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Background 
 
The creation of a master schedule and the assignment of faculty to courses 
lie at the heart of the College. The Faculty Module team believes our 
critique of the current procedures and our recommendations for 
improvement on those procedures will benefit the College. 
 
The assignment of a faculty member to a course has involved multiple 
forms and spreadsheets as well as multiple individuals.  Compounding the 
issues that these multiplicities cause is the lack of deadlines or the lack of 
adherence to deadlines.  The end result is that not all faculty information is 
entered in the Master Schedule. Similarly, multiple forms and multiple 
individuals involved in the new hire adjunct process result in delays in 
assigning new faculty to a course and the creation of duplicate Banner IDs. 
 
A compounding issue is that not everyone in the College community trusts 
the information in the Banner system to be accurate which, in order to 
perform their job functions, prompts them to keep external databases.  An 
important example is the Academic Affairs payroll process for adjunct 
faculty where the factors to calculate step and seniority are outside of the 
Banner application.  
 
A significant demand to enter all faculty information into the Master 
Schedule is the MCCC/DCE Joint Committee on Electronic Communication 
Guidelines for Conversion to Electronic Communications which must be in 
place no later than May 31, 2008.    
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Project Statement 
 
 
To improve the process by which new adjunct faculty hires are entered into 
Banner and improve the efficiency and completeness of adjunct faculty 
course assignments, thereby moving Banner closer to being the central 
authoritative data repository for the College. 
  
Measurements: 

• Adjunct faculty assignments complete and accurate in Banner by the 
end of the drop/add period. 

• Only Banner database is used for adjunct faculty processes. 
  

Benefits: 
As Banner will move towards becoming the central and authoritative 
repository for accurate current and historical faculty information, we will see 
the following: 

• Efficient calculation of adjunct faculty payroll  
• Timely completion of an accurate Master Schedule  
• Non-Banner databases will be eliminated 
• Compliance with external deadlines for faculty information (MCCC 

contractual obligations to replace paper communication with 
electronic communication effective May 30, 2008) 
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Analysis of Current Situation 
 
 

Current Interview, Approval and Assignment of new Adjunct Faculty 
Process 
 
It was determined that each academic division follows different procedures 
when hiring a new adjunct faculty member.  The following is a basic 
overview of those used by the different academic divisions.   
 
Steps: 

1. Applicant interviewed by DCE Staff Associate/Curriculum 
Coordinator/Department Chair/Assistant Dean (all/some or just 
one)   

2. If applicant is chosen to teach a course, the designated academic 
support staff is notified of the new hire and forwards the adjunct 
faculty new hire packet to the new adjunct faculty member. 

3. Support Staff then arranges meeting with new hire to review 
packet for completeness. 

4. Upon completion of the new hire packet, support staff 
electronically forwards the FCA (Faculty Change/Assignment) form 
to Academic Affairs with a note stating “new hire” and follows up 
with cover sheet of application listing contact information. 

5. Completed new hire packet is then forwarded to Human 
Resources  
 

At the end of this process, since a new faculty member has not yet been 
assigned a Banner I.D., Banner is non-usable and a delay occurs in the 
official course assignment process. 
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Current Academic Affairs Department Adjunct Payroll Processing  
 
Steps: 
 

1.  Based on seniority list and new salary steps change the salary 
step rates and move any faculty that have gone to a step 4 to a 
step 4 in the faculty table; 

2.  Attend three cancellation meetings before the start of the 
semester; 

3.  First week of semester roll payroll; create current semester 
4.  Correct all B’s, E’s, and D’s (funding source codes) that do not 

match; 
5.  Verify that all courses are entered into the appropriate division; 
6.  Verify all under enrolled courses and faculty salary by the second 

week of classes or the second week of the semester, whichever is 
later, to determine number of students in the class and what the 
faculty salary should be according to the DCE contract salary 
rates; 

7.  Enter the funding source for all contract courses; 
8.  Continue to process changes as they are received; 
9.  Enter all  nursing faculty payroll information; 
10. Enter the under enrolled courses and 1st eight week courses; print 

out payroll report; 
11. Give copy of report to Statistician in Academic Affairs to use for 

evaluations and to Payroll Department; 
12. Continue to make changes as they are received from the other 

divisions; 
13. Print faculty contracts; 
14. Verify contracts for under enrolled courses to ensure that the 

enrollment is correct for salary purposes; 
15. Mail contracts to all DCE faculty who are teaching the current 

semester; 
16. IT copy payroll from Academic Affairs computer; 
17. Respond to faculty questions on step rates; 
18. Mid-semester process 2nd eight week payroll, directed study, and 

coop; 
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19. Respond to faculty inquiries regarding directed study courses 
(students don’t pay until the end of the semester) 
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Causes and Effects 
 
A cause and effect diagram or Ishikawa Diagram is a tool that illustrates the 
main causes of a problem. It is used when there are many potential causes 
that need to be identified and organized. 
 
The use of this type of diagram allows everyone to see the relationship 
between factors and from the student satisfaction survey and faculty/staff 
survey data. It was a means of consolidating our groups thinking and view 
of the Faculty Module problem. 
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Poor Faculty Assignment Procedures 
 
This diagram further illustrates areas where the current faculty assignment 
process has the potential to breakdown. 
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Incorrect or Missing Data 
 
This diagram illustrates problem areas in data integrity. 
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Relations Diagram  
The Relations Diagram helps clarify which processes, if changed, would 
yield the greatest benefit. 
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Improvement Theory and Recommendation 

Force Field Analysis:   

Faculty Module Project forces: 
DRIVING FORCES RESTRAINING FORCES 

Collective Bargaining Agreement 
requirements and contractual 
obligations 

Resistance to Change 

Banner as one true data repository: 
complete faculty data in Banner 
(including necessary historic data) 

Ad hoc solutions 
 

Efficient use of staff time 
Elimination of external databases 

Limited IT Resources 

Timely financial cost analysis of DCE 
budget 
Accurate Master Schedule 

Lack of adherence to deadlines 

Worker turnover without training in 
place 
No Standard Operation Procedures 

Adjunct Faculty Payroll via Banner 

 

Inefficient use of Personnel and Time 

Current and future analysis of Faculty Module Project: 
CURRENT STATE IDEAL STATE 

Missed faculty assignment deadlines.  Creation and adherence to strict deadlines. 
Multiple processes to assign adjunct 
faculty to courses. 

SOP for entering all adjunct faculty course 
assignments. 

MCCC contractual deadlines not met. Contractual obligations for reporting faculty 
data met 

Non-Banner databases used to calculate 
adjunct faculty step, seniority, and 
generate salary and contract letters. 

Banner is the one true data base. 

Dependence on paper communication with 
adjunct faculty.  

Electronic communication with adjunct 
faculty 

No clearly defined process for entry of 
adjunct faculty, entry of new faculty into 
Banner or adjunct faculty course 
assignment. 

Creation and implement of a clear and 
universal process flow.  Creation of 
manuals and a training schedule. 
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Recommendation 
 
A. Improve Adjunct Faculty New Hire Process: 
 

All new adjunct faculty members who are assigned to a course will 
be entered into Banner by support staff.  Academic support staff 
will have access rights to enter faculty information (name, SS#, 
address, phone & D/O/B) directly into the Banner System.  The 
contact information entered shall be copied from the I-9 
identification form(s) assuring the legal/proper name of the new 
hire.  A Banner I.D. will be generated and the new hire could easily 
be added to the Master Schedule via the electronic FCA form. 
Completed original H.R. Packet is forwarded to the Human 
Resource Office. 

 
B. Streamline Faculty Course Assignment Approval Process 

 
Develop standard faculty course assignment approval procedures 
to be followed by all academic divisions 

 
C. Examine Adjunct payroll process 
 

Utilize Banner functionality more effectively, add missing 
information and determine if enhancements are necessary.   

 
 

This work will achieve the following project goals: 
1. Calculate the payroll for adjunct faculty completely within Banner 
2. Produce accurate cost/budget figures 
3. Replace paper communication with electronic communication 

effective May 30, 2008 as mandated by the MCCC Collective 
Bargaining Agreement and  

4. Eliminate, the use of non-Banner databases 
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Implementation Plan 
 

Team 
 
Establish an implementation team to meet the goals. We recommend the 
following contributors and positions: 

  
1. Sharon McDermot: Academic affairs adjunct faculty step 

assignment and salary calculation process expert 
2. 1 additional data entry worker 
3. Michael Kolotila: Banner adjunct faculty payroll application 

expert 
4. Terry Lindgren: project tracker 
5. Terry Lindgren: facilitator for approval  and socialization of  

work flow changes  
6. An Administrative Assistant 
7. Training manual developers, as necessary 
8. Reviewers, as necessary 

Activities  
 
There will be a review of any proposed Banner and work flow changes prior 
to implementation to ensure that there are no unintended negative 
consequences. 
 
The following activities need to be accomplished: 
 

1. Establish implementation team 
2. Finalize Adjunct Faculty New Hire Process 

a. Develop procedure manual for support staff on 
processing newly hired adjunct faculty 

3. Faculty Course Assignment Approval Process 
a. Develop new Faculty Course Assignment Approval 

Process procedures 
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b. Develop procedure manual for support staff on New 
Faculty Course Assignment Approval Process  

4.    Implement Banner functionality for automation of Adjunct 
Faculty Payroll  

a. Validate existing data in Banner  
b. Correct incorrect data 
c. Identify missing data 
d. Input missing data.  
e. Determine if modifications to Banner are required; 

1. Implement required modifications as required 
f.   At appropriate times, review and approve proposed 

modifications with registrar, payroll, hr, divisions (as required) 
5. Provide instruction/training on the work flows and appropriate 

data entry and use of Banner to the support staff in the various 
academic divisions 

 
 
The adoption of these improvement recommendations will help to ensure 
that the college meets the MCCC contractual obligation of electronic 
communication with faculty members.  In addition the college will have 
taken advantage of the Banner functionality to more efficiently and 
accurately process the Master Schedule and the adjunct faculty payroll. 
Additionally, improving the adjunct faculty new hire and course assignment 
processes the time interval between the hiring of the faculty member and 
the entering of pertinent faculty information (name, social security number, 
address, phone, e-mail address, date of birth) into the Banner application 
will be dramatically decreased.  Additionally, existing faculty may be 
assigned more rapidly with the streamlining of the faculty course 
assignment procedure. 
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Gantt Chart 
 
Tentative schedule: 
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Cost 
 
Assumptions 

1. All team members except T. Lindgren and reviewers work outside 
their normal hours. 

2. Reviews include current team members 
3. The schedule is a first cut. 
4. Hourly rate of $30 was used in the calculations 

 
 
Adjunct Faculty New Hire Process $504.00 
Faculty Course Assignment Process $504.00 
Adjunct payroll process $5,184.00 
Total $6,192.00 
Contingency $1,240.00 
Faculty Module Project $7,432.00 
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Steering Committee Feedback 
 
Faculty Module Team     December 1, 2006  
 
Team Sponsor: Lane Glenn 
 
Ideas for Improvement:            Support  
 
 

1. Establish implementation team     ___________ 
 

2. Deploy and Develop procedure manual            
for Adjunct Faculty New Hire Process    ___________ 
 

3. Define, Develop and Develop procedure manual           
for Faculty Course Assignment Approval  

 process procedures        ___________ 
 
           

4. Implement Banner functionality for automation 
     of Adjunct Faculty Payroll Banner functionality    ___________ 

 
5. Provide instruction/training on the work flows 
     and appropriate data entry and use of Banner  
     to the support staff in the various academic  

         divisions          ___________ 
 
 
 
Decision meeting: December 5, 2006
 
Sponsor: Lane Glenn  Team Leader: Terry Lindgren
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