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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

3. Select Faculty Services
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4. Select faculty SWF

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 of 3) etc.
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7. Review the comments in the Supervisor's comments section

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

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.
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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. 




