Duke Kunshan University Guideline on Teaching Credits, Signature
Work, and Master Projects
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Approved by the Faculty Assembly on September 23, 2022; approved by the Chancellors on
August 22, 2023
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Basic Guideline for Reconciling Signature Work (SW) / Master Project (MP) Teaching
Credits (TC) Across the Undergraduate(UG) and Graduate Programs #% & AR5} 5t 4
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Each year, the Vice Chancellor of Academic Affairs’ Office (VCAA’s Office) will establish a minimum
threshold of SW/MP mentee count the typical faculty member is expected to supervise as part of their
teaching obligation.
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The minimum threshold of SW/MP mentee count will be adjusted each year, depending on the size of the
class and the faculty.! The expectation is that these numbers will be constant when the institution reaches
its optimal size—and will be more proportional than the current populations permit.
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The maximum threshold of SW/MP mentee count will be 3 for a faculty member expected to deliver 4 or
5 TC per year, and it will be 8 for a faculty member teaching 3 TC per year.
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Y For UG SW, we will use expected total enrollment in Capstone 495 in combination with the total number of UG
faculty to calculate this number. We will survey CAPSTONE 495 alone rather than using a combination of enroliment
data for seniors and SWMA for Juniors to calculate overall mentee count because the former data is more reliable and
uniform. The minimum mentee count for the 21-22 academic year will be 1 (applied retroactively). While DKU
Seniors remain at Duke and the CAPSTONE 495 data remains thus incomplete, we will work with the Office of SW
to ensure a correct tabulation of mentees.
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A single faculty mentoring a single UG student for a single SW project will obtain a SW/MP mentee count
of 1. The Office of SW will maintain a record of SW mentorship agreements.
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If a student switches SW mentors between Capstone 495 and Capstone 496, on the approval of the Director
of Signature Work each mentor will receive a SW mentee count of 1. If a student switches MP mentors
during the second year, the distribution of the MP mentee count, if any, will be determined by the Director
of Graduate Studies for the graduate program associated with the student.
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A single faculty mentoring a single master student or a group of master students working on the same MP
project and producing a single project report will obtain a SW/MP mentee count of 1. To assign a mentor
to an MP project, a declaration form must be signed by the mentee(s), the mentor, and the Director of
Graduate Studies (DGS). Each MP project may have one mentor (or two co-mentors) only. It is not

necessary for the mentor (or the co-mentors) to serve as the chair (or co-chairs) of the MP committee for
the mentee(s) at Duke.

R ZE- LI = Bs S Y] i A= A 1 vk 1 AW S i Rt b i i S\I4 5 4% T S DI <95 e/ R S E )
1, KRS 1 ARSI R/ B B fe B T EARIR— AL R 5 — M Bk
WH, Amyds AL SIMCURBE AT H BRI FE R E R AR B R T H
AL (BRI S ST o XA TR R A, | (BURERID A—EHHE
I B BT &R RS W (BIREER .

A maximum of two faculty members may agree to co-mentor a single student or group of students and
obtain a SW/MP mentee count of 0.5 per student or group of students they co-mentor.
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The requirements for obtaining co-mentor for SW include:
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o A declaration by the mentee of co-mentoring agreement on the Signature Work Mentor Agreement
that includes
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o arationale written by the student explaining why co-mentoring is necessary to their project
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o An agreement by faculty to jointly supervise the student
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e Enrollment in a section of CAPSTONE 495 in which both mentors are listed as official instructors
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e The joint assessment of all major elements of the SW and the joint assignment of all grades assigned
to SW mentees. Faculty are not permitted to grade any element of the SW independently.
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The requirements for obtaining co-mentor for MP include:
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o A declaration form signed by the mentee, the co-mentors, and the DGS.
M A Bea SIMAIRT AT H FAEL R E AR .

e The joint assessment of all major elements of the MP and the joint assignment of all grades assigned
to MP mentees. Faculty are not permitted to grade any element of the MP independently.
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The maximum number of mentee count a UG faculty can claim from MP towards the minimum threshold
of SW/MP mentee count is 1. The maximum number of mentee count a GRAD faculty can claim from SW
towards the minimum threshold of SW/MP mentee count is 2. Faculty who mentor in excess of these
allotted limits but do not meet the minimum threshold as defined above will not have eligible mentee counts
applied to their accumulated SW/MP teaching overload accounts. Constraints are not applicable if a faculty
member is jointly recruited by UG and GRAD programs.
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SW/MP Teaching Overloads and Underloads for Faculty with SW/MP Mentoring as a
Contractual Requirement
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Unless otherwise specified in Special Circumstances below, the following applies to all UG and graduate
faculty, but also any other faculty member whose contract requires mentoring of SW/MP. Appendix A
shows the guideline governing mentoring workload for faculty without a contractual requirement to mentor.
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After establishing the minimum and maximum threshold of annual SW/MP mentee count, the VCAA’s
Office will evaluate DKU faculty’s contribution to the SW/MP program by undertaking a count of senior



mentees enrolled in each faculty member’s Capstone 495 courses and second-year graduate students
working on their master projects in the fall semester.
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If a faculty member’s SW/MP mentee count falls between or is equal to the minimum and the
maximum threshold of SW/MP mentee count, the faculty member is deemed to have satisfied the
obligation to teach SW/MP as part of an overall teaching load. No further action will be taken.
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If a faculty member’s SW/MP mentee count is below the minimum threshold in any single year,
the faculty member is deemed to be teaching a SW/MP teaching underload. The VCAA’s Office
will record the difference between the SW/MP mentee count this faculty obtains and the minimum
threshold in that year as the number by which the faculty is teaching a SW/MP teaching underload
(e.g., if the minimum threshold is 1, and the faculty member’s mentee count is 0, the accumulated
SW/MP teaching underload number assigned for that year will be 1).
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o Once a faculty member accumulates an underload number equivalent of 6—which may
occur over several years— that faculty member will be assigned an additional conventional
teaching credit or its equivalent in the subsequent academic year. Then the faculty
member’s SW/MP teaching underload will be reset.
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If a faculty member’s SW/MP mentee count is above the maximum threshold in any single year,
that faculty member will be deemed to be teaching a SW/MP teaching overload. After SW
mentees are assigned to mentors, the Director of Signature Work shall report to the relevant unit
head any faculty who are anticipated to obtain a mentee count in excess of the maximum threshold.
Should the relevant unit head judge that an overload is detrimental to the teaching, scholarship, or
service, of a faculty member, they may, after consultation with the Director of Signature Work,
prevent a faculty member from obtaining mentees in excess of the maximum threshold by directing
the Director of Signature Work to prevent this occurrence and redistribute mentees in excess of the
maximum threshold. A faculty member’s SW/MP teaching overload will be recorded, and applied

in the following ways:
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o First, if a SW/MP teaching underload exists, the overload shall be applied to offset any
underload.
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o Second, if no SW/MP teaching underload exists or if the SW/MP teaching overload is in

excess of that underload, the overload (or remainder thereof) will be applied towards an
accumulated SW/MP teaching overload account. Overloads applied to this account
cannot be applied to future underloads.
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o Once a faculty member’s accumulated SW/MP teaching overload account reaches 6—
which may occur over several years—that faculty shall be paid overload teaching pay as
stipulated by the VCAA, or that faculty may request that an equivalent amount be placed
in a faculty member’s SW/MP Discretionary Fund that will operate by the same rules as
discretionary account. After the payment or an equivalent amount is placed, that faculty
member’s accumulated overload account will be reset and will be recorded again by the
same rule.
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o No teaching load releases shall be granted to faculty who have accomplished a SW/MP
teaching overload.
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Records and Implementation 12 Z 4T

A complete record of historical annual SW/MP mentee counts will be maintained in the VCAA’s Office.
Faculty can request information about their historical contributions to SW/MP and current accumulated
SW/MP teaching underload and overload account by contacting the VCAA’s Office.
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The faculty teaching a SW/MP teaching overload starting from 2021-22 Academic Year until the time when
this guideline is enacted will be accounted for as the guideline indicates.
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Faculty teaching a SW/MP teaching underload shall be notified of their accumulated SW/MP underload
number every spring, but any assignment of an additional conventional teaching credit or its equivalent
shall not take place until a faculty member has accumulated an accumulated SW/MP teaching underload
number of 6.
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Special Circumstances %%k 15 ¥

Faculty shall not be expected to achieve the minimum threshold of SW/MP mentee count until they have
completed two complete academic years of employment at DKU, but any mentees supervised shall be
applied to their accumulated SW/MP teaching overload account. Faculty are generally discouraged from
mentoring SW in year one of their contract at DKU and should consult with division chairs before agreeing
to do so.?
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Unless stipulated as a term of employment, LCC faculty shall not be expected to achieve the minimum
threshold of SW/MP mentee count.
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Faculty who are (a) awarded pre-tenure or post-tenure sabbatical or (b) granted statutory leave that
comprises more than 30 days of the academic calendar, shall not be expected to achieve the minimum
threshold of SW/MP mentee count during the academic year in which their sabbatical/leave occurs and the
subsequent academic year, but any mentees count they obtain during this period may be applied against any
accumulated SW/MP teaching underload number. If no SW/MP teaching underload exists or if the SW/MP

2 Faculty whose contracts begin during an academic year shall be exempt from the minimum SW/MP mentee count
until they have completed two academic years in addition to the one in which they were hired.
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teaching load is in excess of that underload, the mentee count (or remainder after application to the
underload number) will be applied towards an accumulated SW/MP teaching overload account. Overloads
applied to this account cannot be applied to future underloads.
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While SW/MP supervision is a basic expectation of all faculty, some administrative and committee roles
include an automatic reduction in SW/MP responsibilities. These reductions will be granted at the
discretion of the VCAA’s Office.
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Basic Procedure for Conducting SW/MP Workload Census and Reconciling Teaching
Workload Across UG and Graduate Programs (beginning Spring 2022)
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Optimal Timeline i [B]FR

e September: the VCAA’s Office will calculate the minimum threshold of SW/MP mentee count to
satisfy contractual obligations (VCAA’s Office). Announce that number to faculty.
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e January: obtain from the registrar enrollment data of Capstone 495 enrollment in the current
academic year and receive the master project data from the DGS in the current academic year.
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o Notify division chairs and DGS of the results of the census of SW/MP mentee counts and
the application of this guideline
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o Notify faculty deemed to be teaching a SW/MP underload of this fact, and indicate their
current accumulated SW/MP teaching underload number.
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= Notify any faculty who obtain an accumulated SW/MP teaching underload number
of 6 that they will be assigned an additional conventional teaching credit or its
equivalent in the subsequent academic year.
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Notify faculty deemed to be teaching a SW/MP teaching overload of this fact, and indicate
their current accumulated SW/MP teaching overload number, or—in the case that their
overload has been applied to an existing underload—their current accumulated SW/MP
teaching underload number.
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= Notify any faculty obtaining an accumulated SW/MP teaching overload number of
6 of the manner in which they will be compensated.
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= The rate of compensation shall be determined by the VCAA.
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If a faculty member’s SW/MP mentee count falls between or is equal to the minimum and
maximum threshold, no action will be taken.
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Any faculty who thinks their mentee count is incorrect should notify their Division Chair
or DGS, who can advance the concern to the VCAA’s Office
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Appendix A: Compensation for SW/MP Mentoring by Faculty
Without a Contractual Obligation to Serve as SW/MP Mentors
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No teaching load release shall be granted to these faculty who are not contractually obligated to serve as a
SW/MP mentor in return for serving as a SW/MP mentor. Instead, faculty who mentor students in the
absence of a contractual obligation to do so shall receive overload teaching pay as below, generally to be
disbursed during the spring term of the academic year in which the census is conducted.
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e Faculty who obtain a SW/MP mentee count of 1 will be awarded overload teaching pay at the rate
of 1/6 of the full overload compensation
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e Faculty who obtain a SW/MP mentee count of 2 will be awarded overload teaching pay at the rate
of 1/3 of the full overload compensation
P AL R /A L BV B 48 T AR THEIO 2 BT 3845 52 48 AR B A0 R 1/3 1Y
E G MR (S vk TP H VAL

e Faculty who obtain a SW/MP mentee count of 3 or above will be awarded overload teaching pay
at the rate of 1/2 of the full overload compensation
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¢ No additional compensation shall be awarded to faculty who obtain a SW/MP mentee count of
more than 3.
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Faculty who do not wish to receive overload pay may request that an equivalent amount be placed in a
SW/MP Discretionary Fund that will operate by the same rules as discretionary account.
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