description

	FF04
	Lecturer

	FH00
	Honorary Professor

	FH50
	Honorary Prof/MD

	FF03
	Assistant Professor

	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


If the PT FAN is for a cross-appointment, please use the corresponding job-code on the full-time appointment.

CALCULATION OF STANDARD EI HOURS

	Teaching Load
	1 month

(4.33 weeks)
	2 months

(8.66 weeks)
	3 months

(12.99 weeks)
	Fall or Winter Course in a single term
	Fall/Winter

September to April

	 Half course (0.5)
	36
	18
	12
	12
	6

	 Full course (1.0)
	72
	36
	24
	24
	12


 ACADEMIC TERM EXPLANATION

The academic term for a course is a 4 digit code.  

The First digit is for century (this being the first century of 2000).

The Second and third digits are for year.

The fourth digit represents the term:


Undergraduate Term


5 = summer (including intersession)



9 = fall and/or winter


Graduate Term



1 = winter



6 = summer (including intersession)



8 = fall

	Fiscal Year
	Terms
	Undergraduate
	Graduate

	2007-08
	May to August 2007    
	1075
	1076

	 
	September to December 2007
	1079
	1078

	 
	September 2007 to April 2008
	1079
	N/A

	 
	January to April 2008
	1079
	1081

	2008-09
	May to August 2008
	1085
	1086

	 
	September to December 2008
	1089
	1088

	 
	September 2008 to April 2009
	1089
	N/A

	 
	January to April 2009
	1089
	1091

	2009-10
	May to August 2009
	1095
	1096

	 
	September to December 2009
	1099
	1098

	 
	September 2009 to April 2010
	1099
	N/A

	 
	January to April 2010
	1099
	1101


Office of the Vice-Provost 


Office of Faculty Relations








 

August 1, 2007
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