TOTAL WORKING TIME EMPLOYEES
WORK PLANS FOR THE ACADEMIC YEAR 2015-2016 AND 2016-2017 IN SOLE TIME MANAGEMENT SYSTEM (SOLETM)

Research and teaching staff has to fill retrospectively work plan for the academic year 2015-2016 in SoleTM (deadline 15.2.2016). Faculty of Science’s dean and administrative manager have reminded about the missing work plans in SoleTM.
Work plan for the academic year 2015-2016 has to be in SoleMove before the development discussion (deadline 29.2.2016).

When you finished the SoleTM work plan, print a copy to Minna Vanhatalo (teaching section). Amanuensis and the degree programme director Annamari Markkola will check the teaching work plan. Work plans are discussed during a private development discussion between the employee and his/her immediate supervisor. The work plans of all unit staff members are finally approved by the unit head.

Research stuff with the regular working time and who also have teaching are given separate instructions and Excel form.

At the end of this file there are practical hints for filling the SoleTM.


TARGET GROUP


All research and teaching staff belonging to the total working time system with the exception of those employees who are still working towards their basic degrees.
The system concerns such staff members as professors, university lecturers, lecturers, clinical instructors, university teachers, doctoral students, post-doctoral research fellows and senior research fellows. 
Academy professors and academy research fellows also belong to the system even though some of the regulations do not apply to them. 
The annual amount of working time for research and teaching staff is 1 600 hours. Each employee who belongs to the system prepares a work plan with his/her supervisor. Work plans are based on the unit's operating plan and curriculum.


TEACHING HOURS

1. Each employee who belongs to the 1 600 hours system is obligated to prepare a work plan for the next academic year. Academy professors and academy research fellows also belong to the system and fill the teaching section in SoleTM following the Academy of Finland guidelines (maximum 5% teaching i.e. 80 hours in total working time. These hours include preparation of teaching). Faculty of Science executive group has made a decision that this 5% does not include guidance of thesis, only contact hours. This practice is same for Academy researchers and teaching stuff. Also other post doc researches will use this 5% teaching obligation.

2. Previous principles are used in defining the teaching hours. Contact teaching hours directives have been as follows: professors approx. 160 hours per academic year, lecturer 392 hours per academic year and senior research fellow / postdoctoral research fellow approx. 21 h hours per contract month). Deflection from these hours requires always justification and separate agreement with the unit head. Teaching must be based on the curriculum planned and accepted by the Biology degree programme committee.

3. According to the biology degree programme committee resolution (14.1.2016) PhD students hired by the projects are obligated to teach 20 h per academic year without separate consideration over four years. Research grant PhD students are obligated to teach 16 h per academic year without separate consideration over four years. This regulation will concern new PhD students accepted to postgraduate studies from January 2016 onward.
Old regulations are applied to PhD students who have started their postgraduate studies before 2016. PhD students hired by the projects are obligated to teach 24 h per academic year without separate consideration over two years (principal rule is that in the beginning and at the end of the postgraduate studies there will be no teaching so that the student can concentrate to the PhD thesis). Research grant PhD students are obligated to teach 12 h per academic year without separate consideration over two years.
These are the amounts of contact teaching hours; time spent on preparation of teaching is not included in these figures. If the preparation of teaching requires more preparation hours that an average course teaching (some laboratory exercises) separate agreement of the contact hours can be made with the head.

4. Contact and coordinating persons in teaching are Kari Taulavuori (plant ecology), Anna Maria Pirttilä (plant physiology), Seppo Rytkönen (animal ecology), Outi Savolainen (genetics) ja Esa Hohtola (animal physiology, spring 2016). They will be in contact with the degree programme director Annamari Markkola who is responsible of the teaching budget

5. Every teaching employee has to set aside some hours for the common degree programme duties including tutor teacher work. All teaching stuff excluding professor has to participate to the university exam day duties. 


UNIVERSITY’S GUIDELINES

Total working time
https://notio.oulu.fi/en/guides/Documents/kokonaistyoaika_translated_2012.pdf#search=work%20plan 

Filling the workplan
https://notio.oulu.fi/en/guides/Pages/Työsuunnitelman-täyttäminen-SoleTM.aspx

SoleTM (no detailed instructions neither in Finnish or in English)
https://notio.oulu.fi/en/guides/Pages/Työajankohdentaminen.aspx 

BIOLOGY DEGREE PROGRAMME’S GUIDLINES FOR FILLING THE SOLETM

· if your contract of employment ended in December 2015 and the new one started in January 2016 you have to fill separate plans for the autumn 2015 and spring 2016 (the system does not accept one plan for the whole academic year 2015-2016)
· fill the academic year 2016-2017 form for the time that you have the work  contract, academic term or on monthly basis
· you can close the form and continue to fill it later but remember to save every now and then (save button at the end of the page).
· remember to choose the language of your teaching: Finnish/English.
· separate other duties in right sections of additional information (working groups, executive groups, etc.).
· important sections to be filled:
- 1102 Teaching, enter teaching hours for courses (code, name) that include exercises / laboratory teaching / seminars / computer classes / calculus and exam supervision
- 1103 Lecture-teaching, enter the true lecture hours (university teachers no longer use 2x)
- 1105 Guidance of thesis enter the different thesis with the code:
750376A Bachelor of Science seminar and thesis (seminar/working group hours and guidance hours, in additional information field mention which teaching it is← some teachers do both some only guidance)
750657S Biology subject teacher pro gradu thesis
750658S Pro gradu thesis in biology
750671J Ph.D. thesis in biology
Enter the student names to additional information field under the course codes
- 1107 Planning and preparation of teaching, hour estimation
[bookmark: _GoBack]- sections 1108-4119 according to personal situation, remember to enter councelling and tutor teacher (omaopettaja) activity
· enter to the additional information if you use facilities, collections and services of Biodiversity Unit (museums and botanical garden)
· use always additional information fields if neccessary. Describe among other things sections related to your research work: project names, partners in research cooperation, preparation and applying funding for large research projects (SA, EU, TEKES etc.). IT IS USEFUL TO DESCRIBE THE PLANNED HOURS FOR LABORIOUS APPLICATIONS although there are no decisions yet. This is to show the hard effort. In the future university staff has to apply more and more this type of funding and this could encourage to seek other funding. 

