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Since around 1995 the Faculty Senate, the Senate Executive Committee, and other faculty 
governance bodies at ISU have received and considered some kind of report on the pattern of 
staffing in the University.  Traditionally this has been a quantitative picture of the number of 
employees in various categories and salary expenditures by category.  Beginning with the 2007-
08 academic year the quantitative information (number of employees and salary expenditures) 
was supplemented with an interpretive memo that described the data, highlighted notable 
changes and directed faculty leadership to areas of concern in the pattern of staffing. In the 1990s 
this was known as the “Faculty Count”, but since all categories of employee are included, it has 
come to be known as the “Staffing Study.” 
 
The purpose of the Staffing Study is to provide faculty leadership with a description of the 
structure of human resources employed in the University as well as an assessment of changes in 
this structure.  Traditionally this has been the responsibility of the Standing Committee for 
Administrative Affairs.  Since these studies have proven useful to faculty leadership in the past, 
it seems prudent to continue their production into the future.  These Guidelines are intended to 
document the procedure used in recent years to compile the studies and so give some direction 
for new members of the Administrative Affairs Committee to continue providing this valuable 
service to the Faculty Senate and the Senate Executive Committee.  Users of the Guidelines are 
encouraged to also read through the archive of earlier versions of the Staffing Study for further 
insight into how to write such reports in future.  These are included in the Staffing Study 2011 
Archive.  
 
Source of the Data 
 
The basic information on which the studies are based comes from the ISU Office for Business 
Affairs and Finance – currently headed by Vice President Diann McKee.  Each fall a report is 
generated that contains detailed and aggregated data about the number of employees (in terms of 
“full time equivalents” – FTE’s) as well as the salaries budgeted to pay them as of the beginning 
of October.  Formally, this has been requested by the chairperson of the Administrative Affairs 
Committee and then provided by the Office of Business Affairs to the chairperson.  Examples of 
such reports (for 2009 and 2010) are included in the Staffing Study 2011 Archive.  Subsequent 
analysis of the data is organized around the snapshots provided by the October reports.  
 
Employee Categories 
 
The data in the October reports are organized in several ways, but the Staffing Study has usually 
relied on university-wide aggregates distinguished by several broad employee groups.  The broad 
groupings are:  EAP (Executives, Administrators and Professionals), Faculty, and Support Staff.  
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Each of these may be divided into narrower groups according to function and status within the 
University.  
 
Executives include high-level administrators such as the President, the vice presidents and the 
several deans.  The term “administrators” refers to people with management responsibilities at a 
lower level, such as overseeing recreational sports programs or IT services.  Professionals 
include employees paid on a monthly basis and who have particular skill sets, such as counseling 
and software consulting.  Coaches are appropriately part of professionals, but usually indicated 
separately.  For the purposes of the Staffing Study, the EAP category is usually broadened to 
include analogous employees.   
 
Faculty is divided into several types.  “Regular” faculty are tenured and tenure-track faculty 
members whose work is specified by academic year.  There are also fiscal faculty – personnel, 
such as librarians, whose work is organized around a fiscal year rather than an academic year.   
Special purpose faculty members have no tenure status and typically teach full-time with one-
year or multi-year contracts.  Sometimes they are referred to as “one-year” faculty.  There are 
also teaching personnel categorized as part-time faculty who are hired on a course-by-course 
basis. 
 
Although support staff have a variety of functions, such as clerical, building maintenance and 
grounds crews, for the purpose of staffing studies they are treated as an aggregate group.  They 
are sometimes referred to as “bi-weekly staff” because their paychecks are issued twice monthly.  
 
In some of the earlier studies a distinction was made between “filled positions” and “budgeted 
positions.”  More recently this has not been continued, with the studies based simply on filled 
positions.  In practice there is little difference between them, as the number of unfilled but 
budgeted positions is a small fraction of the total.   
 
Basic Structure for Staffing Study – Tables and Interpretative Memo 
 
The Staffing Study is organized around a basic table that includes historical and the most recent 
data on staffing, with figures on numbers of employees in one section and salaries in another.  
Each year the data set is extended by another column.  In addition to presenting the raw figures 
as provided by the Office of Business Affairs, it is useful to calculate rates of change by the 
various categories and aggregates for both FTEs and salaries.  A second table that has sometimes 
been included shows the percentage shares of total ISU salaries that are paid to each of the main 
groups. (See one of the example tables in the Archive for details.)   
 
In some years additional tables are included that make adjustments for various changes of the 
work environment that should be taken into account when interpreting the patterns present in the 
raw data.  Committee members who compile the Staffing Study need to use their judgment as 
well as input from other faculty and members of the ISU administration with respect to such 
nuances that may required for accurate interpretation of the raw data.   
 
In 2010 for example, changes in retirement contributions put all employees on the same basis of 
10 percent of salary.  Some employees received salary increases to offset reductions in their 
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retirement contributions.  The raw data does not indicate why salaries were increased, so looking 
only at the actual salaries paid would lead to a false impression of increased overall 
compensation, when in fact there was only a change in the form of compensation.  The 2011 
Staffing Study provides a third table that shows hypothetical changes in salaries as if there had 
not been this change in retirement contribution policies.    
 
A second example comes from the 2009 Staffing Study (based on October 2008 data). Between 
2007 and 2008 several employees were reclassified from professional positions to administrative 
and executive positions, but their work responsibilities were essentially unchanged.  The raw 
data would should an increase in executive and administrative positions that, while in some sense 
correct, might mislead an accurate interpretation of actual personnel practices.   
 
In addition to the basic table and any auxiliary tables that may be appropriate, the Staffing Study 
should include a memorandum addressed to the Senate and the Senate Executive Committee.  
The memo should briefly interpret the data and provide recommendations about concerns they 
raise with respect to effective personnel management at the University.  If any special features of 
the environment are relevant, such as those described in the previous two paragraphs, some 
explanation of that is also appropriate.   
 
Finally, the Chairperson of the Administrative Affairs Committee or a designated representative 
should attend meetings of the Senate Executive Committee and subsequently the Faculty Senate 
to brief the Committee and the Senate about the main findings of the Staffing Study and answer 
questions that may come up with respect to the data or its interpretation.   
 
Work Schedule 
 
Data for the staffing studies are generated in the fall, providing the snapshot of personnel at ISU 
as of the beginning of October.  Ideally this report would be available by December, and the 
Administrative Affairs Committee could compile table updates and write an interpretative memo 
early in the spring semester.  The report could be presented to the Senate at its March meeting, 
preceded by discussion in the Senate Executive Committee earlier in March.  This should be the 
objective of the Administrative Affairs Committee.   
 
In practice the work of the Committee has sometimes been completed only later.  While not the 
ideal, compiling the report late is preferred to not doing it at all.  Since the faculty leadership is 
concerned with strategic direction of personnel policy in the University, strict timing of the 
Staffing Study is not critical.  But it is an important part of the information needed by the faculty 
leadership in its role with respect to shared governance.  Consistency in providing the 
information is critical to having a well-informed perspective.  


