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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.  
 

• Whilst logged into the TWL System, NEVER use the arrow on the browser, you will get an error 
 

• Clicking “recalc prep time” will automatically calculate the maximum preparation hours. 
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Driver as in Teaching 
Workload  Framework  
 

Norms and Values within the TWF 

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

 B – Preparation time1 (for the 
contact time in A) 

Lectures/seminars:  
 
1.5  hour / contact hr 

C – Assessment, Consultation 
and Module Administration – 
driven by total number of 
students registered in a 
module 

UG MODULE: 16cps: 1.5 hrs / student 
 

8cps: 0.5 hrs /student 
 

32cps:  2 hrs/ student 
 
PG MODULE 16cps:  2.5 hrs /student 
 

32cps:  3 hrs /student 
 

D- Research Supervision For Honours/4th 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 96cp: 
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 

 
 
 
 
 

                                                           
1 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) 
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ACCESSING THE TWL SYSTEM 
 
 
Step 1:  How to Login to Teaching Workload (TWL) System 
 

Fig.1 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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Fig.2 

 

PROCEDURE 
 

• 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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Fig.3 

 
Click on ‘Personnel iEnabler’. 
 
 
Fig.4 

 

 

 

 

 

 

 

 

 

 

 

Click on ‘Teaching Workloads 
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You may then choose to: 

• Enter teaching or supervision information:  click on  Teaching  Workloads 
• Generate /view or print reports: click on Teaching Workloads Reports 
• 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….  

 

Fig.5 

 

 
 

• Choose the year for which you want to enter data 
• Choose your school from the drop-down menu 
• Administrators who have been nominated to capture workloads for academics must choose “All” 

profile 
• Academics may choose “Self” profile 
• Click “Continue” 
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SUBMISSION TYPES/CYCLES 

 

Fig.6 

 

 
 

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

 
• ACTUAL : Enter the actual data 

 
• 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 
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COPYING DATA FROM PREVIOUS CYCLES 

 

Fig. 7 

 

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 

• First enter the submission type & year you would like to copy from  
• CLICK  on DEPT copy 
• You will then see the following screen (FIG 8) 
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Fig. 8 

 

 
 
 

 
• 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  
• 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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Fig.9 
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CAPTURING CONTACT TEACHING 

Fig.10 

 

 
 

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

• PLEASE NOTE: you need to enter the actual NUMBER of Lectures &/or Tutorials you teach. 
• All other fields are in HOURS. 
• The contact time is a sum of the hours of the fields above it. 
• Preparation is allocated at 1.5 hours PER HOUR OF CONTACT TIME. 
• To calculate the maximum PREP TIME click on recalc PREP TIME 
• 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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Fig. 11 

 

• Enter part of the module code or the module description  
• 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 
 

 

 
• 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 

• Always recalculate prep time > max hours x contact time = prep time  
• e.g. 1.5 hrs x20 hrs=30hrs 
• 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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Fig 13 

 

 
 
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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Fig.14 

 

 

Once all the contact teaching information is captured click on “SAVE ALL” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



18 
 

CAPTURING OF SUPERVISION 

 
Fig.15         

 
 

Supervision: 

This is driven by students and qualification type; student details such as the student number, module level 
are required.   
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Fig.16 

 

 
• Select “Module Level” that is Honours, Masters, etc. 
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  Fig.17 

 
 
 

 
• Search for the student by student number, and/or the student name  
• 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. 

• 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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Fig.19 

 

• Only modules which the student is registered for will appear in the drop down list of modules. 
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Fig.20 

 

• 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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Fig.21 
 

 

 
• Enter the supervision hours  
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Fig.22 

 

 
• 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. 
• You may still continue to enter and save your data, as it is just a warning and not an error. 
• 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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Fig.24 
 

 
 
 

• 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).   

 
• Once the academic that all of the captured information is correct, you may submit the workload for 

approval, by clicking “Submit Workload”. 
 

• 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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Fig.25 
 

 
 
 
Only once the workload has been successfully submitted for approval will you see the message above. 
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Fig.26 
 

 

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. 
• The 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: 
• 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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REPORTS 

 

Fig.27 

 

 

 
Choose reports from drop-down list that would appear (see below for reports list). 
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Fig.28 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the report required… 

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

 
 
• Enter the year, submission type & school 
• 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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Fig.29 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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; 

• 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. 
 

Fig.31 
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Module Listing Report- Listing of modules within the school. 

 

Fig.32 
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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 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



36 
 

 

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 
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