Yearly Teaching Plans and Non-Continuing Faculty Hiring

We will continue with the “expense authority” model, which gives departments and programs more predictability in budget planning, more authority in decision-making, and simplified the process by reducing the back and forth common in the previous call and response model. For FY2021-22, we will begin the process by providing resources similar to those provided this year for hiring non-continuing faculty (adjusting for new or departing continuing faculty). 

TIMING: 
· By Monday, March 1, 2021: Dean’s Office will provide materials to departments/programs 
· By Friday, April 2, 2021: Planning material due back to Dean’s Office 

MATERIAL PROVIDED:
Material will be provided in your respective Department/program Teaching Resources BOX folder
Department/Program BOX Folder Contents:  Teaching Resources spreadsheet and an additional folder called “Additional Materials.”   
· The teaching resources spreadsheet has two tabs:
o   The first tab is the same spreadsheet your unit has filled out every year; it details how each individual faculty member is fulfilling their teaching obligation for the upcoming academic year.  Please complete this sheet similarly to prior years. Feel free to add or remove continuing faculty as necessary. 
o   The second tab contains your expense authority for non-continuing hires.  This tab, labeled “Non-Continuing Faculty Hiring Plan” – it is a spreadsheet that is pre-filled with your department/program’s expense authority/budget to hire any non-continuing faculty to meet your teaching needs.  As you enter each position (and faculty names, if you know them) and your recommended salary, these funds are deducted from your top line.  
· Additional Materials folder contents.  Contains all additional resources including:
o   Teaching resources analysis & allocation guidelines - information about the number of courses the unit has offered the last several years and allocation guidelines going forward 
· Salary guidelines (per course rates) 
· Further notes in planning your teaching schedules
· Please refer to your 2020-21 Teaching Resources spreadsheet for information on last year’s expense authority and how it was utilized

DELIVERABLES:
· Full Year Teaching Plan submitted through CLSS (due April 2)
· Teaching Resources Spreadsheet first and second tab (due April 2 and update as necessary through AY)
· Complete “Faculty Teaching Allocations” tab including information on faculty’s course banks
· Fill out “Non-Continuing Faculty Hiring Plan” tab – provided you stay within the expense authority and follow the guidelines with large deviations, you will not need approval for these hires; you will simply submit requests for Short-term Appointment (STA) using the new online webform on the following schedule: https://app.smartsheet.com/b/form/f7eadf7068d34d82b30728951a70bc2f

	SHORT TERM
	APPOINTMENT DEADLINES
	 
	 

	QUARTER
	STA SUBMISSIONS DUE BY
	LETTERS GENERATED BY 

	FALL
	15-May
	JULY 1 (NEW FACULTY)
	7/15 (RETURNING FACULTY)

	WINTER
	1-Oct
	1-Nov
	 

	SPRING
	1-Feb
	1-Mar
	 



Additional Notes:
Leaves:  All of the guidelines are based on historic information; therefore, leaves have been factored into the allocation materials provided to you.  We expect your expense authority will cover the teaching shortfall created by leaves.  However, in the case of exceptional leave years, medical family leave and extended standard leaves, if you find your allocation is not sufficient to meet demand, please let us know.   

First year seminars - Lane Fenrich will be in contact with you about the process and to determine your exact offering. 
