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TEACHING WORKLOAD (TWL) USER GUIDE

INTRODUCTION

The Teaching Workload Framework (TWF) was developed and approved by Senate on 10 August 2011.

The TWL only quantifies the core large main drivers of teaching; it cannot (and nor does it attempt to) quantify
every aspect of teaching;

The TWL is not a prescription but a tool for the management of teaching workloads that makes it possible to
be open and transparent and allows for comparisons of the workloads of individual academics;

Schools and Colleges need to continue to exercise their leadership and discretion in the allocation of teaching
workloads in ways that take account of the circumstances in different disciplines, programmes, schools and
in ways that are fair, equitable and allows the career advancement of each academic

TEACHING WORKLOADS

The Teaching Workload Framework provides a guide for academics to undertake the planning, auditing and
reporting of teaching workloads. Teaching Workload may be categorised as follows:

Contact teaching time per module - the time spent by an academic in actual interaction with students
providing direct instruction

Preparation time per module - proportional to contact teaching time and calculated per hour of contact
teaching time

Number of students taking a module - to determine a value for the time spent by an academic for
assessment (marking tests, examinations, assignments, etc.) and consultation per student.

Some Useful Tips

¢ Always click on “SAVE ALL” when entering, changing or deleting data
¢ Always click on the “BACK” button to exit the screen you are on.
o Whilst logged into the TWL System, NEVER use the <arrow on the browser, you will get an error

e Clicking “recalc prep time” will automatically calculate the maximum preparation hours.



Driver as in Teaching Norms and Values within the TWF
Workload Framework

A - Contact time teaching As per approved MODULE templates and actual
sole/shared teaching

B — Preparation time' (for the | Lectures/seminars:
contact time in A)
1.5 hour / contact hr

C — Assessment, Consultation | UG MODULE: 16cps: 1.5 hrs / student
and Module Administration —

driven by total number of 8cps: 0.5 hrs /student
students registered in a
module 32cps: 2 hrs/ student

PG MODULE 16¢cps: 2.5 hrs /student

32cps: 3 hrs /student

D- Research Supervision For Honours/4" year: Projects for 15 wk semester

For 32cps modules: 15 hrs/student (1 hr/wk)
For 48cps modules: 19 hrs/student (1.25 hrs/wk)

For modules greater than 48cps: 23 hrs/student (1.5
hrs/wk)

(To be applied across supervision approaches:
individual or group project)

For Masters and Doctorates
Full-time; Part-time; and Co-supervision
Maximum per Student and per Qualification

Coursework Masters - 50% Thesis 96c¢p:
90 hrs/student max in 4 semesters and with 45 hrs
max/yr

Research Masters - 100% Thesis M 184cp:
136 hrs/student max in 6 semesters and with 68 hrs
max/yr

PhD - 360 hrs/student max in 10 semesters and with 90
hrs max/yr

Note: Co-supervision sharing to be agreed by supervisors

! Preparation time refers to all aspects of preparation for contact/instruction — each year all academics engage in updating,
revising module outlines and content; preparing lecture notes; developing assessments and examinations, etc.

Example of preparation time for 16cps semester module with typical 4 lectures per week over 13 weeks is allocated 39 X 1.5 =
58.5hrs (7.3 days preparation time)



ACCESSING THE TWL SYSTEM

Step 1: How to Login to Teaching Workload (TWL) System
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INSPIRING GREATNESS

The ITS integrator icon is setup on your desktop (this is the same icon you click to access the University Web
leave system).

Double — click this icon...
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Prospective Students Registered Users: Login Credentials

OSstudent ®@Personnel OOther OAlumni

If you are a prospective student, not registered at this institution, please

select the following option: Personnel Number:

| |

|U- Apply, Register, Change personal information, get academic Pin:

and other information and make payments.
(5 numeric digits.Do not start with a 0.)

Login = Forgot Pin  Change Pin  Request A Pin
Forgot Student Number

PROCEDURE

e Log on with your own staff number and pin and click on login...
¢ If you don’t have a pin click on “Request Pin”
¢ If you have forgotten your pin click on “Forgot Pin”, your pin will be sent to your UKZN email address.
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N Mavigate through the menu pane on the left and click the required option in order to proceed.
~ Lecturers Web ¢ ¢ F P P
w Personnel iEnabler
+ Finance iEnabler [The following table provides a brief description of the main processes available to you. Click on the link you require in the left hand menu panel to
. . lavailable sub-processes or process steps within each of the displa FOCESSes.
v Finance iEnabler Reports i P P spiayed p
v Asset iEnabler Lecturers Web This facility is used to enter and view student marks.
v Management Reports
v Request For Information Personnel Enabler
v Management Reports Finance iEnabler
~ Medical Web Finance [Enabler Reports
w Medical Staff .
X lAsset iEnabler
v Budgeting Module
v Dashboard Charts Management Reports
~ Access Control Request For Information
~ DOPAC Medical Web
v Travel Request il Re
. s
w Higher Degrees pa
v Postgrad Applications Medical Staff
w Change of Marks Budgeting Module
xemption:
v E P s Dashboard Charts
w UKZN Reports
. . lAccess Control
Lot
H ‘ H 4]
Click on ‘Personnel iEnabler’.
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~ Student
~ Personnel
. . [The: following table provides a brief description of the main processes avallable to you. Click on the link you require in the left hand menu panel to view the
~ Financial [available sUb-processes of process steps within each of the displayed processes.
~ Personnel Web Appointments
~ Staff Deuelopment and Lecturers Web This facility Is used to enter and view student marks.
Training Personnel IEnatier

w Supervisors Area
~ Probation
~ Post Advertisernent Finance [Enabler Reports
A Teaching Workloads |Asset IEnabber
@ Teaching Workloads
Teaching Workloads Reports
Teaching Worklcads Approvals

Finance [Enabler

Management Reports

Request For Information

Refresh Waorkload Data Medical Web
~ Claims MI Reponts
~ Overturlee Waork . ———
~ eRecruit. Selection Committee
~ Rermuneration Detail Budgeting Module
~ Book Time Off Dashboard Charls
~ Job Profile laccess Control
~ Finance iEnabler lorac

v Fimance iEnabler Reports

Click on ‘Teaching Workloads



You may then choose to:

o Enter teaching or supervision information: click on Teaching Workloads
o Generate /view or print reports: click on Teaching Workloads Reports
e Approve or Reject a workload: click on Teaching Workload Approvals.

If you click on Teaching Workloads to enter teaching or supervision information you will see the following
screen....
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~ Student )
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. . Continue
~ Financial
v Personnel Web Appointments

v Staff Developrment and
Training Help Videos
v Supervisors Area

~ Probation

v~ Post Advertisement

~ Teaching Workloads
/orkloads

t_)) System Overview
@leturing Contact Teaching
t_JJ Capturing Supervision

c_j) Capturing Activities & Research
t_)} Reports

L] Workload Approvals

-
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(7] Teaching)

Teaching Workloads Reports
Teaching Workloads Approvals
Refresh Workload Data

~ Claims

~ Overtime Work

~ eRecruit. Selection Committee
~ Remuneration Detail

~ Book Time Off

~ Job Profile

v Finance iEnabler

v Finanre iFnabhler Renarts

e Choose the year for which you want to enter data

e Choose your school from the drop-down menu

e Administrators who have been nominated to capture workloads for academics must choose “All”
profile

e Academics may choose “Self” profile

e Click “Continue”



SUBMISSION TYPES/CYCLES

Fig.6
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Search

Back
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v Finance iEnabler Reports
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~ Management Reports

v Request For Information -

¢ Ensure that the “Submission Type” is always selected.
¢ You may choose from the ACTUAL or PLANNED submission.

e ACTUAL : Enter the actual data

e PLANNED: Enter the teaching data that you plan to undertake. You may alter the number of students
registered for modules since workloads may be planned before student registrations.

¢ When searching for staff you may search by name (using the first few letters of the name or surname)
and then click “Filter”

¢ Alternatively you may filter on a group of staff by choosing the “Appointment Type” or “Permanent /
Contract” staff and then clicking on “Filter”.

¢ Click on Teaching (see fig 10) or Supervision to capture data



COPYING DATA FROM PREVIOUS CYCLES

Fig. 7
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School Copy Function:

This facility allows you to copy ALL of the teaching and supervision information for ALL staff from one
year/type to another year/type.

e.g. Copy 2015 PLANNED data to 2015 ACTUAL

o First enter the submission type & year you would like to copy from
e CLICK on DEPT copy
¢ You will then see the following screen (FIG 8)
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e This copies the data for ALL the staff in your school.
¢ You need to enter the Year & the Type you want to copy to. E.g. Select 2015 Actual

e Then click “COPY” you will see a display message that advises you as to the details that have been

copied successfully (Fig. 9)
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100
\_\
Other Shared Stasf 2 %4

Fractie  cieid teigs Contact Time (hes)
(hes)

Supervision
thrs)

12 L]
10 []
10 L]
[ L]

a)

Preparation Time
)

Assessment

Number of consultaticn Shared | Number  Your Shared Other Shared Other Shared
sl 2

Students vQ;Mﬂt Repeat  Repeats  Teaching % 5taff 1
{c;

100

s 110, 126
13.75 15 "
1375 1.5 18
& 30 1n: 0.
] 80 %
157 Frat.d w7 0.z

Hide

Modeman et

Module I

Aszeszment L

e To capture data for a module click on “Add Module” then “Search” (see fig.11). Enter the data in the

fields below.

e PLEASE NOTE: you need to enter the actual NUMBER of Lectures &/or Tutorials you teach.
e All other fields are in HOURS.
e The contact time is a sum of the hours of the fields above it.

e Preparation is allocated at 1.5 hours PER HOUR OF CONTACT TIME.

e To calculate the maximum PREP TIME click on recalc PREP TIME
e To capture an amount of PREP TIME that is less than the maximum, manually enter the value In the
‘Preparation Time’ field.
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~ Probation
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~ Teaching Workloads

College
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Module Code

Teaching Workloads Module Description
Teaching Workloads Reports Offering Type
Teaching Workloads Approvals Block
Refresh Workload Data | search || dear || cancel | Retum |
~ Claims 4 Modules.
~ Overtime Work Module Code. Description Offering Type Gasname

Mo data to display.
<

~ eRecruit. Selection Committee
~ Remuneration Detail

~ Book Time Off

~ Job Profile

~ Finance iEnabler

~ Finance iEnabler Reports
~ AssetiEnabler

~ Management Reports

~ Request For Information
~ Management Reports

~ Medical Web

~ Medical Staff

~ Budgeting Module

~ Dashboard Charts

~ Access Control

~ OPAC

o Enter part of the module code or the module description
e Select the module from the drop down menu
¢ Ensure that you choose the module with the correct offering type

¢ If the module is taught in both semesters etc., then the code will specify that; capture all lect, tuts etc.

taught throughout the year.

¢ You may click on search without selecting any module details but by selecting the school, you will see

all the modules owned by that school.
¢ You may also select modules based on their offering types.
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Fig 12

4 UNIVERSITY OF ™ nivers waZulu-Natad
.=\.= KWAZULU-NATAL University of KwaZulu-Nata
. INYUVES! | Teaching Warkloads
., YAKWAZULU-NATAL Assessment
Seect sodule Orffiering 5 — ;"'"bﬂ Mumber  Pracs Seminars :'m Field trips Contact Time (hes)  Preparation Tene  Mumber of  consultation Shared [/ Mumber  Your Shared Other Shared
Type Dt of Tt (hrs) {1.51) ihurs‘]! — {hrs) (a) (1] Students  perstudent Repeat  Repaats  Teaching % Staff 1
- 2 Select | ENELIEA M 1 82 " 12 [] 12 ] ns 110.35 126
Lecturers Web
M 0 lie " Select | ENELACA L 1 o -] 5 3 10 0 1375 15 14
~ Personnel IEnabler
Sellect | ENELADA Ha 1 o [ 5 3 10 0 1375 15 18
v Leave System
N Selet | ENELIED A 2 it [ 0 ] 0 ] & kL 13 0z
« Personal Maintenance
v Surveys Select | ENELIEM A z 6 L 1z [] 12 v -] - 9%
157 mn 387 0z
~ Student .
v Personnel Add Module | Delete
~ Financial Module ENELZEA | search
v Personnel Web Appointments
Offering Type HA hours Hide
v Staff Development and P Midman Detads
Training Mumber of Lectures 52 3 L
v Supervisors Area Pumber of Tutd 14 105 T
« Probation pracs (hrs) = 2P
v Post Advertisernent Sesminars (hrs) o h
- Teaching Workloads Practice Supervision (hrs) 2
v e i ]
Contact Time (hes) 7
Preparation Time (b) 11035 recal Prep Time
A Number of Students 126 Curent Count : 126 | recale No. Stud
Refre Workload Date
CIL ! - Aoplies to Assessments only
aims
v * Assessment Shared M- Ho [v]
h O\"e't'me 's'\rol'k Assessmert Shared % 0
v eRecruit, Selection Assessment | consultation per student (c) assessment hours = 0 Mol Bactical Priaciolas 1
fodule Blectrical Principles 1
Committee Description
+ Remuneration Detail Applies to Lectunes amby Credits 16
+ Book Time Off Shared | Repeat ~]
v Job Profile Vour Shared Teaching %
v Finance iEnabler 2:"""5‘_’:“:’: . aQ Assessment Labsoratory work, Test [ 25%) Eamination marks (75%).
- ther Shared Stal
w Finance iIEnabler Reports Other Shared S1aff 2 qQ
v Asset iEnabler Other Shared Staff 3 Q
v Management Reports B a
~ Request For Information
« Management Reports &4

o Capture the number of lectures, tutorials etc. The system will then automatically convert the numbers
to hours
Eg. 26 lectures = 19.5 hrs
9 tutorials = 6.75 hrs
o Always recalculate prep time > max hours x contact time = prep time
e e.g. 1.5 hrs x20 hrs=30hrs
e To delete a module: select the module; click “Delete”, click “Save” at the bottom of the screen then
“Save All” to ensure the module has been deleted.

Practice supervision. Schools most likely to have practice supervision would be Health Sciences, Clinical
Medicine and Education.

An example of practice supervision
1. Student nurses being supervised while they undertake practical training in the hospital

2. An Audiology student who is assessing the hearing of a patient whilst being
observed/ supervised by the lecturer.
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Assessments are calculated per student: If for example, 2 people teach a module (with 100 lectures) and
one (person A) is teaching 25% and the other (person B) is teaching 75%, all that needs to be entered is
click “ Assessment Shared” “ YES”. Enter the percentage of sharing. e.g. 75% click “SAVE”

The system will automatically calculate the assessment hrs.

The example below indicates the calculation of the total teaching time:

Person A entry:

100 lectures x 25% = 25 lectures =18.75 hrs

Prep:

1.5hrs x 18.75 = 28.13hrs

Assessment 300 students at 0.5hr assessment per student: 25% x (300students @ 0.5) hrs = 0.25 x 150hr=

37.5 hrs for assessment

Hence, total contact time for person A = lectures + prep + assessment = 18.75hrs + 28.13hrs + 37.5hrs

= 84.38hrs
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For person B entry:

100 lectures x 75% = 75 lectures =56.25 hrs
Prep: 1.5hrs x 56.25 = 84.38hrs
See Appendix A for allocation of assessment values per modules

If you are not undertaking any assessments for the modules, e.g. MCQ’s, then click on
‘“ASSESSMENT SHARED” “YES” & enter “1%”

Assessment 300 students at 0.5hr assessment per student: 75% x (300students @ 0.5) hrs = 0.75 x 150hr
= 112.5 hrs for assessment

Hence, total contact time for person B = lectures + prep + assessment = 56.25hrs + 84.38hrs + 112.5hrs
= 253.13hrs

Therefore total teaching hours for this module is the total time for person A + total time for person B = 84.38hrs
+ 253.13hrs = 337.51hrs
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omments

Submit Wl
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£ Applies to Assessments only
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./ Applies to Lectures only

Shared | Repest

Your Shared Teaching %
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Other Shared Staff 1
Other Shared Staff 2
Dther Shared Staff 3
Other Shared Staff 4
Other Shared Staff 5

<]

PLPPP

Back | swe Al Unda Al

recak Prep Time
Cument Count : 126 | recalc No. Studd

assesiment hours : 0

Hedman Detals
BL
inr
np

Module Electrical Principles 1
Desergtion

Credits 16
Stahus Adtive

Module [0 ENELZEA

Agsessment Laborabory work, Test | 25%) Examination marks (75%).

Once all the contact teaching information is captured click on “SAVE ALL”
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~ Supervisors Area
~ Probation
~ Post Advertisement
» Teaching Workloads
@ Teaching Workloads
Teaching Workloads Reports

Teaching Workloads
Approvals
Refresh Workload Data
~ Claims
~ Dvertime Work
~ eRecruit. Selection
Committes
~ Remuneration Detail
~ Book Time Off
~ Job Profile
w Finance iEnabler
w Finance iEnabler Reports
« Asset IEnabler
+ Management Reports

Supervision:

CAPTURING OF SUPERVISION

University of KwaZulu-Matal

\ Teaching Workloads
Year: 2020
Staff ¢

BACK to Staff Listing Save Al | Unda Al

Selected Employee
Staff Number Staffame Year Department
2020 2183
submit workload for approval
Supervision
Seledt Student o Student Name Module
Sedect EMECSCY
Select EMECEFY
Select EMELEFY
Summary
Add Student | Delete
* Module Level 10Phd (]
Honaurs Type ﬂ
Student Ho Seaich

ACTUAL : Teaching Workloads : Supervision

Profile 1 Al
School : 2163 - SCHOOL OF ENGINEERING

Gacname Prafile Type
SCHOOL OF ENGL.. A A

Hodule Level m Supervisor Type
10 [ M
8 3 M
8 3 M

* Module ENECICY PhD Elect Eng Continuing \‘earﬂ

Semesters Regetered (]

Supervisor Type M Hain Supervisor (M) [+ |

Supervisian Hours i
Tokal Supervision Hours for Student 80
Supervision Hours Remaining 340
Save | Undo

BACK to Staff Listing Save Al | Unda Al

Status Route Humber

Supervision Hours  Honours Type

This is driven by students and qualification type; student details such as the student number, module level

are required.
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v Student
v Personnel
v Financial
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+ Probation
v Post Advertisernent
» Teaching Workloads
@ Teaching Workloads
Teaching Workloads Reports
Teaching Workloads
Approvals
Refresh Workload Data
v Claims
v Overtime Work
w eRecruit. Selection
Committes
~ Remuneration Detail
v Book Time Off

University of KwaZulu-Natal

ACTUAL : Teaching Workloads : Supervision

A Teaching Workloads
Year: 2020 Profile : All
Staff : Schoal : 2183 - SCHOOL OF ENGINEERING
BACK o Staff Listing Save Al | Undo Al
A Selected Employes
Staff Number Stafflame Year Department Gacname Profile Type Status
2183 SCHOOL OF ENGL.. A B N
submit workload for approval
/ Supervishon
Select Student Mo StudentMame  Module Module Level Semesters Trpe  Sup
| Select | ENECSCY 10 3 M 20
Select ENECEFY ] 3 M 3
selet ... ENELGFY 8 3 M 8
Summary 110
Add Student | Delate
* Module Level
Honours Type E‘
Student No Search

*Module ENECICY Ph Elect Eng Continuing Yw@

Semesters Registered ]

Supenvisor Type M Main Supervisor {M)E

Supervision Hours 20

Tokal Supervizion Hours for Student 80
Supervision Hours Remaining 340

Save | Undo

BACK to Staff Listing

Save Al | Undo Al

e Select “Module Level” that is Honours, Masters, etc.

Route Humber

Hours  Honaurs Type
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v Lecturers Web

» Personnel Enabler

v Leave System

w Personal Maintenance

v Surveys

» Student

v Personnel

v Financial

v Personnel Web Appointments

» Staff Development and
Training

v SUpervisors Area

v Probation

~ Post Advertisement
~ Teaching Workloads

Refresh -r'_.' rRID:
~ Claims
w Overtime Work
v eRecruit. Selection
Committee
+ Bemuneration Detail
v Book Time Off
w Job Profile

University of KwaZulu-Natal

rkloads #

ACTUAL  Teaching Workkads : Supervision

Teaching Worldoads
Vg = N0 Profile : ANl
Stafl Schoal : 2183 - SCHOOL OF ENGINEERING

BACK to Staff Listing |~ Save All | Undo Al

Selected Employee
Staff Number Staffame Year Department Ganame Frofie
010 2183 SCHOOL OF ENGL, &
submit workload for approval
SUPETVISIN
seet Student Hs StudentHame  Modde todielad
Select
Sebect ENECSCY w 6
Select ENECHFY ] 3
Sedact ENELEFY 8 3
STy
Add Student | Delete
* Module Level |
Henaurs Type v]
Student No Search ?
* Medule (]
Semesters Registensd
Supenvecr Type '

Supervision Hours
Total Supenvisian Hours for Studeat 80
Subivisien Hews Remaining 360
Save | Lndo

BACK to Staff Listing | Save Al | Undo Al

Supervision Hours  Honours Type

e Search for the student by student number, and/or the student name

e If the student does not appear, either he/she is not registered or is not linked/captured in this
department. If the Student is registered in another department then, when searching for the student
leave both College and Department blank to locate the student.

o Select module type: Note that students registered for course work modules will not appear under
supervision.

¢ The full name of the student will display after you have chosen the student number
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v Lecturers Web
~ Personnel iEnabler
v Leave System
w Personal Maintenance
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» Student
w Personnel
w Financial
v Personnel Web Appointments
v Staff Development and
Training
v Supervisors Area
v Probation
v Post Advertisement
& Teaching Workloads
@ Teaching Workloads
Teaching Workloads Reparts
Teaching Workloads
Approvals
Refresh Workload Data
w Claims
v Dvertime Work
+ eRecruit. Selection
Committee
v Remuneration Detail
v Book Time Off
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University of KwaZulu-Matal

£ Teaching Workloads

Year: 2020
Staff: !

BACK o Staff Listing | | Save All | Undo Al

Selected Employee
Staff Number StaffName Year
0
subimit workboad for approvel
| Supervision
Select Student Ne Student Name
| Select
Select
Select
Summary
Add Student | Delete
* Medule Level 10Phd  [v]
Haenours Type L.I
Student No Search

* Module
ENCVSCY PhD Chal Eng Combinuing Yr
Semesters Registered |ENCVOFT PRD Ol Eng FIT YrL

Supervisor Type
Supervision Hours
Tetal Supenvision Mours for Student 200
Supervision Mours Remaining 160
Save | Undo

BACK to Staff Listing | Save Al | Undo Al

&
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ACTUAL : Teaching Workloads : Supervision

Prafile : All
School : 2183 - SCHOOL OF ENGINEERING

Gacname Profile
SCHOOL OF ENGL.. A
R
10

10 1

] 3

] 3

Type

Supervision Hours  Honours Type

110

¢ Only modules which the student is registered for will appear in the drop down list of modules.
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e, INYUVESI ACTUAL : Teaching Workloads : Supervision
o, YAKWAZULU-NATALI Teaching Workloads
Year: 2020 Profile : All
- Staff Schoal : 2183 - SCHOOL OF ENGINEERING
ITS iEnabler A 5
v Lecturers Web BACK to Staff Listing Save All | Undo Al
~ Personnel iEnabler Selected Employee
v Leave System Staff Number Stafftlame Year Department Gocname: Profile Type Status Route Number
020 18 SCHOOL OF ENGL.. A A N
~ Personal Maintenance
w Surveys
submit warkload for approval
~ Student
v Personnel el
Financial
it Select Studeat No Student Name Madule Maodule Level 5“'!“‘:;; Supervisor Type Supenasion Hours  Hanours Type
~ Personnel Web Appointments gt
Sedect n
~ Staff Development and
Training Sdect 0 & 0 0
v Supervisors Area Select 8 3 M £
~ Probation Select 8 3 M 7]
~ Post Advertisement F—: 1o
» Teaching Workloads A et || Deieta
Y : * Module Leved 10Phd %]
- Hanours Type Lv)
Aot Student No Search
Refresh Workload Data " Molwe xJ
v Claims Semesters Registered

: Supervisor Type
~ Overtime Work - 5 Sole Supervisor (5)
v eRecruit. Selection Supervision Hours |14 Main Supenv
Committ Total Supervision Haurs for Student [C Co-Supenviso
QInmLee Supervision Hours Remaining 160
v Remuneration Detail save | Unda
v Book Time Off
~ Job Profile BACK to Staff Listing Save Al | Undo A

¢ Select the supervisor type

o Sole Supervisor (S): If this is chosen for a particular student and module, then no other staff
will be able to enter supervision data for this student and module. There can only be 1 sole
supervisor.

o Main Supervisor (M): If this is chosen for a particular student and module, then other staff may
only enter supervision data for this student and module as a Co-Supervisor (C). There can
only be 1 main supervisor.

o Co-Supervisor (C): If this is chosen for a particular student and module, then ANY other staff
may enter supervision data for this student and module as main- or co- supervisors. There
can be multiple co-supervisors
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BACKIo StaffListing | | Sove Al | Undo Al

 Selected Employee
Staffliumber  Staffiame Year Department Gacname Profile Type
. 2020 183 SCHOOL OF ENGL.. A A
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Select Student o StudentName  Module Modde Lol eSS Supenvisar Type
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| Select | ENECSCY 03 § "
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Add Student | Delete
* Module Level 10Phd  []
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Student No Search
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Supervisor Type M Main Supenvisor (M) ]
Supenvision Hours Fil)
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o Enter the supervision hours

Supervision Hours  Honeurs Type
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% €] Integrator €] 175 4.1 _‘,‘_ University of KwaZulu-Nata... |  Home Page - Internal Telep...
4 UNIVERSITY OF ™ R A | A
i‘} KWAZULU-NATAL A University of KwaZulu-Natal Tuesday, 10th November 2020
4 INYUVES| ACTUAL : Teaching Workloads : Supervision
NN YAKWAZULU-NATALI Teaching Workloads
Year: 2020 Profile : Al
v Staff Development and ~ Staff : 93327 - MRS CHANDIKA SEERPATH School : 2183 - SCRML OF ENGINEERING
Training ) BACK to Staff Listing Save Al | Undo All
v Supervisors Area
. Selected Employee
v Probation
q . Staff Number StaffName Year Department Galime Profile Type
v Post Advertisement { a
: [ —— PROF THOMAS 4y oo « VGL.. A A
v Claims
. Maximum supervision hours for the year have been exceeded
A Teaching Workloads submit workload for approval P y
. Fores
@ Teaching Workloads = 0K !
Teaching Workloads Reports Supervision
Teachimg Workloads Select Student No Student Name Module Module Level gig}:::fz Supervisor T
Approvals Select 215000285 Mr Olabamidele Ol... ENECOCY 10 6 s
Refresh Workload Data Select 215021695 Mr Sabelo Qiniso... ENEC8FY 8 3 S
v
perfo':mance Management Select 216008402 Mr Nzuzo Lindoku... ENEL4ED 4 10 S
v Overtime Work
. . Select 216029956 Mr Ayanda Sibusis... ENEL4ED 4 10 S
v eRecruit. Selection
. Select 216035409 Mr Thabiso Tekisi ~ ENEL4ED 4 10 S
Committee
. . Summary
v Remuneration Detail <
v Book Time Off v
‘ https://erpweb.ukzn.ac.za/workloads/faces/staffWorkloads jsf# I Add Student || Delete v

o When the hours of supervision are exceeded the system will “Warn” you. Please see the
“’Supervision Norms and Values” (page 2) for further details on these values.

e You may still continue to enter and save your data, as it is just a warning and not an error.

e You should note that any exceeded hours will not be added to your total workload as per the
“Supervision Norms and Values” (page 2) section of the manual.

After clicking on “Save” and then “Save All” the supervision is saved to the table above. Thereafter, the
system will allow for a new student to be added.
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ACTUAL : Teaching Workloads : Supervision

14 Teaching workloads
Year: 020 Frofile = All
Saff : School = 2163 - SCHOOL OF ENGINEERING

BACK tn Skaff Listing Save Al | Unda All

Selected Employee
Staff Number Staffilame Year Department Gacname Profile Type
2020 2183 SCHOOL OF ENGL.. A A
submit warkload far approval _
Supervision
Select Student o StudentHame  Hodule Hodule Level mm
Sdect EMECSCY i ] M
Select ENECBFY 8 3 H
Selact EMELBFY 8 3 M
Summary
Add Stadent | Dalete
* Module Level 10 Fhd v
Honours Type ll
Student No Search

* Module |ENECICY PHD Elect Eng Cantinuing Year| v |
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Suparvisor Type M Main Supervisor (M) | v |
Supervision Hours 2
Total Supervision Hours for Student 80
Supervision Hours Remaining 340
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BACK to Staff Listing Save Ml | Undo Al

Supervisor Type

Status Route Number

Supervision Hours  Honours Type

¢ If you have completed capturing all of the teaching and supervision information for the staff member,
then generate a report for the academic to check that you have captured the information correctly (for
more information see page 30: Reports).

e Once the academic that all of the captured information is correct, you may submit the workload for
approval, by clicking “Submit Workload”.

e Once a workload has been submitted for approval, NO CHANGES TO THE WORKLOAD WILL BE

POSSIBLE. The workload will have to be rejected before any further changes are possible.
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Only once the workload has been successfully submitted for approval will you see the message above.
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w Post Advertisement Select | ENELACA HA 1 ] ] 3 10 [} 137 15 14
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Modiman Details
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v Request For Information

After submitting the workload for approval the system generates a routing request number. An email is also
generated to the Academic to inform him/her that their workloads have been captured and is ready for them
to approve.

The approval process is as follows:

¢ Academic to approve

¢ Once approved an email is then generated informing the Academic’s leader/line manager to approved
the workload.

¢ Once approved by the Academic leader/line manager an email is generated to the Head of School
informing them the workload is ready for approval.

eThe Head of School approver’s final/last email is generated informing the administrator that the
workload has been successfully approved.

The rejection of a teaching:
o If the workload is rejected at any stage of approval an email is generated to the Administration, who
captured the workload informing him/her that the workload has been rejected.

Once a workload has been submitted for approval, NO CHANGES TO THE WORKLOAD WILL BE
POSSIBLE. The workload will have to be rejected before any further changes are possible
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Choose reports from drop-down list that would appear (see below for reports list).
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v Personal Maintenance
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v Student
v Personnel
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v Personnel Web Appointments
v Staff Development and
Training
v Supervisors Area
v Probation
v Post Advertisement
~ Teaching Workloads
@ Teaching Workloads
Teaching Workloads Reports
Teaching Workloads
Approvals
Refresh Workload Data

Select the report required...

University of KwaZulu-Natal

Teaching Workloads - Reports

Report

Year

Submission Type
School :

Module :
Appointment Type :
Perm/Contract/Temp
Staff :

Master Casml :
* Report Output Format

Teaching Workloads

School Report

Staff Workload Summary
Teaching by Module

Adtivities by Department
Research Areas by Department
Module Listing - Blank

Staff Listing - Blank

Adtivities by Staff - Blank
Research Areas by Staff - Blank
Mo Module Registrations
Validation Report

[¥]

POF v |

Report

Teaching Workloads: Detailed workloads of 1, multiple or all staff

¢ Enter the year, submission type & school
o If you are running the report for a group of staff (e.g. Permanent Academic) then you may use the

appointment type & Perm/Temp/Contract filter to make your choice.

¢ Alternatively, you may leave it on “ALL".

You may then select an individual staff member or leave it on “BLANK” to choose generate a report that
will display the details of all of the staff in the school.
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~ Teaching Workloads
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Teaching Workloads Reports
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The report format may be run in PDF, HTML and Excel (Excel reports, allows you to enable edit so that
blank report may be printed for staff to fill in and hand to you for checking and capturing).

Once the report has been generated save it if it is what you require or close it before you can generate a new
report.

Once the report is generated it can be saved and sent to the academics to input the workloads (for editing
purposes it best to save the report in excel)
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Different Types of Reports;

Fig.31

Teaching Workload Report- detailed report of all TWL captured per person (teaching and
supervision data). This report may be generated for 1 or all employees.
This report may be generated and sent to academics to check their workloads.
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Module Listing Report- Listing of modules within the school.
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Staff Listing Report- listing of all staff members within the school.

Fig.34
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School Report - A summary report of all TWL captured within the school.

Fig.35
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No Module Registration — summary report of modules with no registrations.

Fig.36
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Teaching By Module Report - detailed report of Teaching Workloads captured per module which can be
generated for 1 or more modules.

Fig.37
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Teaching Workload Deadlines (probable deadlines)

Opening of Planned Cycle: 01 October

Closing of Planned Cycle: 30 March of the following year

Approval of Planned Workloads: 01 to 30 March

Opening of Actual Cycle: 01 April

Close of Actual Cycle: 15 December of the following year

Approval of Actual Workloads: 01 November to 15 December

User Guide was updated by Renita Maduramuthu and Sunitha Seerpath
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