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Introduction (optional)
Units may wish to include an introductory section that describes the mission, values, and/or goals of the unit and how these relate to faculty workload. 

I. Job Category Descriptions (add / delete categories as relevant for your unit)

Tenure line faculty
Tenure line faculty positions typically have an allocation of effort of 40% research / 40% teaching / 20% service. Tenure line faculty members may request a different allocation of effort through a differential allocation of effort agreement (see section IV).
Teaching professors
Teaching professors must have an allocation of effort of X-X% teaching, X-X % research / scholarly activities, X-X % service, and X-X% program coordination / administration. [Note: to align with university policy, teaching professors must have an allocation of effort of 60-80% teaching, 0-20% research / scholarly activities, 0-20% program coordination / administration, and 20% service. Unit policy may specify narrower ranges but cannot go outside these ranges.]
Professors of the practice
Professors of the practice must have an allocation of effort of X-X% teaching, X-X % research / scholarly activities, X-X% service, and X-X% program coordination / administration. [Note: to align with university policy, professors of the practice must have an allocation of effort of 60-80% teaching, 0-20% research / scholarly activities, 0-20% program coordination / administration, and 20% service. Unit policy may specify narrower ranges but cannot go outside these ranges.]
Lecturers
Lecturers must have an allocation of effort of X-X% teaching and X-X% program coordination / administration. [Note: to align with university policy, lecturers must have an allocation of effort of 60-100% teaching and 0-40% program coordination / administration. Unit policy may specify narrower ranges but cannot go outside these ranges.]  
Visiting professors
Visiting professors must have an allocation of effort of X-X% teaching, X-X% research / scholarly activities, and X-X% service.
Instructors 
Instructors are hired on a per-course basis and thus have an allocation of effort of 100% teaching. 
Clinical professors
Clinical professors must have an allocation of effort of X-X% teaching / clinical instruction, X-X% research / scholarly activities, X-X% service, and X-X% program coordination / administration.
Specialists
Specialists must have an allocation of effort of X-X% teaching, X-X% research / scholarly activities, X-X% service, and X-X% program coordination / administration.
Faculty members with administrative responsibilities 
A faculty member serving as department chair will have their allocation of effort adjusted to X% research / X% teaching / X% service / X% administrative duties. A faculty member serving as [role] will have their allocation of effort adjusted to X% research / X% teaching / X% service / X% administrative duties. 
OR 
Tenure-line faculty members with administrative duties will retain the 40% research / 40% teaching / 20% service allocation of effort for the percentage of their role that is not dedicated to administrative duties (e.g., a faculty member with 50% administrative duties would have an allocation of effort of 20% research / 20% teaching / 10% service / 50% administrative duties). 

II. Unit Expectations
Note: Workload expectations may differ by position type. If expectations differ for different position types, you may choose to address each position type within the relevant section of the policy document, or you may prefer to create separate sections for each position type.  
Teaching / instruction
Instructional activities expected of faculty within the unit include [specify].
Faculty members are expected to teach X [courses / credit hours (e.g., one three credit hour course)] per X% of effort allocated to teaching. 
Research / scholarship / creative activity
Scholarly activities expected of faculty within the unit include [specify].
Service
Service activities expected of faculty within the unit include [specify].
Professional Performance (if relevant – delete section if not)
Professional performance activities expected of faculty within the unit include [specify].
Program Coordination / Administration (if relevant – delete section if not)
Professional coordination / administration activities expected of faculty within the unit include [specify].

III. Annual Workload Assignments
Each faculty member’s annual workload assignment will be documented by [specify (e.g., a written annual work plan)]. This documentation should capture the annual work assignments and expectations for each faculty member, accounting for circumstances such as administrative roles, leaves, differential allocation of effort, and modified instructional duties.    

IV. Assignment of Teaching Duties (optional)
Teaching assignments (including courses assigned, teaching modalities, and dates / times of class meetings) are determined by [process]. Faculty members will have the opportunity to express preferences regarding their teaching schedules by [process].
Faculty members will be notified of their teaching assignments by [DATE] for fall semester courses and [DATE] for spring semester courses, although notification after these dates may occur in exceptional circumstances.

V. Special Teaching Assignments (delete any sections not relevant to your unit)
Summer session courses
Summer teaching assignments are determined by [process].
Intersession courses
Intersession (winter term) teaching assignments are determined by [process].
Overloads
Faculty members may be asked to teach overload courses under certain circumstances, including [specify]. Faculty who teach overloads will be compensated by [specify, e.g., extra salary, a course release in a subsequent semester].
Study abroad
Study abroad teaching assignments are determined by [process].
Online courses
Teaching assignments for online courses are determined by [process].
Competency based education (CBE)
Teaching responsibilities for competency based education (CBE) programs are determined by [process].

VI. Overload Assignments
Faculty members may be asked to perform work assignments beyond their regularly assigned duties to meet [department / school] or university needs in exchange for additional pay or future release from particular duties. If such an overload assignment is deemed necessary, the [chair / dean] will [specify process of how assignments are made and compensation available]. A faculty member must indicate in writing that they are accepting any overload assignment. Overloads cannot be assigned to faculty members involuntarily. 

VII. Research Intensive Releases (if relevant to your unit, delete if not)
Faculty members who [relevant categories or conditions, e.g., are in tenure-line positions and have not yet received tenure] are entitled to a research intensive release [specify conditions e.g., of one semester, one course] [specify timeline; e.g., at some point during the pre-tenure period]. 

VIII. Exceptions
Exceptions to the typical faculty workload may be made by the [chair / dean] under certain circumstances, including [specify].
Course releases
Course releases may be provided to faculty members who [specify]. A faculty member may request a course release by [process].
Course buy-outs
A faculty member may “buy out” of teaching a course by [process]. Course buy-outs are assessed at X% of the faculty member’s base salary. 
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