QUICK REFERENCE GUIDE

E-TRAC: Spring 2007 Faculty, Teaching Associate (TA), Graduate Assistant (GA): 
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FACULTY LEAVE

· RETURNING FACULTY FROM FALL 2006 LEAVE

1. From the Query Manager, run the SFO_FACULTY_LEAVE_AUDIT_REPORT*
2. Identify faculty who have “1/3/2007” in the “Return DT” column: these are the faculty who need to be returned from leave.

3. Review the type of leave in the “Leave Type” column.

4. From the E-TRAC Faculty transaction manual, reference Chapter 9, Faculty Leaves of Absence, Returning Faculty from Leave.

5. Process the appropriate transaction, effective 1/22/2007, based on leave type.

Notes & Notes & Exceptions: 

· If a faculty member is returning early from a leave (i.e., original leave return date is “6/01/2007”), follow steps 3 through 5 above.

· If a faculty member is returning from leave and is also returning to Department Chair position(s) effective Spring 2007, the leave return transaction must be completed first.

· PLACING FACULTY ON LEAVE SPRING 2007 

1. Use copies of letters to faculty approving leaves with and without pay (by the Dean of Faculty Affairs or Provost) as the source document to determine effective dates, leave type and time base, as applicable.

2. From the E-TRAC Faculty transaction manual, reference Chapter 8, Faculty Leaves of Absence, Paid LOA or Unpaid LOA (full and partial).

3. Process the appropriate transaction, effective 1/22/2007, based on leave type.

Notes & Exceptions:

· If a faculty member is extending a fall only part-time leave without pay, process another leave transaction for Spring 2007, following steps 1 through 3 from above.

· If a faculty member is on any full time leave (paid or unpaid) for fall only, and is taking a subsequent leave of any type for spring, you must first return the faculty from full time leave before processing the spring leave.

· If a department chair is taking a Difference-in-pay or Sabbatical, they must first be separated from the chair position and made full time in an academic-year faculty position prior to being placed on leave.  See Chapter 10, Faculty to Chair and Chair to Faculty Processing (reassignments) from the E-TRAC Faculty transaction manual

FERP

· ENDING FALL 2006 FERP APPOINTMENTS

1. Colleges/Departments do not need to process any transactions to move current FERP faculty into non-teaching status.  

2. Human Resources will terminate and place FERP faculty who teach fall only into “Work Break” status for spring.
Notes & Exceptions:

· If a faculty member in FERP status is permanently ending FERP, the College/Department must process a termination transaction. 

· APPOINTING SPRING 2007 FERPS

1. From the Query Manager, run the SFO_FERP_AUDIT_REPORT*
2. Identify FERP faculty who have “Spring #.##” in the “FERP Teaching Sem/TB” column: these are the FERP faculty who need appointment transactions for spring.

3. Carefully review the data in all columns (position number, salary, and particularly, Status).
4. From the E-TRAC Faculty transaction manual, reference Chapter 10, Retirement and FERP Processing, Appointing FERP Faculty for active teaching semester(s).

5. Note the distinction between appointing FERP’s for their first teaching semester following retirement (new FERP’s) vs. appointing returning FERP faculty for their regularly scheduled teaching period (returning FERP’s).

6. Process the appropriate FERP appointment transaction, effective 1/22/2007, based on status, “Work Break” or “Retired”, as defined in the E-TRAC Faculty transaction manual.

Notes & Exceptions: 

· If a FERP faculty member is taking an approved leave without pay for spring, the faculty must first be appointed before a leave transaction is processed.

· TERMINATIONS FROM FERP PROGRAM

1. For FERP faculty permanently ending FERP, process a termination transaction, effective one day after the end date of the last semester worked.

2. From the E-TRAC Faculty transaction manual, reference Chapter 8, Requesting Faculty Employee Changes to process terminations.

3. Use E-TRAC Employee Change Requests (action= Termination; Reason= End Temp Appointment”).

4. Indicate “Ending FERP” in the notes section of the E-TRAC transaction.

TEMPORARY FACULTY APPOINTMENTS & CHANGES,
SPRING 2006
· AY TEMPORARY FACULTY TIME BASE CHANGES FOR SPRING 2007
1. From the Query Manager, run the SFO_FACULTY_ROSTER for Fall 2006. *
2. Identify AY temporary faculty who have “6/01/2007” in the “Appt End Date” column: these are lecturers/temporary faculty who have academic-year appointments (fall 2006 through Spring 2007)
3. Carefully review the data in all columns (position, salary, and particularly, FTE (time base)
4. If the time base will change effective spring semester, you may use Express FTE (time base) changes to change time base for a group of AY lecturers in a department or, process individual time base changes.

5. From the E-TRAC Faculty transaction manual, reference Chapter 7, Requesting Express FTE changes for AY Faculty/TA’s.

Notes & Exceptions: 

· If the time base is not changing effective spring semester for faculty with academic-year appointments, no transaction is necessary.

· If position funding is changing for an academic-year faculty effective spring, use the Labor Cost Distribution Change Request form (http://www.sfsu.edu/~budget/forms.html)

· If there is an approved salary base change effective spring for an academic-year lecturer, first, process any time base change if applicable, then process the appropriate salary rate change, using E-TRAC Employee Changes.

· AY APPOINTMENTS TERMINATING SPRING 2007
1. From the Query Manager, run the SFO_FACULTY_ROSTER for Fall 2006. *
2. Identify AY temporary faculty who have “6/01/2007” in the “Appt End Date” column: these are lecturers/temporary faculty who have academic-year appointments (fall 2006 through Spring 2007)
3. If the AY lecturer/temporary faculty will not be returning for spring, process a termination transaction, effective 1/04/2007.

4. From the E-TRAC Faculty transaction manual, reference Chapter 8, Requesting Faculty Employee Changes to process terminations.

Notes & Exceptions:

· Fall only-appointed lecturers do not require termination transactions.  Human Resources will separate fall only lecturers who are not reappointed for spring.

· FALL ONLY TEMPORARY FACULTY & TA: RE-APPOINTING FOR SPRING

1. From the Query Manager, run the SFO_FACULTY_ROSTER for Fall 2006. *
2. Identify fall-only temporary faculty/TA who have “1/03/2007” in the “Appt End Date” column and “Active” in the “Status” column: these are lecturers/temporary faculty/TA who have fall only appointments.

3. If the fall-only temporary faculty/TA will return for spring with no change in position or salary, use E-TRAC Express Reappointment for Spring.  DO NOT USE E-TRAC New Hire Request.

4. From the E-TRAC Faculty Transaction manual, reference Chapter 6, Requesting Express Reappointments for Lecturers.

5. If you do not use Express Reappointment to reappoint fall-only temporary faculty/TA for spring, you must use E-TRAC Employee Change Requests (action= Data Change; Reason= New Temp Appointment”).  DO NOT USE E-TRAC New Hire Request.

· FALL GRADUATE ASSISTANTS: RE-APPOINTING FOR SPRING

1. From the Query Manager, run the SFO_FACULTY_ROSTER for Fall 2006. *
2. Identify Graduate Assistants where “Job Code” is “2355”, “Appt End Date” is “1/31/2007” and “Status” is “Active”.
3. If the Graduate Assistant will return for spring, use E-TRAC Employee Change Requests (Action= Data Change; Reason= New Temp Appointment”.  DO NOT USE E-TRAC New Hire Request. 

4. Reference any communication from the Dean of the Graduate Division for guidelines, effective dates and additional information regarding Graduate Assistant hiring for spring.

Notes & Exceptions:

· Only the FTE (time base) can be adjusted using Express Reappointments.

· Express cannot be used to rehire Graduate Assistants (2355, 2325)

· Use Employee Change to process reappointments with position or salary changes.

· Human Resources will separate fall only lecturers, GA’s and TA’s who are not reappointed for spring.

· TEMPORARY FACULTY, TA, GA: NEW APPOINTMENTS, RE-APPOINTMENTS WITH BREAK IN SERVICE

1. If the temporary faculty, TA or GA is a new employee to the campus, or the appointment is an additional (concurrent) appointment to an existing campus position, use E-TRAC New Hire Request.

2. If the temporary faculty, TA or GA is returning to the campus with a break in service (no active employment in the prior fall in the same position), use E-TRAC New Hire Request.

3. Temporary faculty, TA or GA returning to the campus with a break in service may appear in the HRMS data base with a status of “Terminated” if their last separation date was after November 2003.  In this case, use E-TRAC New Hire Request.

4. If you are reappointing a lecturer whose last appointment was fall 2004 or earlier, please make sure the FT Comp Rate (full time salary base) reflects the 7/1/05 3.50% GSI for faculty 

5. For GA and TA’s whose last appointment was spring 2005 or earlier, please make sure the FT Comp Rate (full time salary base) reflects the 10/1/05 3.50% GSI and 10/1/06 3% GSI for Unit 11 Academic Instructional employees.
6. From the E-TRAC Faculty Transaction manual, reference Chapter 5, Requesting Faculty, TA, GA and Volunteer Hires.

Notes & Exceptions:

· Temporary faculty and TA’s who are terminated but worked the prior academic year will appear in the selection list using Express Reappointments

· Additional employment history for temporary faculty, GA’s & TA’s is available through the E-TRAC Inquire, “Faculty History (HRF)” link.
*If you do not have access to run the query, contact your College Dean’s office coordinator to obtain the report data for your department. 


