How to Sign your SWF
The following information provides guidance on how to sign your SWF:

1. Logon to the myLoyalist portal

2. Click the Banner button under myApps

myLoys
Home [News and Announcements Events Staff Directory
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a Education Tax Receipts ‘ Emergency Response Plan

C‘-) Attendance Tracker
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3. Select Faculty Services
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View or update your address(es), phone number(s) and e-mail addrass{es); Chan
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Display student information: class lists: and view grades. Access account balance:
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https://login.microsoftonline.com/70e69cff-a832-47bf-b167-3b8040e45d63/oauth2/authorize?client%5Fid=00000003%2D0000%2D0ff1%2Dce00%2D000000000000&response%5Fmode=form%5Fpost&response%5Ftype=code%20id%5Ftoken&resource=00000003%2D0000%2D0ff1%2Dce00%2D000000000000&scope=openid&nonce=BA986A096BFAA51945FF304C988664568721B13A97E6073F%2D03CCDAD4425094E8E57CC50AEEC090C5648DFB6F9F1E179628289804CFC2094E&redirect%5Furi=https%3A%2F%2Fazureloyalistcollege%2Esharepoint%2Ecom%2F%5Fforms%2Fdefault%2Easpx&state=OD0w&claims=%7B%22id%5Ftoken%22%3A%7B%22xms%5Fcc%22%3A%7B%22values%22%3A%5B%22CP1%22%5D%7D%7D%7D&wsucxt=1&cobrandid=11bd8083%2D87e0%2D41b5%2Dbb78%2D0bc43c8a8e8a&client%2Drequest%2Did=18531fa1%2Df05f%2D5000%2D4253%2D320fa8ebcdea

4. Select faculty SWF

Personal Information Student Services
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5. Select the appropriate Term Code from the dropdown box and click Continue.

6. A list of SWFs will be displayed. Select the appropriate SWF and click View SWF. Note the
status of the SWF. In the example below, the SWF has the status Finalized which indicates that
your Dean or Associate Dean has prepared the SWF in conjunction with you, and it is ready to be
officially accepted by you.

*Please note: If you have more than one SWF in the term, you should ensure you review all

issued SWFs (1

*SWF reports:

View SWF

of 3) etc.

Standard Workload Form (SWF)

Active Originalq

Term:201609,SWF (1 of 1) period:07-SEP-2016~16-DEC-2016

~Finalized v

;
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7. Review the comments in the Supervisor's comments section

Date SWF received by Faculty Member: 15-MAY-2024

Thursday Test march 21

Supervisor's comments:

Supervisor's signature:
Date: 21-MAR-2024

8. Enter your comments in the Faculty member's comments section

Faculty Member's comments:

A

If not in agreement with total workload, the Faculty Member must so
Mote: indicate in writing within five days from the date of receipt of
the SWWF and retum a copy to the Supervisor.

Faculty members signature:
Date: 05-APR-2024

10. Choose a Final Disposition
a. MUTUAL AGREEMENT
b. PROPOSED WORKLOAD REFERRED TO COLLEGE WORKLOAD MONITORING GROUP
c. PROPOSED WORKLOAD REFERRED TO WORKLOAD RESOLUTION ARBITRATOR
*Please note: If your weekly hours exceed 44 hours on page 1, the VOLUNTARY
OVERTIME AGREEMENT section will also need to be completed and should reflect the
hours on page 1.

\

® MUTUAL AGREEMENT (Click Agree)
() PROPOSED WORKLOAD REFERRED T COLLEGE WORKLOAD MONITORING GROUP (Click Disagree)
) PROPOSED WORKLOAD REFERRED TO WORKLOAD RESOLUTION ARBITRATOR

VOLUNTARY OVERTIME AGREEMENT

In accordance with Article 11.01 J 2 overtime will be compensated at the rate of 0.1% of annual
regular salary

| hereby agree to one Teaching Contact Hour 1}@

l%culty Member's Signature:

Date:

| Agree || Disagree || Save |
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11. Use the buttons at the bottom of the SWF to either Agree, Disagree, Save or Return to Query

a. Agree =>only if you have selected MUTUAL AGREEMENT

b. Disagree => only if you have selected PROPOSED WORKLOAD REFERRED TO COLLEGE
WORKLOAD MONITORING GROUP or PROPOSED WORKLOAD REFERRED TO
WORKLOAD RESOLUTION ARBITRATOR

c. Save =>saves any changes that you made to the SWF (eg. comments) however SWF
remains or reverts to unsigned by you.
*Please note: if you select MUTUAL AGREEMENT and then select AGREE, do not click
SAVE as your SWF will revert to Unsigned.

d. Return to Query => returns to the previous screen

12. Note the status of your SWF. Once your Dean or Associate Dean countersigns your SWF, the

status will change from Signed to Complete.

Loyalist College Student Information System

Personal Information Student Services

Search | | |E\

Standard Workload Form (SWF)

*SWF reports: Active Original~Term:202408,SWF (1 of 1) period:03-SEP-2024~13-DEC-2024~Signed V|

™,

\

View SWF
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