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1. Purpose, principles, expectations and benchmarks 
The purpose of this guidance is to support the planning of workload allocation in a way that is equitable and 
transparent for all colleagues who are involved in teaching, research and service across the School as a 
whole. The normal expectation is that, unless contracts specify otherwise: 
 

• All lecturers, senior lecturers, readers and professors will be involved in teaching, research and 
service to the university.  This will notionally (depending on operational requirements) be in the ratio 
of 40/40/20% respectively over the course of the year.  

• All teaching fellows, senior teaching fellows and professorial teaching fellows will be involved in 
teaching, scholarship and service to the university. This will notionally (depending on operational 
requirements) be in the ratio of 70%/10%/20% respectively over the course of the year.  

 
A full time member of staff has a notional working year of 1,650 hours. This is commonly referred to as 
“managed time” and is based on a 37.5 hour week and 44 weeks per annum. However there is no intention 
here to limit the time academic staff may wish to spend on professional activities outside of the managed time. 
Every effort will be made to ensure that staff have a breadth and balance of activity in order to support career 
progression.  

 
2. Teaching Hours (UG and PGT) 
The level of direct contact time timetabled for students on specific courses and modules is agreed in 
discussion between the HoD (with involvement from the DTL if appropriate) and course/module leaders on the 
basis of the validation/amended formal approvals. Therefore, the normal expectation is that: 
 

• For lecturers, senior lecturers, readers and professors the norm is 660 teaching hours overall with 220 
hours allocated to contact teaching and a notional 440 allocated for preparation and assessment   

• For teaching fellows, senior teaching fellows and professorial teaching fellows the norm is 1155 
teaching hours overall with 385 hours allocated to contact teaching and a notional 770 allocated for 
preparation and assessment.  

 
Variations from the above should have a clear rationale and should be agreed within the resource available by 
the HoD.  When considering significant variations to this norm, and in particular where contact hours are 
significantly more than 10% over the norm, HoDs will consider such factors as the nature of teaching contact. 
This is in recognition of the fact that some forms of contact such as group facilitation may require less 
preparation than allowed for in the standard multipliers or when no marking is expected for singular 
contributions to modules. Equally more preparation time might be allocated in the development and teaching 
of a new module.  
 
To promote consistency in student experience module convenors will normally be expected to teach a 
minimum of 50% of the allocated contact hours. This will also ensure that for most modules the convenor will 
be the first marker. If cohort sizes exceed 30, additional markers will be sought to offer support with 
assessments, if requested. If additional markers are used then they must have taught more than 20% of the 
module or have be in attendance for more than 40% of the taught sessions. Therefore, forward planning by 
the module convenor is essential. For 2018-19 we are encouraging faculty to co-convene modules where they 
feel it is possible. This is particularly important in terms of enhancing consistency through smaller marking 
teams as well as maintaining coverage for the module in the event of a member of staff being off work or on 
study leave.       
 
Beyond seminar teaching, it is expected that all faculty will offer tutorial supervision either as an academic 
advisor providing support with study skills to undergraduate students or as a UG final year and/or PGT 
dissertation supervisor. Workload allocations for these roles as well as tariffs for different assessments are set 
out in appendix 1.   

  
 
3. Research, Scholarship, Consultancy and PGR Supervision 
All faculty are allocated hours for research and scholarship. The normal expectation is that: 
 

• For lecturers, senior lecturers, readers and professors the norm is notionally 660 hours allocated for 
research and research related activities.  
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• For teaching fellows and senior teaching fellows the norm is notionally 165 hours allocated for 
scholarship.  

 
One of the university’s expectations is that all eligible faculty (those with doctorates) work towards supervising 
a minimum of 2fte doctoral students. The maximum number of doctoral students for individual faculty in the 
school is 6fte. Suitably qualified teaching fellows may also supervise doctoral students under mutual 
agreement with HoDs.  
 
Expectations for research, scholarship and consultancy are based on the following:  
 

• Research funding awards and consultancy may fund a reduction in UG/PGT teaching contact hours 
once 25% FTE time on research has been exceeded. 

• Unless otherwise exceptionally agreed with the Head of School, research grants and consultancy fees 
must be fully costed at the application stage by the Research and Enterprise Office.  For further 
details, see the university’s costing and pricing document available at: http://www.sussex.ac.uk/res/1-
4-4.html 

• As a rule of thumb for the use of the 40% FTE research time, if on average every academic member 
of staff achieved £10k research income contribution per annum, then the School would achieve its 
overall income generation target. Accordingly, a research project involving 4 academic staff members 
could reasonably aim for a research income contribution target of £40k per annum and a research 
centre involving 10 staff could aim for £100k per annum. 

• As a second rule of thumb in relation to research outputs, if every academic member of staff achieved 
one output of 3* or 4* quality per annum, then the School would expect to achieve its aim of 100% 
entry of staff in the next REF exercise.  

• It is expected that all lecturers, senior lecturers, readers and professors will have an Individual 
Research Plan that demonstrates how and when outputs will be produced and how income will be 
generated for the next REF exercise. 

• Scholarship for teaching fellows might take the form of academic study for a higher degree, 
conference presentations, textbook contributions, pedagogic research or professional publications.  

 
4. Service 
All faculty are expected to share the internal service load within the School. The normal expectation is that: 
 

• For teaching fellows, senior teaching fellows, lecturers, senior lecturers, readers and professors the 
norm is 330 hours allocated for service.  

 
In supporting the School and Department all faculty are expected to take on the role of module convenor for at 
least two modules or four if co-convening (normally one or two if co-convening for faculty with a major 
management or leadership role i.e., 0.4fte). Senior faculty are expected to take on course convenor roles and 
readers and professors are expected to take on research leadership roles as well as a fair share of School 
Director and Head of Department roles. Some leadership roles involve remission from teaching, research and 
service whereas others are calculated as units of service (see Appendix 1).  
 
For convening a module faculty are allocated 24 hours to programme the teaching, maintain study direct and 
support the moderation of another module. If co-convening this will be 12 hours per member of faculty. 
Faculty can also split the 24 hours allocation differently if one member of faculty is deemed to be taking on the 
main role of convening with the second member of faculty acting in more of a support role (e.g., 18 hours and 
6 hours). 20 additional hours are allocated for new modules or 10 additional hours if new to established 
module. The expectation is that module convenors, whether one or two faculty members, teach 50% of 
module, first mark assessments and moderate another cognate module. 
 
It is expected that such internal School service roles are prioritised over other wider university or external 
roles in the work planning process and agreed with the appropriate HOD. Other such activities might include 
selection of candidates, mentoring, appraisal, exam board membership/chairing, campus-wide tasks such as 
committee membership (other than that which is directly associated with a leadership role or other role for 
which remission is included in the calculation of workload/contact hours), membership of professorial 
appointing committees and external activity on behalf of the university, but not journal editorship roles and 
similar activities like work on behave of professional societies and networks. If an external role is considered 
important for the School or University then the staff member should seek approval from the HoS for it to be 

https://exchange.sussex.ac.uk/owa/redir.aspx?C=6d16421f545b469096bf3d4b2506a13e&URL=http%3a%2f%2fwww.sussex.ac.uk%2fres%2f1-4-4.html
https://exchange.sussex.ac.uk/owa/redir.aspx?C=6d16421f545b469096bf3d4b2506a13e&URL=http%3a%2f%2fwww.sussex.ac.uk%2fres%2f1-4-4.html
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included as part of their managed time. If service time is not fully accounted for in the workload process the 
balance of hours may be allocated to further teaching.  
 
5. Paid study leave 

•    Eligible faculty may request up to one term’s (non-cumulative) paid study leave out of nine terms. This 

will be considered if the School’s financial position can sustain it and programme coverage can be 
maintained. For more details refer to the study leave policies for both the university and school.  

•    When applying for leave, faculty must propose a plan of cover for their teaching. The faculty member 

is required to actively work with the HoD to ensure full coverage of their teaching and services roles 
during the period of proposed leave. Normally it is expected that doctoral supervision will be 
continued. They must also have agreed a plan of research or other outcomes for the study leave, and 
should provide a final report on the achievement of these goals to the HoD/HoS after the end of the 
leave period. 

 
6. Timescale and Process for Academic Workload Planning 
Course and module convenors should begin mapping out contributions to the curriculum for the following 
academic year in the Spring Term. Faculty then programme their workloads with Heads of Department over 
the summer. Workloads are then revised and fixed once student numbers are confirmed in September. The 
flowchart below sets out the process. 

 
 
7. Allowance for new members of faculty 
There are two types of new members of faculty. The first are faculty who are not new to their academic 
position but are new to the University of Sussex. In recognition to the adjustments that need to be made when 
joining a new institution all new staff will receive in their first two years a 5% time allocation (82.5 notional 
hours) that can be taken against service or teaching depending on which works best for the individual.    
 
For staff who are new to working in academia and it is their first appointment time is also needed after 
appointment to adjust to a new working environment. These members of faculty represent the second type of 
new staff. It is likely they will need to complete an approved Postgraduate Certificate in Teaching and 
Learning (if they have less than three years’ teaching experience). In recognition of this, these new staff will 
be allocated an allowance of 10% remission (165 hours) for their first two years. This will be taken against 
teaching.  

 
8. Summary of time allocation for lead roles, teaching and service  

• See Appendix 1 
 
 
This policy is reviewed annually.  
 
ESW SMT 
11th April 2018  

Spring

Course and module 
leaders MAP

contributions to 
courses and 

modules sharing 
plans with each 

contributor and HoD 
using Form A 

Early Summer

All faculty prepare a 
draft and meet with 

HoD to PROGRAMME 
individual workloads. 
HoD enters data to 
ensure consistency. 

Faculty should aim to 
be convened for 90% of 

their time. These are 
recorded on Form B

Early Autumn

Following confirmation of student 
numbers workloads will be reviewed, 
adjusted, and FIXED (where possible) 
for the academic year. If the position 

allows faculty will still aim to be 
convened closer to 90% than 100% to 

facilitate new students or new 
opportunities. To ensure transparency 

summary workloads will be public 
within ESW 


