Manual for workload performance report for Thai faculty members

1. Go to www.nuic.nu.ac.th
2. Choose the tap on top of the website “Faculty/Staffs” and “Workload Performance Report.”

3. Choose “Workload Performance Report for foreign lecturer” if you are a foreign lecturer, or “Workload Performance Report for Thai lecturer” if you are Thai lecturers.

4. Log in into the system by fill in your username and password that you use to log in to your computer.

5. Once you logged in, your personal information will be shown on the first page. You can edit your information by clicking the “EDIT” button. After you edit your information, please click “SAVE.”

There will be four main sections to be filled in: 1) Teaching 2) Research 3) Academic services/Guest speaker/Field trip/Preservation of Arts and Culture project 4) Self-academic development & Other responsibilities.

For 1. “Teaching” (100 scores, weigh 21 )

1) 50 scores for teaching hours. The evidence will be shown in “Teaching duty” and “Instructor timetable,” which can be downloaded from reg.nu.ac.th.

· Please fill in the total number of teaching hours in the blank. For 4 credit-course, it will be 60 hours per course.
· If you share courses with other lecturers, please put the exact hours in the blank.
· For Thai faculty members, please use the teaching courses of previous semester for a current evaluation period e.g. 1st semester courses for Sept-Feb evaluation.
Score:

If you teach more than  9 hours per semester, you will get 50 scores.

8 hours per semester, you will get 45 scores.

7 hours per semester, you will get 40 scores.

6 hours per semester, you will get 35 scores.

5 hours per semester, you will get 30 scores.

4 hours per semester, you will get 25 scores.

3 hours per semester, you will get 20 scores.

2 hours per semester, you will get 15 scores.

1 hours per semester, you will get 10 scores.

0 hours per semester, you will get 0 scores.
In a case of Undergraduate thesis course, you can claim 15 hours per one group of students/thesis e.g. If you have 2 theses (3 students), you can claim 30 hours. Please put the name of student and their thesis title as an evidence. (These hours included attending their thesis defense, thesis presentation etc. so please don’t claim any activities related to undergraduate thesis in other section.)
For 1st semester in-sessional course, please put it under this section together with your 1st semester course. For 2nd and summer in-sessional course, please put it under this section together with your 2nd semester course. 
2) 50 scores for quality of teaching evaluated by students. The evidence will be shown in “Assessment result,” which can be downloaded from reg.nu.ac.th.

· Assessment result of 5.00 equals to 50 scores.
*Note: Summer courses will not be counted anywhere in this report.

For 2. “Research” (100 scores, weigh 21 )

-There are four types of research (The approval to conduct the research should be granted by the Director of NUIC before research has started)
1) Single researcher or co-researcher with the percentage in the work of >=60%

2) Co-researcher with the percentage in the work of 40-59%

3) Co-researcher with the percentage in the work of less than 40%

4) Supervisor of student's undergraduate thesis
Please note that one research can be used to claim twice a year 
· Please choose research status that best match with your research/thesis and the scores will be given as follows;

	Items
	Single researcher or
	Co-researcher
	Co-researcher
	Supervisor of

	
	co-researcher with
	with the
	with the
	student's

	
	the percentage in the
	percentage in the
	percentage in
	undergraduate

	
	work of >= 60%
	work of 40 -59 %
	the work of less
	thesis

	
	
	
	than 40%
	

	
	
	
	
	

	No research work
	0
	0
	0
	0

	
	
	
	
	

	- In the process of acquiring IRB approval
	20
	15
	10
	0

	
	
	
	
	

	- Obtained IRB approval either from NU or other accredited
	25
	20
	15
	0

	organizations
	
	
	
	

	
	
	
	
	

	- Has a proposal approved by NUIC director (self-funded or
	40
	30
	20
	0

	NUIC fund)
	
	
	
	

	
	
	
	
	

	- Has a proposal developed from a community service
	45
	40
	35
	0

	project and approved by NUIC director
	
	
	
	

	
	
	
	
	

	- Has a proposal funded by other sources less than 50,000
	50
	45
	40
	0

	Baht
	
	
	
	

	
	
	
	
	

	- Has a proposal funded by other sources equal or more
	60
	50
	40
	0

	than 50,000 Baht
	
	
	
	

	
	
	
	
	

	- Has a research progress report (Via NUIC research
	60
	55
	50
	0

	committee)
	
	
	
	

	
	
	
	
	

	- Has a finished research report/paper (not yet published)
	70
	65
	60
	0

	
	
	
	
	

	- Has a research paper which is integrated with a course or
	80
	70
	60
	0

	community service project
	
	
	
	

	
	
	
	
	

	- Has a research paper presented in a conference that
	80
	70
	60
	0

	meets the standard set by ONESQA (National Conference)
	
	
	
	

	
	
	
	
	

	- Has a research paper presented in a conference that
	85
	75
	65
	0

	meets the standard set by ONESQA (International
	
	
	
	

	Conference)
	
	
	
	

	
	
	
	
	

	- Has a research paper published in a peer-reviewed journal
	90
	80
	70
	0

	that meets the standard set by ONESQA (National
	
	
	
	

	Conference)
	
	
	
	

	
	
	
	
	

	- Has a research paper published in a peer-reviewed journal
	95
	85
	75
	0

	that meets the standard set by ONESQA (International
	
	
	
	

	Conference)
	
	
	
	

	
	
	
	
	

	- Has a research paper funded by an organization,
	100
	90
	80
	0

	published in a peer-reviewed journal that meets the
	
	
	
	

	standard set by ONESQA, and integrated with a course or a
	
	
	
	

	community service project
	
	
	
	

	
	
	
	
	


	- Has a thesis presented in a conference that meets the
	0
	0
	0
	45

	standard set by ONESQA (National Conference)
	
	
	
	

	
	
	
	
	

	- Has a thesis presented in a conference that meets the
	0
	0
	0
	50

	standard set by ONESQA(International Conference)
	
	
	
	

	
	
	
	
	

	- Has a thesis published in a peer-reviewed journal that
	0
	0
	0
	55

	meets the standard set by ONESQA (National journal)
	
	
	
	

	
	
	
	
	

	- Has a thesis published in a peer-reviewed journal that
	0
	0
	0
	60

	meets the standard set by ONESQA (International journal)
	
	
	
	

	
	
	
	
	


Process to conduct a research

	No
	Type of research
	Process
	Evidence needed

	1
	Being a sole researcher or a co-researcher (either self-funded, funded by any institution in NU or outside) 
	1.1  Submit an IRB approval either to NU IRB committee or elsewhere

       -  Number of IRB submission  

       -  IRB approval

1.2 Research Unit will submit the letter to NUIC Director for an approval to conduct a research and issue you a letter after an approval is granted

1.3  Submit a completed research in a digital file to Research Unit

1.4  Submit an acceptance letter or a certificate of your publication (If any)


	-IRB project number or any document stating that it’s on the process of IRB (in case it’s on the process of acquiring the IRB approval); or

-IRB approval certificate (with your name as a researcher); or

-Contract to conduct a research from the Scholarship with your name as a researcher or a co-researcher with a proportion of your contribution (in case you are funded by other institution)

- approval letter from the Director of NUIC 

-a completed research in a digital file

- Research article; or 

- an acceptance letter; or 

- any document stating that your article was published. 

	2
	Being an advisor for undergrad thesis 
	1.1  Submit an IRB approval 

1.2  Submit a student consent form that they are willing to get his/her research published

1.3  Submit an acceptance letter or a certificate of your publication (If any)


	-IRB approval certificate (with your name as an advisor) 

-  Student consent form (you can get it from the Research Unit)

- Research article; or 

- an acceptance letter; or 

- any document stating that your article was published.


	For 3. “Academic Services” (100 scores, weigh 21 )
	

	
	
	
	
	
	

	3.1 “Academic services/Guest speaker/Field trip/Preservation of Arts and Culture project” (50 scores)
	

	-
	There are 4 types of project under this section
	
	

	
	
	1) Academic services project that is approved by NUIC (Please provide a certificate) e.g. project at Thathong Sub-District Municipality Office
	

	
	2)
	 Guest speaker for each major that is held under Academic Affairs Unit
	

	
	3)
	Field trip for each major
	

	
	4)
	Preservation of Arts and Culture project that is held under Student Affairs Unit
	

	
	
	
	
	
	
	

	
	
	
	
	
	Items
	Score

	
	

	- Attend an Academic Services project (certificate should be provided)
	20

	
	

	- Serve as a committee in Academic Services project (certificate should be provided)
	25

	
	

	- Serve as a Head of Academic Services/ guest speaker/ preservation of arts and culture project (certificate should be provided)
	30

	
	

	- Serve as a Head of Academic Services/ guest speaker/ preservation of arts and culture/ field trip project & integrate it with a course OR
	40

	research
	
	
	
	
	
	
	

	
	

	- Serve as a Head of Academic Services/ guest speaker/ preservation of arts and culture/ field trip project & integrate it with a course
	50

	AND research
	

	
	
	
	
	
	
	
	


* Academic services/Guest speaker/Field trip/Preservation of Arts and Culture project can be counted twice in 1st and 2rd round of evaluation. 
3.2 “Other types of Academic Services” (50 scores)

Under this section, the number of hours will be counted. This includes any activities that you voluntarily do it for society (providing knowledge or using knowledge) e.g., recording in a radio station, being a guest speaker, be an online VDO host, teaching a short course program, translator for NUIC documents, proofread NUIC or NU documents, proctoring the exam etc. Being a co-op supervisor is also counted here, 1students = 5 hours (This could be claimed on the March-August evaluation), being an academic advisor (1 student = 1 hour per semester), writing SARs report (10 hours), being a chair or a committee in undergraduate thesis defence (1 thesis = 5 hours)( if you are an advisor and a committee, it will not be counted here), being a research committee, being a final project advisor (20 hours/1 student) etc.  Please provide an invitation letter/an approval letter from NUIC Director/report.
However, if you are invited to teach for other faculty (a full course e.g. GE of the university), other universities, it won’t be counted under this section. 
If you contribute more than
90 hours per year, you will be given 50 scores

80 hours per year, you will be given 45 scores

70 hours per year, you will be given 40 scores

60 hours per year, you will be given 35 scores

50 hours per year, you will be given 30 scores

40 hours per year, you will be given 25 scores

30 hours per year, you will be given 20 scores

20 hours per year, you will be given 15 scores

10 hours per year, you will be given 10 scores

5 hours per year, you will be given 5 scores

0 hour per year, you will be given 0 score

For 4. “Self-academic development and other responsibilities” (100 scores, weigh 7 )

4.1 A. Attending meetings organized by NUIC (10 scores)

e.g., Annual meeting, QA meeting, research meeting, faculty member meeting, board meeting
If you attend more than
13.5 hours per year, you will be given 10 scores

12 hours per year, you will be given 9 scores

10.5 hours per year, you will be given 8 scores
9 hours per year, you will be given 7 scores

7.5 hours per year, you will be given 6 scores

6 hours per year, you will be given 5 scores

4.5 hours per year, you will be given 4 scores

3 hours per year, you will be given 3 scores

1.5 hours per year, you will be given 2 scores

0.5 hour per year, you will be given 1 score

0 hour per year, you will be given 0 score

4.1 B. Volunteer works for NUIC or NU (40 scores)

-attending NU or NUIC activities or meeting e.g. NUIC anniversary day activities, students’ projects, sport day, teacher appreciation, visiting co-op students, Christmas day etc. 
If you attend more than 45 hours per year, you will be given 40 scores

42.5 hours per year, you will be given 37.5 scores

40 hours per year, you will be given 35 scores

37.5 hours per year, you will be given 32.5 scores

35 hours per year, you will be given 30 scores

32.5 hours per year, you will be given 27.5 scores

30 hours per year, you will be given 25 scores

27.5 hours per year, you will be given 22.5 scores

25 hours per year, you will be given 20 scores

22.5 hour per year, you will be given 17.5 score

20 hour per year, you will be given 15 score

17.5 hours per year, you will be given 12.5 scores

15 hours per year, you will be given 10 scores

12.5 hours per year, you will be given 7.5 scores

10 hours per year, you will be given 5 scores

7.5 hour per year, you will be given 2.5 scores

5 hour per year, you will be given 1.5 scores

2.5 hour per year, you will be given 1 score

0 hour per year, you will be given 0 score

4.2 Self-academic development (50 scores)

Note: Total score from 4.2 A and 4.2 B cannot exceed 50 scores

4.2 A Quantity of self-academic development

e.g., attending seminars/ workshops/ training either inside or outside the university that increase your knowledge. The report or knowledge extraction is required as evidence.

If you contribute more than
45 hours per year, you will be given 25 scores

40 hours per year, you will be given 22.5 scores

35 hours per year, you will be given 20 scores

30 hours per year, you will be given 17.5 scores

25 hours per year, you will be given 15 scores

20 hours per year, you will be given 12.5 scores

15 hours per year, you will be given 10 scores

10 hours per year, you will be given 7.5 scores

5 hours per year, you will be given 5 scores

2.5 hour per year, you will be given 2.5 score

0 hour per year, you will be given 0 score

4.2 B Production of academic work

	Types of work
	score

	
	

	Compilation of course materials or Report of applying the knowledge
	25

	received from the workshop/lecture/seminar/conference into the class
	

	
	

	Course book
	30

	
	

	Article published in a national journal
	35

	
	

	Article published in an international journal
	40

	
	

	Book or textbook evaluated and approved by experts appointed by the university
	45

	
	

	Book or textbook submitted for academic title promotion and approved by the reviewing committee
	50

	
	


6.
General and working behavior (30 scores, weigh 30)

The evaluation forms will be sent out.

