












 
 
 

 

Office of the Vice President for Community Colleges e  
Academic Affairs 

2327 Dole Street 
Honolulu, Hawai’i  96822 

Telephone: (808) 956-3870 
An Equal Opportunity/Affirmative Action Institution  

 
October 7, 2019 
 
 
MEMORANDUM 
 
TO: Joni Onishi, Vice Chancellor Academic, Hawaiʻi CC 
 Susan Kazama, Interim Vice Chancellor for Academic Affairs, Honolulu CC 
 Maria Bautista, Interim Vice Chancellor for Academic Affairs, Kapiʻolani CC 
 Frankie Harriss, Vice Chancellor for Academic Affairs, Kauaʻi CC 
 Della Teraoka, Vice Chancellor for Academic Affairs, Leeward CC 
 John McKee, Vice Chancellor for Academic Affairs, Maui College 
 Charles Sasaki, Interim Vice Chancellor for Academic Affairs, Windward CC 
 
FROM: Tammi Chun 

Interim Associate Vice President for Academic Affairs 
 

SUBJECT: BANNER CODING FOR UHCC FACULTY (REVISED) 
 
 
This memo will supersede the memo regarding “Banner Coding for Faculty,” dated September 
12, 2019.  These changes are being updated from the previous memo based on schedulers’ 
feedback. 
 
In Banner, please input: 

1) In SIAINST Banner Form, each instructor must be assigned to a home department.  As 
determined by the campus, the home department is the unit at which faculty workload is 
scheduled and/or managed (e.g., department chair, division chair or program, depending 
on campus).  Even non-instructional faculty teaching courses should be assigned to their 
appropriate department (e.g., counseling). 

2) For “Percent of Responsibility” for faculty and for classes with lab/discussion/recitation, 
the codes referenced in Debora Halbert’s memo regarding “Banner Coding for Faculty,” 
dated October 7, 2019. 

3) In SIAASGN Banner Form, Non-instructional TEs need to be included for each faculty 
member and lecturer.  The attached codes are being suggested.  Once codes are 
finalized, the codes for the associated non-instructional TEs must be entered into 
Banner by February 1 each year for the current AY.  An update list of recommended 
non-instructional TEs is attached. 

 
UHCC campuses should input this information for Spring 2020 classes as they are being built.  
Also update the data for all Fall 2019 classes so that we can run reports for the full academic 
year. 
 
This is a work in progress, but using consistent Banner codes across UHCC campuses will 
improve the quality of data for planning and reporting. 
 
Attachment:  Non-instructional TEs – Suggested Codes 
 
c: UHCC Schedulers 
 UHCC Vice Chancellors for Administrative Services 









Non-instructional TEs– SUGGESTED CODES 
 
Type 
Code 

 
Description 

 
Appropriate For 

ADM Administration Assignment ALO, system level assignment 

CCC College Committee Chair College committees such as WI Focus Board Chair 

CCO
 

Curriculum Committee Curriculum Committee Chair or Curriculum Central 
Coordinator 

CDEV Curriculum or Prog 
Development 

New curriculum or program development 

CSVC Community Service Coordination of performances for the campus and/or 
community 

DCH Division/Department Chair Division chair 

FSC Faculty Senate Chair Faculty Senate Chair 

GAD Grant/Contract Administration Grant administration once the grant has been awarded 

GDE Grant/Contract Development Grant development before the grant is awarded 

ISVC Institutional Service Service to the campus such as assessment activities, 
coordinator of Honors program, PTK, or mid-semester 
assessments. 

OTA Non-credit/Other teaching 
assignment 

Teaching at another campus as part of full-load or time 
given for non-credit teaching assignment 

PDE Professional Development Sabbaticals and/or leave for professional development 

PDIR Program Director/Coordinator Program or Discipline Coordinator duties 

REL Release Time If no other code works, this is a last resort 

RES Research Research activities 

TLNA Banked TEs Did not apply CC Load Reduction 

TLNE Banked TEs Ineligible CC Teach Load Reduction 

TLRA Banked TEs Used CC Teaching Load Reduction 

TLRB Banked TEs Banked CC Teaching Load Reduction 

TLRE Banked TEs Earned CC Teaching Load 
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