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School Calendar for Developing the
Fall 2020 Schedule of Classes

Fall 2020

Activities

9/16/19 - 12/2/19

Schools receive 15t Run 1) electronic class schedule spreadsheets, 2)
printer proof and 3) schedule instructions.

Submit spreadsheet to School Dean, by the date your School Dean has

Date Set by Deans | 55ked for their return.

Deadline to submit original worksheets to request refreshed worksheets.
11/8/19
T School Deans to submit corrected spreadsheets to Academic Services,

by the due date highlighted in yellow

12/2/18 - 1/25/20

Academic Services key in changes

Bookstore to send Email reminder notice to faculty to start submitting

Set by Bookstore | Texthook Adoptions
School Deans and AAA’s receives an Instructor spreadsheet to make

1/29/20 name, assignment and enrollment limit changes only. Spreadsheets due
back to Academic Services by date requested.

Printer Proof used for spotting errors only. For changes send Schedule

2/420 Change forms only
AS prepares room report 1) Updated Class Report 2) Room Conflict

TBD Report and 3) Room Availability Report. No Changes will be processed
during these weeks
Time to resolve room conflicts within your departments First Run Priority

TBD rooms, send SCF’s and they will be processed in the order they are
approved..

TBD All open spaces in general lecture rooms are available to all departments.
Notify ACIT Webmaster and A&R that the Schedule of Classes needs to
be prepared for posting.

HR will send out instructions as to when load sheets for full-time and

Set by HR adjunct faculty are due.

C&CA Communications & College Advancement prepares (PDF)

Set by C&CA Registration Information Book
Expected deadline for web-based Schedule of Classes to be available for

3/23/20 :
students to view.

4/27/20 Expected Priority Registration (subject to change by Admissions)



http://schedule.lbcc.edu/
http://schedule.lbcc.edu/

GENERAL GUIDELINES FOR FALL 2020

1. Please be as accurate and as complete as possible with the first run of the schedule changes. Please
Read all directions carefully, and adhere to the deadlines listed on the schedule development calendar.

2. Fall Dates and Session Codes: See below for Session Codes and Meeting Patterns. If you find a
meeting pattern not on the list below. send an email to Academic Services.

Sessions Weeks Begin and End Dates Notes
1 18 weeks Monday, 08/31/2020 — 12/19/2020
8First 8First Monday, 08/31/2020 - 10/25/2020 9/7-Mon,Holiday, 9/22-Tue, FlexDay
8Last 8Last Monday, 10/26/2020 — 12/19/2020 11/11-Wed,11/26-Th,11/27-F Holidays
12weeks 12weeks Monday, 9/28/2020 - 12/19/2020 11/11-Wed,11/26-Th,11/27-F Holidays
OE 18 weeks Monday, 08/31/2020 — 12/19/2020 Open-Entry learning labs

For classes that meet 12 weeks, 8 weeks, or other timeframes that are not full-term, the start/end-time for the class
meetings must be increased to accommodate the holiday, during which class instruction does not occur. What this
means is that classes scheduled less than the full term (12-week, 8-week, etc.) might be longer on each meeting day
than a full-term section of the class. This is because full-term classes don’t need to schedule based on holidays,
whereas classes meeting less-than-the-full-term must account for the full contact hours in the course outline of record.
Frequently, classes meeting Thursday or Friday in the Fall, and Monday in the Spring will need to have longer class
meetings to account for Thanksgiving or Presidents Day. Some holidays are floating, and can impact other days of the
week.

Importantly, for Daily attendance classes (which are not full-term), the meeting pattern must be the same each
scheduled meeting day. For example, a course can’t meet for 1 hour on Mondays, and 2 hours on Tuesdays. This
includes the Lecture & Lab components as a group, since they are part of the same course.

When scheduling a Daily attendance class around a holiday, each meeting should be adjusted, not just the meetings on
the same of the week as the holiday. For example, if a class is going to meet Monday and Wednesday, and there is a
holiday on a Monday, then the classes on Monday & Wednesday will need to be adjusted simultaneously to
accommodate the hours missed on the Monday holiday.



Fall 2020 Session Codes
1 (m(T|wR[Fs 120 || 8FA |M 8LA |M
124 |M 8FB | |T 8LB | |T
128 | [T 8FC W 8LC w
12C W 8FD R 8LD R
12D R 8FE r BLE r
12E r 8FF 5 BLF 5
12F S 8FG M| w 8LG M| |w
126 M| [w 8FH_|M| |[w| |F sLH M| [w| |F
12k | [T |R sFl_[M[T|[W|R 8Ll |M|T[W][R
12L | [T[w]R sFk | |T| |R s,k | |T| |R
12m | [7| |R[F sFL | |T|w|rR sLL | |T|w][R
12U R|F sFm | [T| [R[F 8LN [M|T
WEB,
12Z b ea || BFN M| sLo M|T| [R
OE ;Ef: = || 8FO 7| |R 8LP w R
8FP) w(rR sLQ M R
sFQ_|M R 8LR_|M F
8FR_|M F BLT |M|T|W
8FT_|M[T|W sL1 | |T F
8F1 | |T F 8L2 wl |F
8F2 wl |F 8L3 R|F
8F3 R|F sL4 | [T|w| |F
8F4 | [T|w| |F 8F6 w(R|F
) WEE,
8F6 wR|F 8LZ .
WEB,
8FZ oTH,
TBA

Use the printers proof to change Header or Course notes.
We have eliminated from the spreadsheets classes that were cancelled from previous term.

Prerequisites, Co-requisites, course titles, units are not to be changed on printers proof unless approved by
Curriculum and Fabiola Guerrero.

Use EMPLOYEE ID number. Teachers must be scheduled to teach in a subject area that has been entered in
PeopleSoft, by HR. If you find that an instructor is missing, you need to notify the appropriate HR Specialist,
and they will verify and make the changes in the system. They are necessary for timecards, grade reports,
automated reports, and essential to distinguish employees with common last names. They are also required on
the schedule spreadsheets or instructor will be listed as staff.

When scheduling classes with multiple instructor’s, HIGHLIGHT in BLUE the instructor’s name you want
printed in the schedule; HIGHLIGHT in RED the name of the authorized instructor who will be the
APPROVER Electronic Grading Online.



10.

11.

12.

13.

PeopleSoft has a limited "refreshing" procedure in which data about courses you offered last year will be revised
and made consistent with the last curriculum changes recorded in the catalog. For example, if a course was
inactived last year, it will not be copied to the new term, even if it was Active in the previous term. Not all
catalog fields get copied from the catalog, such as the unit value. For example, if the units on a course were
revised, when class sections from the previous term are copied, the copied course will have the previous unit
value on the class schedule, not the unit value from the course catalog. Therefore, it is important to review
classes that had changes during the past academic year.

Variable Units: Courses with variable units must be scheduled for each unit value. For example, if a course has
the option for 1-3 units, and the department wants a 2-unit and a 3-unit section of the class available to students,
there must be two sections created, one based on 1 unit, and one based on 3 units. When variable unit classes are
copied from a previous term, they will come over with the same unit value. When a new section is created, it will
default to the default value in the course catalog, which may NOT be the unit value the departments plans to
offer. Therefore, please carefully review variable unit courses in the schedule of classes.

The class numbers are not permanent from vear to vear. When classes are copied from the previous term,
they get new class numbers. Therefore, if you use class numbers in class notes, you need to carefully review
class notes to make sure they are referencing the correct class numbers. Academic Services does not review class
notes for changes; this is the responsibility of the department.

*To meet state reporting requirements you will need to correctly reflect a LEC component and the LAB
component contact hour values in the days and hours fields for each component.

Scheduling passing time for courses with multiple components (LEC/LAB): A course that is composed of
both a Lecture and a Lab component, are considered a single course, not two courses. Therefore, when
scheduling, the “course”, both components must be considered to ensure the scheduled contact hours are
accurate. For example, if a Lecture and Lab are scheduled back-to-back, there will likely need to be a 10-minute
passing time scheduled in between the two components to ensure the class is meeting sufficient contact hours
based on the Chancellors Office table. For example, if the LEC & LAB are scheduled back-to-back, with perhaps
the Lab component starting immediately after the Lecture component ends, this may be mean the course is
scheduled within the 50-minute class hour, and short-changing the students sufficient contact hours, and
passing/break time, which could cause an audit finding. Ten minute passing time, twice per week, over the full
term, can mean the course is short by 10 x 2 x 16 = 320 minutes, which is 6.4 contact hours.

*Schedule classes to be weekly or daily census whenever possible; avoid positive attendance. See guidelines for
Attendance Code Collection Rules in the reference material on page 19.



Instructions for Electronic Worksheets

DO NOT RESORT Original Spreadsheet, DO NOT DELETE columns or rows. Please send excel
spreadsheet with your changes back in the format that it was sent to you.

1. Only the columns highlighted in Yellow maybe changed, for example you cannot change a class
number, course, or section. See below the column that you absolutely are not to change.

Term
1545
¢/D || Class Nbr [Course sect |l Class numbers, courses and sections are not

interchangable. For example you cannot

70079 |(ECON1 12

type over ECON2 Class #72746 to a

70849 |ECON1 ECON2H. If you want to use the class

72745 |ECON1H information from #72746 ECON2, do a cut
72746 |ECON2 and paste adding it as a new ECON2H class
71720 |ECON2 6 and delete ECON2, #72746.

71318 |[(ECON4 6

DO NOT DELETE Class Rows

How to Change, Delete or Insert Rows — In the excel spreadsheet you
will find that lines repeat themselves.

2. Type “D” when DELETING a class. Highlight the “D” and Class Row in Yellow.
3. Type “I” to insert a New Row, for example when splitting assignments, or meeting pattern
4. Type “C” for CHANGES, you would type over the what is in cell and highlight only the cells that you

are changed in Yellow.
a. See example of classes with multiple meeting lines.

-

201 55 7] Assi
5 Class Se || Sessi Com| Typ|[ Cap |Locati Mg Day || Amg || Assi gn *Res |vWork FTEF
7|CIDI| Mbr |Course |[ot on ||Start Date|lEndDate | p || e || End [on Facil ID Stant MigEnd | s Hrs || gn ||[EmpllD |Name Type|p Load * Comments
3 72102 |ACCTG1A |01 1 S2T2M8[ 12N2NME|LEC| E 40 |ZZWEB |WEB WEB| 563 | 1.1 [0003333 [Issac Newion LCP [ 100.00 5.63) 33.31
'c 71634 |ACCTG1A [12 1 S272M8[ 12NW2N8|LEC| E 40 |ZZLAC |LAC-T2373 7:30 AM| 10:00 AM| TR 1.1 [0011111 |Hunier Danigl LCP [100.00 5.63) 3331
y|c 73125 |HIST10 52 | 8LG | 10/222018| 121M&/2018| LEC | E 40 |ZZPCC |PCC-DD102 | 12:40 PM| 4:00 FM| MW 1.1 [0000154 | Alice Winters LCP [ 100.00 6.76) 20.00
| 73096 |HIST11 18 | 8LZ | 10/22/2018) 12M&/2018|LEC| E 40 |ZZWEB |WEB WEB| 6.75 [ 1.1 |0003885 [Gary Smih LCP [ 100.00 6.76) 20.00
2D 71300 [HUMANT [02 1 82412015( 12N 22015| LEC | E 40 |ZZLAC |LAC-T1300 1:00 PM| 225PM| TR 1.1 [0007778 | John Doe LCR [100.00 3.38| 20.00
3 70187 |CHEMIA |02 |1 S272018[ 121M5/2018|LEC [ 36 | 02A |Z7LAC 5:00 AM| 10:05 AM| MW 1.1 [0021210 | Joan Whie LCR | 100.00 4.50| 26.63
+ 70188 |CHEMIA |02A|1 B272018[ 1215/2018|LAB | 38 ZZLAC |LAC-D3N 10:15 AM| 12:45 PM| MW 1.1 [0021210 | Joan Whie LBS | 86.13 4852156
b 70188 |CHEMIA |02A|1 B/27/2018{ 12/15/2018|LAB | 36 ZZLAC |LAC-D3N 10:15 AM| 12:45 PM| MW 1.2 [0021210 | Joan Whitz LBR | 13.87 0.78| 347
5lc 72823 |50CICN3 |01 1 27218 121M5/21M8| LEC | E 40 |ZZPCC |PCC-DD102 | 2:20 PM| 3:45 PM| MW 1.1 [0004007 |Eric Sparks LCP [100.00 3.38| 20.00
e 71952 |50CI013 |02 1 S2T21M8[ 12N2NM8|LEC| E 80 |ZZLAC |LAC-T1300 | 10:25 AM| 11:50 AM| TR 1.1 [0006667 | Karen Day LCR [ 100.00 3.38| 20.00|Chg Double
301 71952 |50CION3 |02 1.2 [DODOBET | Karen Day LCO | 5000 1.69| 10.00|Size
? 71222 |S0CI02 |2 1 B2TI2018[ 12N2018| LEC | E 40 |ZZLAC |LAC-T1318 100 PM| Z25PM| TR 1.1 [0022222 | George Sands LCR | 100.00 3.38| 20.00
)jc 70810 |S0CIC40 1 1 27218 121M5/21M8| LEC | E 40 |ZZLAC 1110 AM] 1235 PM| M 1.1 [0004007 |Eric Sparks LCP [100.00 3.38| 20.00
(WL 70811 |50CIC41 1 1 S2T21M8[ 12N2NM8|LEC| E 40 HYBRID 1.69 | 1.2 [0004008 |Eric Sparks LCP [ 100.00 3.38| 20.00

To Add a New Course or Class, click on the TAB New ADDS and complete the following fields:

Course/Nbr Start & End Times (HRS), include AM or PM
Session - For session codes see the chart Days

On page 4 TBA Hrs

Start & End Dates (select a session) Mtg Pat#

Location Empl-ID



Component — Refers to course type Instructor Name

LEC, LAB or IND, efc... Assignment-Type (Pay Code) — See page 7, #21
Mode - see page 6, #11 for the different types of Modes for the different assignment types

Cap Enrl % Responsibility

Location W-Load Hours

Facil-ID - Room FTE %

If a class has Arranged hours in addition to reqularly scheduled hours: Insert a new row that includes room, instructor, and
TBA hours. Use the TBA column to type in the total “TBA” weekly hours. On the schedule change form you would continue to use
the comments area to indicate the “WEB/SLA/OTH or TBA” hours.

A class can have one or more components that require multiple meeting lines:
Each component requires a separate meeting line see examples.

1 component — HIST 10 (LEC) only or BAE 601A (LAB) only

2 components — CHEM 1A has (LEC/LAB) or ENGL 105 has (LEC/IND) (supplemental)
3 components — MATH 110A has (LEC/LAB/IND) (supplemental)

Header, Course Notes — see the printers proof to add, delete or make changes to a header note or course note. Do not confuse
the header and course notes with class notes that apply to a specific class.

Class Notes — Changing the class note electronically. Click on the class notes TAB to add, delete or make changes to an existing
class note. Be judicious and do not confuse the class notes with course notes that apply to all sections.

To create a double or triple size class: change the value in the Enrollment Capacity (Limit) field. Enrollment capacity (limits) rolls
forward from the past like term in which the class was scheduled.

If the section is part of a combined set:
You will be issued a combined class form at a later date for class combos. Session dates and meeting pattern hours and room must
match exactly to be a true combined.

If multiple instructors or multiple rooms are involved, supply the data in the following fields:
Employee ID (MUST be provided or instructor will appear as “Staff”) Meeting Days
Start and End Time, include AM or PM Room
Assignment Type Percentage of Responsibility for teachers




10.

1.

12.

13.

14.

SCHEDULE SPREADSHEETS
Description of Data Element Fields

Course Subject and Catalog Number Field: Are courses that were copied over from Fall 2018, this field is
preprinted and contains the letter course management abbreviation and number. For new sections you wish to
offer, use the correct abbreviation and number found in the 2018-19 Catalog. Please use the correct code. Be
certain that you are using the correct letters designating repeatability (AB, AC, AD, etc.).

Course Description: Is descriptive title of the course. Do not edit, all changes must go through the curriculum
process, therefore you need to contact the Curriculum Specialist, Monique Fernandez.

Course Notes (optional): No more than a short sentence or two about the course, do not repeat concepts
found in the course description of the catalog. Comments are subject to editing by Academic.

Class Number Field: This field contains a pre-printed five-digit class number. For new classes you add, the
system will assign a class number to the course when it is entered into PS. The class numbers you used last
semester have changed. We will not re-sequence the class numbers after we start building the schedule.

Sessions: Each term has a fixed start and end date. See page 4 for the dates.
Start Date and End Date Fields: Go to page 4 for session dates to select from.
Comp: This field shows the component type of the course (LEC or LAB).

Section Nbr (do not edit): This field shows the component number of the course and is used for reference by
Academic Services.

Enr Capacity: Class limits offered in Fall 2018 were copied over into Fall 2019, therefore if you increased,
lowered or zeroed the enrollment capacity for a class you must remember to change it. You must increase the
number for each double or triple size section you create.

Instruct-Mode: Select the correct code. These values were originally drawn from the catalog. You will need to
make a change only if the class is offered via distance education, the Web or work experience in the particular
term you are scheduling. Note that the values in this field roll forward from the prior like term. The codes are
Lec, Lab, Web.

Auto Enr Comp (do not edit): This field is provided for reference and is used by Academic Services.
Print: All sections will be printed in the schedule in order to meet the state’s regulations on open access. Ina
limited set of circumstances you may use “do not print”. Those cases will be reviewed in Academic Services. If

we do not print a class we have an obligation to announce its availability to the public.

Pat Nbr (do not edit): This field indicates the number of the meeting pattern in relation to the component, it is
provided for reference.

Facility-ID: Contact Ryan Moore in Academic Services for a Room Priority List. Please note: rooms not
scheduled on the first run will become available for all other departments to use on an “as needed” basis.
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17.

18.

19.

20.

21.

22.

23.

24.

Days: Use M for Monday, T for Monday, W for Wednesday, R for Thursday, F for Friday and S for Saturday. It
is not possible to have a day listed without the time field filled in. If there is no time listed in the time fields, then
depending on how the class is being offered choose from one of the following — SLA for Supplemental Learning,
WEB for Online, OTH for Positive attendance classes and TBA for true TBA classes.

Start and End Time Fields: Enter the starting time and the ending time for the class meeting. If the class is
TBA, leave the times fields blank and put in the days field depending on how the class is being offered choose
from one of the following — SLA for Supplemental Learning, WEB for Online, OTH for Positive attendance
classes and TBA for true TBA classes.

Empl-ID: Enter the faculty member's employee identification number.
Instructor Name: Enter the last and first name of the instructor. If only one instructor is teaching the course, fill

in all the information on the first line. If multiple instructors are involved, insert a new line for instructor 2 or 3,
etc... If noinstructor is provided “STAFF” will be printed.

A-Type: Enter the three-character pay-type codes, see chart below.
Code Description Code [Description Code [Description
LCR |ecture Regular  |LCP |[ecture Part-time CLR (Clinical Lab Regular (Off-Site)
LBR [Lab Regular LBP |Lab Part-time CLS (Clinical Lab Saved (Off-Site)

LCO |ecture Overtime |LCL |ecture Long-Term |CLO (Clinical Lab Over (Off-Site)
LBO [Lab Overtime LBL |Lab Long-Term
LCS |Lecture Saved LCT |ecture Temp

LBS [ab Saved LBT [ab Temp Sub

Percent of Responsibility: Enter the portion of the course hours for which the instructor is responsible in that
assignment type. If you have more than one instructor teaching a component of a course, complete the instructor
information (employee D, assignment type and percentage of responsibility) on the second, third, etc., lines. If
the instructor is teaching the class part contract and part hourly, complete the contract information on one line,
the hourly on the other, repeating the complete name and Empl-ID of the instructor on the second line.

Multiple Meetings: A lab component class may meet in two or three different rooms, for instance on Tuesday
class meets from 8-9 a.m. in room D333 and Tuesday 9-11 a.m. in room D301 and Thursday 8-11 a.m. in room
D301, you would have a meeting line for each meeting pattern. Then supply the instructor employee ID,
assignment type and percentage of responsibility

W-Load Hrs (do not edit): This field is automatically calculated based on the percent of responsibility values
and the catalog.

FTE % (do not edit): The data in this field is expressed as a percentage of full-time equivalent of a full-time
teaching load (1 FTE).

Class Notes (optional): In the designated tab on the spreadsheet, type one or two short sentences. For
classes less than 18 weeks the class number and dates will be automatically repeated in a class note. Please do
not refer to class numbers in the body of a class note. Class notes will be edited in Academic Services and
Communications and College Advancement. Be judicious and do not create this note if the information applies to
all classes -- use a course note instead.



Automatic Computer Generated Notes
In addition to the class notes, there are two computer-generated notes that will be printed in the printer's proof and
schedule, but not on the worksheets.

1. Above class nbr. 70211 begins week of 08/31/2020, ends 10/25/2020
When the date-start or date-end field is other than sixteen weeks.

2. **Note: $5.00 material fee paid at registration **
When the Board has authorized a materials fee. See printer’s proof for material fees.



Recommended 16-Week Student Centered Scheduling Grid for Fall and Spring

Standard 1 1 2 2 2 2
Total Hours 18 Total 18 Total 36 Total 36 Total 36 Total 36 Total
MeetingsWeek 1 Meeting 1 Meeting 1 Meeting 1 Meeting 2 meetings 2 meetings
Hote 12% less apport. 12% less apport. 12% less apport. 12% less apport.
Contact hours 1.1 hours or 1.1 howrs or 2 3 hours or 2 3 hours or 1.1 hours ar 1.1 hours or
per meeting 55 mins * 55 mins ' 2 hrs 5 mins 2 hrs 5 mins 55 mins 55 mins *
Days M, W, ForSs T, Th Mor W TorTh MW TTh
Morning G:45-7:40 B:45-7:40
&:00-9:05 8:20-9:15 8:00-10:05 8:20-10:25 8:00-8:55 8:20-9:15
9:35-10:40 9:55-10:50 10:25-12:30 10:35-12:40 9:05-10:00 9:55-10:50
11:10-12:15 11:25-12:20 10:25-11:20 11:25-12:20
12:45-1:50 11:30-12:25
College Hour
TITH 1pm-2pm 1pm - 2pm 1pm - 2pm 1pm - 2pm
Aftermoon 1:00-2:05 1:00-3:05 1:00-1:35
2:15-3:20 2:10-3105 2:10-4:05 2:05-3:00 2:10-3:05
330435 or 3:15-5:20 3:15-5:20 315410 or
345-4:40 or or 4:10-5:05 3:45-4:40
or 4:10-6:15 4:10-5:15 5:15-6210 or
4:10-5:05 or or 4:10-5:05
5:00-7:05 5:00-7:05
Evening Gr45-T:50 B:30-7:25 6:30-8:35 6:30-8:35 6:30-T:25 6:30-T:25
B:15-9:20 B:15-9:10 or or or or
T:00-9:05 T:00-9:05 T:00-T:55 T:00-T:55
or or or or
T:20-9:25 T:20-9:25 T:20-8:15 T:20-8:15

The listed times need to be reviewed for adherence to state and CCCCO reguirements, and may be adjusted for compliance.

This schedule was designed & recommended by the academic department chairs in the 2018-2019 academic year.

Implementation is planned for the 2020-2021 academic year with follow-up review, and possible revision.

The 10 minutes that follow each class (the passing time) is part of the class - students are still eaming credit, and the instructor is still eaming workload.
Always make sure to allow 10 minutes between classes when scheduling in a room and an instructor's schedule.

Exceptions to schedule are made for dual-enroliment classes at the HS.

T { wnit classes do nof get full apportionment when meeting over a 16 week term. Only 16 contact hours out of 18 are counted. 320 rpt adjusts contact howrs of 60 & 55 mins to 50,

¢ 2 unit classes do not get full apportionment when meeting twice per week. Only 32 confact hours out of 36 are counted. 320 pt adjusts contact hours of 60 & 55 mins to 50. (~-§1,226/class).

Academic Services, LBCC Rewised 5072012 Meeds Review



Recommended 16-Week Student Centered Scheduling Grid for Fall and Spring

Units 3 3 [ 3 ] 3 _ 3 a | a4 | a ] 4 4 [l
Total Hours 54 Total Hours 72 Total Hours
Meetings/Week 1 Meeting 1 Meeting 1 Meeting 2 Meetings 2 Meetings 1 Meeting 1 Meeting 1 Meeting 2 Meetings 2 Meetings
Contact hours 34hoursor | 34hoursor | 34hoursor | 1.7 hrseachor | 1.7 hrs each or 45hoursor | 45hoursor | 45hoursor | 23 hrseachor | 2.3 hrs each or
per meeting 3hrs 10mins | 3hrs 10mins | 3hrs 10mins f1hr25minsea | 1hr25minsea || 4 hrs 15mins | 4 hrs 15 mins | 4 hrs 15 mins | 2hrs 5mins ea | 2 hrs 5 mins ea
Days M, W T.Th For$§ MW TTh M, W T.Th For$ MW TTh
Morming 8:00-11:10 8:00-9:25 6:45-8:10 8:00-12:15 8:00-10:05
11:20-2:30 9:35-11:00 8:20-9:45 10:25-12:30 8:30-10:35
N N 11101235 | 95511115 \/ N 10:45-12:50
11:25-12:50
12:45-2:10
tw_m__.m_u%:._uuwf 1pm - 2pm 1pm - 2pm 1pm - 2pm ipm - 2pm
Afternoon 1:00-4:10 1:00-4:10 12:45-2:10 1:00-5:15 1:00-5:15 12:40-2:45
or 2:00-5:10 or 2:20-3:45 2:10-3:35 2:00-6:15 3:15-5:20 2:10-4:15
2:00-5:10 or 2:00-5:10 3:55-5:20 or or
or 3:00-6:10 or 3:45-5:10 4:10-6:15
3:00-6:10 4:00-7:10 ar ar
4:10-5:35 5:00-7:05 5:00-7:05
or or
Evening 5:30-8:40 5:30-8:40 5:30-8:40 6:30-7:55 6:30-7:55 5:45-10:00 5:45-10:00 5:45-10:00 6:30-8:35 6:30-8:35
or or or 8:15-9:40 8:159:40 or or
6:30-9:40 6:30-9:40 6:30-9:40 7:00-9:05 7:00-9:05
or or or or or
7:00-10:10 7:00-10:10 7:00-10:10 7:20-9:25 7:20-9:25

The listed times need to be reviewed for adherence to state and CCCCO requirements, and may be adjusted for compliance.
This schedule was designed & recommended by the academic department chairs in the 2018-2019 academic year.

Implementation is planned for the 2020-2021 academic year with follow-up review, and possible revision.
The 10 minutes that follow each class (the passing time) is part of the class - students are still earing credit, and the instructor is still earning workload.
Always make sure to allow 10 minutes between classes when scheduling in a room and an instructor's schedule.

Exceptions to schedule are made for dual-enrollment classes at the HS.

LBCC Academic Services Revised 5/8/2019

Needs Review



Fall and Spring 16-Week Meeting Length Calculations
Scheduled course time reguired for a 16-week course mesting X number of days per wesk,

TEA haurs per Bal =
3.66 hours per week

TEA howrs per third =
2.44 howrs per weelk

TEA Bours per fourth =
1.B3 howrs per week

Meetings per Week | 1 Mesting per Week | 2 Meetings per Week | 3 Mestings per Week | 4 Meetings per Week | 5 Meetings per Wesk
[ Days of the Week [ MTW.ThForS| MWorTTh | MWForTThE | MTWTh | MTWThF (Daily) |
LECY: FTE LABY%: FTE Hr=:Min per Day Hirs: Miin per Day Hr=:Min per Day Hr=:Min per Day Hrs:Min per Day
9 total hours XK
S5 sk for 16 weeks Misst be placed ¥ * %k ko ok ¥ * % Example:
FTE 2 in B-week Sessbmn
18 1:05 May be used in the Li-week session only if the class has The: Catalog says an
1.1 harsfwi for 16 weeks THA s = & hecture and a lab component. If the 18-hour class has only one ERGL 1 course mests
FTE FTE | 1.13 howrs peor week |component, the class must be placed in the 8-week session. E‘m"‘gu
aw 1:25 masans B has T2 total
1.7 hisfwik for 16 weeks TEA hoars = ¥ ¥ ¥ E Ak RN hoes. We want t
| 10%: FTE  7.5% FTE | 1.65 hows per wesk f——m\ hm;ﬁlm
hﬂh“ - a
uafﬁhu-ﬁ mz.rgfs- & o ok E & & ( Lise the howrs and e
| 13.33% FTE  10% | 2.25 houss per week inuties mhen fiouring o dowm the left sle
45 total hours 2:30 1:10 Fp— o e * 72 okl hours™
2.8 hrsfwik for 16 weeks TEA howrs = TEA, hours per Faf = R - g peiem. rﬂwﬂ-rz:‘t-
| 16.67% FTE 12.5% | 261 howrs per wesk | 141 hours per week - ¥ou Come
sl [ 50 el Y
3.4 hrsSwh for 16 weeks THA howrs = TEA Bours per balf = ko weskly TBA hours o i
| 20% FTE  15% FTE | 3.38 howrs por wesk | 169 hours per week | o & rhesting pattern. 2 hosurs and 5 minutes
63 total hours 3:35 1:50 L \ J e 2 weed.
3.9 hirsfwh for 16 weeks THA hoars = mrnu:pamr-q:lﬁf k& ¥ thers wese  lab,
23.3%% FTE 17.5% FTE | 399 hows per wesk you would do the
72 votal hours 4:15 2:05 1:15 ey gy Row sy e
4.5 hrs/wh for 16 weeks TEA howrs = TEA Bours por bak = TEA hoers per third = S Whem o locale 3
26.67% FTE 206 FTE | 4.50 hows per wesk | 2,35 hours week | 1.50 howrs per week my_r.mmm
81 total hours 4:55 E:EE 1:25 B
5.1 hrsfwic for 16 weeks TE howrs = TEA hours per kak = TEW howrs per third = £ 4 * AEXIT N ITASE e
3 FTE B8 FTE | 5.06 howrs par week | 2.53 hours per week 1.69 howrs. per wesk passing e And B
50 total hours 5:20 2:30 1:35 1:10 Yours make e
5.6 hisfwhk for 16 wesks THA hoars = TEA, Faiuirs pear Balf = TEA hoaars per third = TEA Baouirs per fourth = you'es keft L0 minuies
33.33% FTE  25%: FTE | 5.0 howrs per wesk | 283 hours per week 1.BB howrs par wesk L.41 aQurs per whaek open for s passing
99 total hours 6:00 2:55 1:55 1:20 e ———
6.2 hrsfwik for 16 weeks TEA hours = TEA Bours per balf = TEA howrs per third = TEA, bours per fourth = ¥ &k
3E.57%: FTE 27.50% FTE | 6.19 howers peor wask | 310 hours per week 2.06 houwrs, por waok 155 hours peor wak
108 total howrs 6130 310 2:05 1:25
6.8 hrsfwik for 16 weeks THA hoars = TEA, haurs per Rak = TEA howrs per third = TES Bours per fourts = Bk
A0% FTE 30% FTE | £.75 howrs per wesk | 3,36 hours per week | 2.25 howrs per week | 1.69 howrs per week
117 votal howrs 3:25 2:10 1:30 1:15

3:30
TEA hours per balf =
3.94 hours per wesk

2:20
TEA howrs per thind =
2.63 houars peor whask

EHIUI
TEA haurs per Bl =
4.22 hours per week

2:30
TE. howrs per thind =
281 howrs per week

1:50
TEA hours per fourth =
1.97 hows por week
1:55
TEA Rours per fowrdh =
2.11 howrs per week

4:15
TEA haurs per Bl =
4.50 hours per week

2:50
TEA howrs per third =
3.00 howrs per weelk

2:05
TEA Fours per fowrdh =
2.25 howrs per waek

4:30
TEA Bours per baf =
480 hours per wesk

EHII
TEA hours per third =
320 heouars, peny wheadk

4:35
TEA haurs per Bl =
5.06 hours per week

3:10
TEA howrs per third =
3.36 howrs per week

2:10
TEA Fours per fowrth =
2.0 hours per waek
2:15
TEA Rours per fowrdh =
2.53 howrs per week

Bt 1]
TEA Bours per baf =
5.35 hOurs per wesk

3:20
TEA howrs per third =
3.56 houwars pear wesk

4 k4 ok

3:20
TES bours per baf =
5.63 hours per week

3:30
TEA howrs per third =

2:25
TEA Rours per fourts =
267 ours par week
2=
TESA hours per fowrdh =

3.75 houwars per week

"7 pattern does not give optimal apportionment.

2.81 howrs per week

* A class this long is usually broken down into smaller mestings.

The 10-mirute passing e that folows each cess 5 already reflecied in the time shown in esch squane sbove. The passing is part of the dass,
The studerits are stll @aming credit, and the instructor 1S Sl esming pay while they are making thelr way B their next class,
Make sure those 10 mirutes ane present Debwecn what you 92 in print shen scheduling dasees n 2 room and inan instrocors scheadse.

Acsdmmic Ser o, LECD

Fewviwad hoy 3

TS




Fall and Spring 12-Week Daily Class Time and TBA Calculations
Scheduled dass time required for a 12-week cowrse meeting a total of X number of days/mestings.

Numer of Meesings per Week| 1 Meeting par Weak 2 Mestings per Week 3 Mestings per Week
Fercent of Responsibiity 100% Responsibility each at 50% Responsibility multiples of 33.33% Responsibility
1o 11 12 21 2 23 4 33 Ja a5 36
Mumber of Meetings | Moctings | Moetings | Moctings || Mostings | Moctings | Mectings | Mestings Moctings | Moctings | Moetings | Moctings
12 bobdays) | (1 boliday) [{a=] (3 helidays) ) { 2 holidays | {3 boldidary) | (ne holeys) | | (3 Bodidays ) | {2 Bl HEE ] {no
Days of the Week M T.W. Th.F,or S MW or TTh MTW or TWTh or MWF or TThF
R RO SeckMonrg (| SSSSSSSESSSSCROCICES—__ _ Cockbowrs |
LECYs FTE LAES Decimal Hours Decimal Hours Decimal Hours
T total hours
3I3WFTE 2.B0%FTE k3 & o 3 i o 3 3 i ok & o 3 3 i ok 3 B ok & o 3 I ¥ i oF ko
B TU ATE TU
18 total hours : X %!.5
ELETFTE 6.00%FTE =1 =] 3 i ok & o 3 3 i ok 3 B ok & o 3 I ¥ i oF ko
101U 7o TL La) | 1Es L5
27 total hours 225 215 205 1:05
10.00%FTE 7.B0%FTE bl P Wi & & 3 * & ok * & ok & & 3 £ k& ok E & &
16TUs 1,126 Tu= 2P0 | 245 | 23E 128
total hours 20 | 305 | 2:50 1:325 1:20 1:20 315
13.33%FTE  10.00%FTE mm-mwm—mlﬁw-_aﬂlr_ 50 Fecuars, per wveek FF 4 & = T 3 & T
20 Ts 1.6 TUs 160 327 300 1.1 164 157 1.50
45 total hours !.LE ;Ei 3 1:55 1:55 1:50 1:35 1:10 1:05 1:05 1:05
16 67%FTE 12 BO%FTE =3 Fﬁ_ OTH hurs = [ OTH iU each Ted = 158 fowrs per wos, |
2.5 Tls 1676 Thls 450 | 0o | 376 214 | 156 | 1P 136  [gm ] 129 [Fge
54 total hours 5-@# #?i | &;5 2:30 2:15 2:10 205 1:20 1:20 | 145 I 1:15
20.00%FTE 16.00%FTE = = 1
4.0 Tus 225 Tl= Ea) [ 45g 4.5 257 =48 238 | 23w 164 [ 189 T 388 T 150
63 total hours E:05 5:25 5:05 2:50 2:35 | 2:25 | 20 1:35 1:35 1:30 1:30
23.33% FTE 17.80% FTE =3, [T i OTH heasrs = P =1 per
3.6 TUs 2636 TUs G350 L7l | &35 00 | EoE | rie | ZES 191 | 188 | i@1 | i7%
T2 total hours H T A0 | 305 [ BE5 | X550 2:00 [ 1:55 | 1:55 | 1:50
26.67% FT 20000% FTE OTH heowrs = &0 Fours ey OTH haousrs each hall = 3100 haousrs ek OTH howss each Siird = 200 hours ey
4.0 TUs 3.0TUs .20 655 | &0 343 | 3z | 333 | 3.00 118 212 | 306 | 200
81 total hours [ 755 | 7:a0 | &30 [ 335 | 335 | 3:45 | 310 2:15 2:A0 | =05 | Z:05
S0.00% FT 22.60% FTE OTH howrs = £.75 howrs et OTH haowsrs ech hall = 3 38 houwrs ik OTH houss sach Siird = 1,35 houwrs et
4.6 TUs 3.576 TU= [T 7i6_ | &% 385 | ®eB | 35D | ] 145 23 ] .31 | 135
40 tokal hours * &k * 1 : 405 | 355 | 3:35 | 330 2:25 2:35 | X3F0 | 2:A5
33.53% FTE26.00% FTE OTH hours = 7.50 hours per wesk OTH hiurs each hall = 575 hours per wesk OTH houss each Bird = 3,50 Fours per wesk
E.0 TU= ATFETUs AiE | 750 A28 A [ 2@ | im 173 265 | 3857 | 250
20 total hours * FE ok |k k& k| k¥ F 4:25 415 | 4:05 | F55 2:50 2:35 | 230 | 3230
35 67% FTE 27.50% FTE {OTH houss = B.35 fours pes west OTH hasars - OTH hous aach Dird = .75 fours pes west
6.6 TUs 4136 TUs= I 4.7 450 | 4.0 | 4.13 1.00 791 | i) | 275
108 total hours * Fk ok |k FF k| k¥ F #4:55 #:35 | 435 | &:15 3:05 00 | 55 | 3:50
4].00% FTE 30.00% FTE OTH houiFs = 9,00 hours e OTH haasrs &3ty hall = 450 haisrs Cice {OTH hovies @ach Shird = 3000 houwrs e
B0 TU= 4 6TUs 514 4% | &a7n | 4,50 1z7 1i8 ]| V] | L00
117 total houwrs k Ak k| ok chadk k| ok kak ok 5-@ s 3.15 EEE | EEE [_3:05
43.33% FTE 32.80% FTE i [l N = i = i -
6.6 TUs 4576 Tlls I 557 g3 | =00 | 4E@ g | 348 ] 334 [ 33
126 total hours k dk k| ok ok k| bk k 5:50 . . . = 3:15
45.67% FTE 36.00% FTE =3 5 P e N = i = e
T TU= 526 TUs I 6,00 £ | E8m ] ©3e gy 1 37 [ 3E0 ] 3s0
135 total hours # dok & | ok ok k| ok ok ok E‘J% u " o » 3:30
B0.00% FTE 37.80% FTE =i 5 P e N = i - i -
TETUs 5676 Tll= I G473 614 | caF [ EE g6 T 357 1 3@ [ 370
144 total hours * HE k| ok kR k| k ok ok 635 620 | §:05 | 5:50 . r " 3:50
E3.33% FTE 40.00% FTE =i 5 P e N = i =y e
BOTUs .0 TUs= [ a5 | B3 | E00 438 | 424 [ 437 [ 400
153 total hours # Aok k | ok ek k| ok & & 7:05 B:50 | 5:25 | &:dD A4:20 #4:15 4:10 4:05
B6.67% FTE 42.60% FTE TTH s = =3 = =g
BETU: &357T6Ts z2o | g8 ] G | B3R 454 T 483 1 437 [ 479
162 total hours # &k k | ok k& k| k & & F:15 ! 710 | &S50 | s:30 #4:35 4:30 4:20 #:15
60.00% FTE 46.00% FTE = =B IS T urs = =3
50 TuUs 676 TU= 2 AT T N [ |
171 total hours # &k k | ok k& k| k & & 7:55 7:30 F:10 6:55
63.33% FTE4T.BO0% FTE ot = Fs s par
95TU: TII6TU: B34 | F9 T 743 [ Fi3
180 total hours ok ok | o ok ok | ok ok ok ok . "
56.673% FTEED.00% FTE vt = s
0.0 TUs 760 TUs I [ &jn T 788 | 750
* % ® pattern does not give optimal apportionment. f’r -‘\
® #k % A clazs this long is usuallf broken down imto smaller meetings. Uz the clock hours wihen
Look farther to your right or on the other side. figuring the start and end tmes
for & class or mesting pathem.
. . _ o Uz the bar in the middle for
The Passing Time: In the example circled abows, a 54-hour class meefng 22 times should mest OTHAWERSLA hours per
2 hours and 15 mirertes or 246 hours a daf. A Passing time of 10 minut=s absaf's follows befond the clock hours shown _for & class or meeting pattem.
sa the students and instructor hawe enough time o get io the next class.
The decimal 2.4E iz whatwould be used for dailf calculatons. This is the figure the abtmined when using ke the decimal equbisient
e formula for classes under 16 wesks, The d=cimal figure includes the passing Sme. :E:ﬂd:"j;m For: celly

< S

Mervisd O 21, 20E Thare afe bwo sldes o Bis docuseni.  p. 1



Fall and Spring 12-Week Daily Class Time and TBA Calculations
Scheduled dass time required for a 12-wesk course mesting a total of X number of days/mestings.

Number of Mestings per Wk
Fervent of Responsibiity

4 Meetings per Week
multiples of 25% Responsibility

5 Meetings per Week
multiples of 20%% Responsibility

* ok

¥ P doss not pive aptimal apportionment.

FT} 45 45 a7 48 [T 57 5B 58 &0
Humber of Mestings | Meetings | Meetings | Meetings i Meetings | | Meetings | Meetings | Mestings | Mestings | Meetings
(4 holideays) | {3 bobdeys) | (2 holideys) | (1 holiday) | i holidevs | | (4 hobdeys) | (3 holdeys) | (2 bobdays) | (1 bolidey ) | o boldavs) |
Days of the Week or TWThF MTWThF
Total Hours of Cowrse | CeckHows | __ . . _Ceocktows |
LEC%s FTE LAB%s Descimal Hours Decimal Mours
45 total hours
16.67%FTE 12.80%FTE A i A A s A o A A s A . & ok A . L - A A A .
26 TU= 1.675 TUs
24 total hours
20.00%FTE 16.00%FTE A o s A A . s A . A A | s A . & ok s A . L g B ok s A .
0TU: 225 TU=
63 total hours 1:10 1:10 1:10 1:05 1:05
23.33% FTE  17.60% FTE i fourt = 131 Fors e week BT * & F (I K o F
FETUs 2625 TUs 148 [ 10 | a7 [ 13 [ 13
72 total hours 1:20 | 1:20 1: 1:15 | 1:15 1:05 1:05
26.67% FTE  20.00% FTE TITH Foues =1 E=2y F T T
4.0 Tus 50 TUs 1F4 160 157 185 [ 10 178 [ 1%
B1 total houra 1:30 1:30 1:30 1:25 1:25 1:10 1:10 1:10 1:10 1:10
30.00% FTE  22.60% FTE = P = EE)
A5 Tls 5,375 Tls IBs [ 180 | 398 [ 177 [ 3o 148 [ 34 T 3140 [ gaF [ j3%
00 total hours 1:50 1:50 1: 1:35 |  1:35 1:30 |  1:20 1:20 1:15 |  1:15
33,33% FTE 26.00% FTE = TR =
5.0 TLs 3.76 TUs ; X 5
99 total hours
36.57% FTE  27.60% FTE
EETU: 4125 TU=
108 total hours
A0000% FTE  30.00% FTE
6.0 TUs 46 TUs r
117 total hours 50
43.33% FTE  22.50% FTE i
EETUs 4 BT6 TUs R
126 total hours 55
AEET% FTE 3E.00% FTE (OTH Fars mach fourth = 2 63 Dours per wesk \OTH houss each Tith = 3_10 houwrs per wes
7 Tl 5.26 TUs 7.8 780 274 268 [ @& 238 [ ;1 217 214 [ o
135 total hours 255 | 2:50 | X35 | 2:35 | 2w0 215 | 2030 | 205 | Zos | 2:0%
50.00% FTE  37.50% FTE = ey oTH =
7.6 TUs 5625 TU=[ a7 200 T 287 | 2@ 241 | 237 233 20 | oo
144 total hours 3:05 | 3:00 2:55 | 2:55 |  2:50 215 | 2:15 | 2:1§ | 210 | 2:10
53 33% FTE 40.00% FTE OTH Faowwrs @ach fowrth = 3 060 hours e OTH -
: 313 g [ 3 244 280
153 total hours 3:15 3:10 3:05 3:05 3:00 2:35 2:35 2:20 | =30 | 20
BB 6T% FTE 42.60% FTE =4 e OTH hicwiss each fith = 2.55 hoirs e
BETU: 5375 TLl= H48 [ 3ap | maw [ ixe [ wgje 771 | 2R 2 EY I 75K
162 total hours 3:25 2:10 315 3:10 3:10 2:35 |  2:30 | 230 | 225 | 2:25
80.00% FTE 4E.00% FTE - = OTH hows each fifth = 270 howrs ey
2.0 Tls 576 TLls iFR [ men | % [ was [ 39A 285 [ ops 279 - 3 |
171 total hours 3:35 3:30 3:25 3:20 3:20 255 | 250 | 2:35 | 235 | 2:3%
£3.33% FTE 47 B0% FTE = per OTH o each Nith = 355 houws per wes:
SETU:  FasETUz [T EESTT s [ am | i@ [ uE _)_a‘_'_lmi'I'iII
1810 total hours 3:55 3:50 3:35 3:30 3:30 3:00 3:00 2:55 255 2:50
66.57% FTE 50.00% FTE =T = OTH o each ith = 3.00 hous per wes:
100TU: 7SO0 TU: 4,09 #00 [ 3o | aEs [ 37w 5 I IR T 30 §E =m0

Example:

day. Example: 1

e

e iy Fours woukd & 108-Four
class mest IF it met MTWER for 12 wesskes?
After counting the days and remosing the
Filiclays Brd R dins, you fnd the dass
Friues mnest 45 dags.

(5o down thes keft Tofa! Mowes of the
Covvsecabuimn untl you reach 108 Toal
Hours. Then go b the rightt urtil you
reach the 45 Aasiings aolumn

When vou &rive i 100 fvor, 45
deting call, you will see that the class
needs to mest 2 howrs and 10 minubes per
O3 10PM.

Az & Dalby-calculated dass, the pay B
240 hrefday. This indudes the passing

The pascing time ey the class o
J-20P0 oy the et Sl i B room

adjest the end Ome of the daess. )

=

o\

= If a dassis 1 howr or mone, but less than

2 hours fong, there 5 o B no break. Thae
irsinacior and the sudents are getting 10 minutes
pessing bme after the end of dass. (There i no
el B0 adjuest the end tme of the dass. )

& 1If 3 i s 2 |howors: oF mone, but ke than

3 howrs long, the students showld be given one
Li-mimete bresk during cams. The imstruchor and
e shadents are alko getting 10 minuies passing
bme after the end of dass. (Thens i no nesd o

= If 3 dass s 3 howrs or mone, but less than

4 hours kong, the students shoold be ghven two
T-minuie breaks doring dass. The insinacior
and the students ame 2k getting 10 minutes
paresing bme after the end of dass. (Thene s no
nezd to adjust the end tme of the dass. )

Use the clock hours when figuring the
start and end times for a class or

mesting patbern.

Use the bar in the middle for
OTH/WEB/SLA hours perweek fora
class or meeting pattern.

Use the decimal aquivalens

Acucerc arveas, LECC
Parvinmd Ot 21, 208

Thans &fe b sides & B Secu=anl.  p.2



Fall and Spring 8-Week Daily Class Time and TBA Calculations

Scheduled class time required for an 8-week course mesting a tokal of X number of days/meeting=.

Numbear of 7 Meetings B 14 Meetings | 15 Mestings 16 22 Meetings | 23 Meetings 24
Meeatings (1 holiday) | Meetings | | ( 2 holidays 3 | (1 holiday) | Meetings | | ( 2 holdays ) | (1 holiday) | Meetings
Days of the Week | M, T. W, Th, F, or S MW or TTh MTW or TWTh
Hrs : Mins / Meeting | Hrs : Mins | Hrs @ Mins Hrs : Mins | Hrs : Mins | Hrs : Mins Hre : Mins | Hrs : Ming | Hrs : Mins
LECS% FTE LAB%: FTE| per Day per Day peer Dy peer Daay peer Daay per Day per Day peer Deay
S total howrs 1:05 1:05
8 Bl Tar 18 weosks & & & & & & & & & & & & & & & &
3. 33%: FTE 2 59%%,
18 botal hours

1.1 hrsfwi Tor 18 wosks
5.6 M FTE 5%

27T total hours
LT hia/'wi Tor 18 wesks
10%%0 FTE 7. 5%

2% hrw/ el Tor 18 wesks
13.33% FTE L0

36 total hours

E 14 hrsitey

45 botal hours
28 brwwh for 18 wosks
16.6 7% FTE 12.5%
rs
F4 hrawk Tor 16 wesks
2ir%s FTE 1 5%

TEA bunars = 5
SRR

i

[ TERA Femors = iﬂmgﬂ

53 total hours
EW hrw ek Tor 18 wooks

L i

£ HE ok

e uwors, = 7UEH Menirs per wesh

5 hrw/wi Tor 18 wesks
43.33% FTE IF.E0

23.33% FTE 17.5%
72 total hours ETE ETE
45 hrufwk Tor 18 wosks | TES Tasors = 0,00 T o wiek
DEETYa FTE Fa iy
B1 total hours Eokok ok | & ok &
E1 hra ek for 18 wesks THA Fasirs = 10 13 lsiws =k,
0% FTE 22.5% I
20 total hours E ok & | = k% *
5.8 hrafwh for 16 wosks THA howrs = 11 35 hours per wesk T Fenars: ety Pl = 5 &3 howrs arr [ Tk howsrs e Buind = 375 hawss e
33.3_3%!—'[! P T
99 total hours ETE K EDE | ETIE | L &:15 | 4:05 | 3:55
E.X hrafwk Tor 18 wesks | TEA lows = 1035 s per s TEA Frnars et Tl = BLF Ny per ek TEA Teers, it Huind = 4,13 Dy pir wist
36.67% FTE 2T7.5% | | | 4. 500 #3530 4.13
——
108 total howurs Ekk & | & k& d &k & | & kA x| ok mk # 4:35 d: 25 d:15
B8 hr/wk Tor 18 wesks | THA lows = 13 50 hows per e TEA Frmsrs et Tl = 575 hewrs per weih [ TEA T, o Biind = 450 s g wish
% FTE I % I I I [
_— "
117 total hours E ok & | = kE £ wk E | ok kst & | & mk 5:05 4:55 4:35

THA howrs = 14 53 howrs per wesk

TEA Femers: e Fall = 731 hoirs per wesk

TEA heass edch Buind = 4,58 Poass P it

126 total howrs:
T¥ hirw/ ek Tor 18 wesks
A5.67% FTE 35%0

i R

e

TN

532 A ] +.B8
5:25 5:15 505

THA hinws = 1575 heans per wesk

TEA Feors, ddeclh Nl = 735 Niiirs Bii ik |

TEA heeirs, el Bl = 5.05 s ey

135 tolal hours
B4 hrefwk for 18 wesks
50% FTE I7.5%

i o

& & &

k ok & | & kA & | ok wok @

THA hiwrs = 15

Trowws per mesh

TEA Femsrs, el Fiall = B 44 hewrs per wesh

144 total howrs:
0 b ek Tor 18 wesks
53.33% FTE Bl

i

* wk k| Ok ok & | & mk

THA hewrs = 18

TEA emors, ety el = 900 hiwrs per sesh |

153 tolal hours

il i S

d Ek & | & ko x| ok mk #

.8 hruj ek for 16 wesks | THA (ks = 1013 10ars per sesk TEA Frars each Tl = OUSE Nears per sesh
EE.67% FTE  42.50 I I I
e —

162 total hours E kk k| & kw # Ek & | & ckok & | ok mok #
101 brsfwie fior 18 weeks | THA lows = 30 36 hows per sesk THA, vowwrs each Ml = D013 s per week
&0%%: FTE A5y I I

—

171 total hours i T * wk k| Ok ok & | & mk
LEUT barsfwie fror 18 woskes
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Scheduled dass time required for an 8-week course meeting a total of X number of days/mestings.

Fall and Spring 8-Week Daily Class Time and TBA Calculations

3.4 hrs vk For 16 svecks
2% FTE L5%%

63 tolal hours
3.9 hrs fwik for 16 wechs
23.33%: FTE 17.5%
T tolal hours

4.5 hrs fwk for 16 svecks
TE.6F%s FTE 20%n

Bl tolal hours
5.1 hrs fwik for 16 wechs
30r%e FTE 21.5%s
S0 total hours
5.8 hrs fwik for 16 wecks
33.33% FTE 25%0

-
Number of B0 Mestings | 11 Mestings 32 3T Mestings | 18 Meetings | 19 Meetings T Y
Mestings { Zholidays } | {1 holidey) | Mestings | | ( 3 holidays ) | (2 holideys ) | (1 holiday } Rﬂﬁtﬁﬂ_ﬂgm

Days of the Week MTWTh or TWThFE Daily - MTWThE |"\=l'=!'l'l'r"'ﬂﬂﬂr'*;l
Hrs : Mins f Meeting | Hrs : Mins | Hrs : Mins | Hrs : Mins Hrs : Mins | Hrs : Mins | Hrs : Mins -
Lis the decimal figune
LEC%: FTE LABESs FTL| per Day per Day per Day per Dy per Day per Day . U'r:hnrlnu'ﬂrg
9 total hours m'm'fﬂttt:-'ﬂdir
LB b vk e 16wk g ok E ok & & s F & i ¥ ¥ ¥ mrmurz1u
3.33% FTE 2.5%0
pattETL
1B total hours L v
1.1 hia fwk for 18 weaks ¥ ik k& 5 & ik & & & 3 ¥ ik —— —
BET%: FTE ) = = - = -
27 tokal howrs
Example:
1.7 s fwk fror 16 wedhs & & F o F ¥ ¥ ¥ £ ook & F i
10% FTE 7.5%: : ME}"U.IT["‘IATIILHL_-
36 total howrs TS R
M 1] walhy Evec I'luldcl.-u
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=0 doven the codumn at
45 tokal hours 1:18 1:15 1:10 et Lt o resact Hie
2.8 hrs fwik for 16 wvecks THA: howrs eady Fourth = 141 houwrs e f ok o B o & F d& ok 90 motal wrs row and then
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& o et
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Makes ure thers 5 an extra
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e that will folloss your cless

e,

59 toltal hours
&3 b ok For 16 svecks
6.6 FTE  27.5%
108 wial hours
.8 hia vk for 18 svecks
A0%s FT Blrbie
117 otal hours

F.3 hrs ok For 18 svesis
A43.33% FTE  32.5%
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1.85 ki
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3:20 3:15 3:10 2:35 21340 2:30
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THA heisrs eadh Bh = 2 03 hours Ber eesk

126 otal hours
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4:05 3:55 3:35
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50 FTE 37.5%
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4.0 @ | 4. 06 EE 354 hraddey
#:15 4:10 4:00

316 3.08 h 300 k
3:10 3:05 3
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3:15

3:20
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3:25

3:35

162 total hours
10,1 sk o 16 weaks
0% FTE 559,

THA howrs sy Fourth = .78 Tours per ek THA hiwrs esdh B = 333 hours per sesk
5.10 4.5 4.78 h 4.13 4.00 h 3.93
5:10 5:05 A:55 4:10 A4:05 4:00

171 total hours
L6 F hrs fwvk for 18 weenks
63.33% FTE  47.5%

TRA liours e Fourth = £.08 Tnors por ik
mm
5:25 5:15 5:10

180 total hours
119 s ek fror 186 weeks
66.67% FTE
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Calculating Class Hours (Student Contact Hours)

1. Definitions

a. Class Hour: The "class hour" is the basic unit of attendance for computing full-time equivalent student(FTES). It is a period of not less than 50 minutes of scheduled instruction and/or examination. There
can be only one "class hour" in each "clock hour," except as provided for multiple class-hour classes. A class scheduled for less than a single 50-minute period is not eligible for apportionment. For purposes
of computing full-time equivalent student (FTES), a class hour is commonly referred to as a "contact hour" or "Student Contact Hour" (SCH).

b. Clock Hour : A "clock hour" is a 60-minute time frame, which may begin at any time, for example, 8:00 to 9:00, 8:10 to 9:10, 8:20 to 9:20.

c. Passing Time/Break : Each clock hour is composed of one 50-minute class hour segment and a 10-minute segment referred to as "passing time," "break," etc.. No additional attendance may be claimed
for this 10-minute segment, except as provided for a "multiple hour class." (See e. below) Note: The 10-minute break time permitted in each clock hour may not be accumulated during a multiple hour
class to be taken at the end of the class and be counted for FTES apportionment.

d. Partial Class Hour : A "partial class hour" is that fractional part of a class hour in a class scheduled for more than one clock hour, starting from and including the 51st minute of the last full clock hour. For
example, continuous instruction from 8:00 - 9:35 would have a 45-minute partial class hour (8:51-9:35). 45 minutes is the longest possible partial class hour. Instruction after a 45-minute partial class
period hour would require a 10-minute break in the previous clock hour.

e. Multiple Hour Class :
1. A multiple hour class is any period of instruction scheduled continuously for more than one clock hour.

2. In multiple hour class scheduling, each 50 minutes exclusive of breaks (formal or informal) is a class/contact hour. However, the fractional part of a class hour beyond the last full clock hour may be
counted for apportionment, starting from and including the 51st minute of the last full clock hour.

3. The divisor for this fractional part of a class shall be 50.
4. There shall be no class break in the last full clock hour or the partial class hour.

5. The sum of class hours cannot exceed the total number of elapsed clock hours for which the class is scheduled. For this rule, "clock hours" is interpreted to mean the total whole number (an integer) of
clock hours, each being a 60-minute time frame. For example, if you have a class scheduled from 8:00 to 11:25, the resulting class hours (contact hours) would be 3.7 (see example 2.d below) and are
within the maximum number of class hours for the 4 "clock hour" period of 8:00 to 12:00.

2. Examples for Calculating Student Contact Hours (SCH)

a. Single Hour Class Meeting b. Multiple Hour Class Meeting
Class scheduled from 8:00 to 8:50 (no break) Class scheduled from 8:00 to 9:15 (no break)
8:00 - 8:50 1.0SCH |1 class hourin 1 clock hour =1 SCH 8:00 - 8:50 1.0SCH |50 Instructional Minutes = 1 SCH
8:50-9:15 0.5SCH |25 Instructinal Minutes / 50 = .5 SCH
Total 1.0 SCH Total 1.5 SCH
c. Multiple Hour Class Meeting d. Multiple Hour Class Meeting
Class scheduled from 8:00 to 10:05 (one 10 minute break) Class scheduled from 8:00 to 11:25 (two 10 minute breaks)
8:00 - 9:00 1.0 SCH |50 Instructional Minutes plus 10 min break = 1.0 SCH 8:00 - 9:00 1.0SCH |50 Instructional Minutes plus 10 min break = 1.0 SCH
9:00 - 9:50 1.0SCH |50 Instructional Minutes = 1.0 SCH 9:00 - 10:00 1.0SCH |50 Instructional Minutes plus 10 min break = 1.0 SCH
9:50 - 10:05 0.3SCH |15 Instructional Minutes / 50 = 0.3 SCH 10:00 - 10:50 1.0 SCH 50 Instructional Minutes = 1.0 SCH
10:50-11:25 0.7 SCH |35 Instructional Minutes / 50 = 0.7 SCH
Total 2.3SCH Total 3.7 SCH

Fiscal Services Unit - CCCCO, 9/13/11 1




3. Contact Hours Computation Table

Class Meeting Clock Time Example Contact  # of 10 Min. Clock Time Example Start/End Contact # of 10 Min.
Time Hrs: Mins Start/End Time Hours Breaks Comments Class Meeting Time Hrs : Mins Time Hours Breaks Comments

50 Minutes 00:50 8:00 - 8:50 1.0 NA 1CH 230 Minutes 03:50 8:00-11:50 4.0 3 4 full class hours

65 Minutes 01:05 8:00 - 9:05 1.3 NA 1 CH + 15-minute PCH 245 Minutes 04:05 8:00 - 12:05 4.3 3 4 CH + 15-minute PCH
70 Minutes 01:10 8:00-9:10 1.4 NA 1 CH + 20-minute PCH 250 Minutes 04:10 8:00-12:10 4.4 3 4 CH + 20-minute PCH
75 Minutes 01:15 8:00-9:15 1.5 NA 1 CH + 25-minute PCH 255 Minutes 04:15 8:00-12:15 4.5 3 4 CH + 25-minute PCH
80 Minutes 01:20 8:00-9:20 1.6 NA 1 CH + 30-minute PCH 260 Minutes 04:20 8:00-12:20 4.6 3 4 CH + 30-minute PCH
85 Minutes 01:25 8:00 - 9:25 1.7 NA 1 CH + 35-minute PCH 265 Minutes 04:25 8:00-12:25 4.7 3 4 CH + 35-minute PCH
90 Minutes 01:30 8:00-9:30 1.8 NA 1 CH + 40-minute PCH 270 Minutes 04:30 8:00-12:30 4.8 3 4 CH + 40-minute PCH
95 Minutes 01:35 8:00 - 9:35* 1.9 NA 1 CH +45-minute PCH 275 Minutes 04:35 8:00-12:35* 4.9 3 4 CH + 45-minute PCH
110 Minutes 01:50 8:00 - 9:50 2.0 1 2 full CH 290 Minutes 04:50 8:00-12:50 5.0 4 5 full CH

125 Minutes 02:05 8:00 - 10:05 2.3 1 2 CH + 15-minute PCH 305 Minutes 05:05 8:00 - 1:05 53 4 5 CH + 15-minute PCH
130 Minutes 02:10 8:00-10:10 2.4 1 2 CH + 20-minute PCH 310 Minutes 05:10 8:00-1:10 5.4 4 5 CH + 20-minute PCH
135 Minutes 02:15 8:00 - 10:15 2.5 1 2 CH + 25-minute PCH 315 Minutes 05:15 8:00-1:15 5.5 4 5 CH + 25-minute PCH
140 Minutes 02:20 8:00 - 10:20 2.6 1 2 CH + 30-minute PCH 320 Minutes 05:20 8:00-1:20 5.6 4 5 CH + 30-minute PCH
145 Minutes 02:25 8:00 - 10:25 2.7 1 2 CH + 35-minute PCH 325 Minutes 05:25 8:00 - 1:25 5.7 4 5 CH + 35-minute PCH
150 Minutes 02:30 8:00-10:30 2.8 1 2 CH + 40-minute PCH 330 Minutes 05:30 8:00-1:30 5.8 4 5 CH + 40-minute PCH
155 Minutes 02:35 8:00 - 10:35* 2.9 1 2 CH + 45-minute PCH 335 Minutes 05:35 8:00 - 1:35* 5.9 4 5 CH + 45-minute PCH
170 Minutes 02:50 8:00 - 10:50 3.0 2 3 full CH 350 Minutes 05:50 8:00 - 1:50 6.0 5 6 full CH

185 Minutes 03.05 8:00-11:05 3.3 2 3 CH + 15-minute PCH 365 Minutes 06.05 8:00 - 2:05 6.3 5 6 CH + 15-minute PCH
190 Minutes 03:10 8:00-11:10 3.4 2 3 CH + 20-minute PCH 370 Minutes 06:10 8:00-2:10 6.4 5 6 CH + 20-minute PCH
195 Minutes 03:15 8:00-11:15 3.5 2 3 CH + 25-minute PCH 375 Minutes 06:15 8:00 - 2:15 6.5 5 6 CH + 25-minute PCH
200 Minutes 03:20 8:00-11:20 3.6 2 3 CH + 30-minute PCH 380 Minutes 06:20 8:00-2:20 6.6 5 6 CH + 30-minute PCH
205 Minutes 03:25 8:00-11:25 3.7 2 3 CH + 35-minute PCH 385 Minutes 06:25 8:00 - 2:25 6.7 5 6 CH + 35-minute PCH
210 Minutes 03:30 8:00-11:30 3.8 2 3 CH + 40-minute PCH 390 Minutes 06:30 8:00-2:30 6.8 5 6 CH + 40-minute PCH
215 Minutes 03:35 8:00-11:35* 3.9 2 3 CH + 45-minute PCH 395 Minutes 06:35 8:00 - 2:35* 6.9 5 6 CH + 45-minute PCH

CH = Class Hour. PCH = Partial Class Hour.

Note: Individual class schedules must be based on five-minute increments for starting and ending times (e.g., 8:00 a.m. to 9:25 a.m. or 8:00 a.m. to 11:10 a.m.

See Definitions.

* A partial class hour cannot exceed 45 minutes. Instruction after a 45-minute partial class hour period would require a 10-minute break in the previous clock hour

As a result, classes should be scheduled only for the time lengths listed in the table (or extension). See definitions o Passing Time/Break and Partial Class Hour.

Fiscal Services Unit - CCCCO, 9/13/11




Examples of the Method of 16-Week Calendar Class-Length Calculation

A 4=Hour Class that Meets
Once a Week for 16 Weeks

+  Multiply the standard Catalog L
weekly hours by 18

* Divide the total hours by 16
for weskly hours for a 16-wk dass

* Divide new weekly hours by the
number of meetings per week

» Subtract 1 hour (the last hour) *
from the number of full hours
in the meeting pattern

«  Multiply the (last full hour plus

4.5 ] 1 meeting

4—1 =3 hours

s 1.5X 50 = 75 minutes

4 ¥ 18 = 72 total hours

s 72 [ 16 = 4.5 hours per week

=45

4.5 hours in each meeting pattern

o

weekly hours by 18

. o
P — ——

| A 5-Hour Class that Meets ]

Twice a Week for 16 Weeks —

*  Multiply the standard Catalog e 5 X18 = 90 total hours =

LI 2 10-minute passing
the remaining decimal) by 50 i AT iy — T e
* Add the resulting hours and & N aod 1% taimais s
minutes in lieu of a break s

* Divide the total hours by 16
for weekly hours for a 16-wk class

« 90/ 16 = 5.63 hours per week

* Divide new weekly hours by the
number of meetings per week

+ Subtract 1 hour (the last hour) .
from the number of full hours
in the meeting pattern

+  Multiply the (last full hour plus .
the remaining decimal) by 50

* Add the resulting hours and -
minutes

5.63 [ 2 meetings = 2.515, Round to 2.8
2.8 hours in each meeting pattern

2-1=1 hour

1.8 X 50 = 90 minutes

1 hours + 90 minutes =
2 hours and 30 minutes

Academic Services March 20, 2012



Examples of the Method of 16-Week Calendar Class-Length Calculation

A 3=-Hour Class that Meets
Twice a Week for 16 Weeks

Multiply the standard Catalog = 3 X18 = 54 total hours

weekly hours by 18

Divide the total hours by 16

for weekly hours for a 16-wk class

Divide new weekly hours by the
number of meetings per week
Subtract 1 hour (the last hour) s 1—1=0hours

from the number of full hours

in the mesting

pattern

Multiply the (last full hour plus + 1.7 X 50 = 85 minutes

the remaining decimal) by 50

minutes

&dd the resulting hours and

* 0 hours + 85 minutes =

1 hour and 25 minutes

54 [ 16 = 3.38 hours per week

3.38 [ 2 meetings = 1.69, Round to 1.7
1.7 hours in each meeting pattern

Always make sure there's enough time in the classroom for
the 10 minutes passing time for the class you're working on
and for the one before yours (if there is one).

*  Multiply

g —_—

A 4-Hour Class that Meets
Twice a Week for 16 Weeks

the standard Catalog * 44X 18 = 72 total hours
weekly hours by 18
* Divide the total hours by 16
for weekly hours for a 16-wk class
* Divide new weekly hours by the

number of meetings per week
s Subtract 1 hour (the last hour) « 2-1=1hour
from the number of full hours
in the meeting pattern
»  Multiply the {last full hour plus * 1.3 X 50 = 65 minutes
the remaining decmal) by 50
+ Add the resulting hours and +* 1 hours + 65 minutes =
minutes 2 hours and 5 minutes

« 7216 = 4.5 hours per week

4.5 | 2 meetings = 2.25, Round to 2.3
2.3 hours in each meeting patitern

Academic Services

March 20, 2012



SCHEDULE CHANGE FORM

All Schedule Changes, Add or Deletes are to be done Online. Please do not send paper schedule change
forms. Contact Academic Services #4388 or 4738 for training on using the Online Schedule Change form.

%

\"Go to the following website for the Online Schedule Change Form, http://oasmanage.lbcc.edu/Main.cfim

LOADSHEETS
1. Contact Human Resource Specialist, for a new or revised loadsheet.
a. Contract Instructor — Gloria Gonzalez-Wilson ext. #4813

b. Adjunct Instructor — Kim Slany ext. #4827

QUICK LOOK UP
ACCOUNTING DATA REFERENCE

Complete information about accounting codes is contained in the Chart of Accounts document issued to
activity managers (deans and department heads) by Fiscal Affairs. The following codes have been extracted
from the document for your convenience in preparing loadsheets. The thirteen character account number is
composed of four subfields which are read left to right as follows:

Account Fund Dept ID Program

6 Characters 2 Characters 6 Characters 4 Characters

In the spaces below you may want to note the program and activity center numbers for your area. While the
most common program code is 0010, vocational curricula and grant funded courses use other codes.

Spring and Fall

Account Fund Dept ID Program

111000 01 regular faculty, teaching
133000 01 hourly faculty, teaching*
133500 01 hourly faculty, teaching™**
118000 01 long-term substitute

123000 01 department head release-time
123500 01 coordinator release-time 100%

129000 01 other release-time (non-instructional)



http://oasmanage.lbcc.edu/Main.cfm

TEACHING LOCATION CODES

Location Description Abbrev- Location Description Abbrev-
Code Code

ARC ARC ARC LKWDHI Lkwd Hi LEC

ASD Arts&Services Disabled | ASD LBPREP LB Prep Academy LBP

AVALONHI AvalonHi - CAT IS AEC MILLIKAN Millikan Hi MEC

BELHTSME BelHtsMethCh BHM PCC PCC PCC

BRETMANO Breth Manor BRE POLYHS Poly HS PEC

CABRILLO Cabrillo HS CEC QUEENMRY Queen Mary QMA

CALBOWL Cal Bowl CAL SATELITE Satellite SAT

CDC CDC CDC SKYLINK Skylink Golf SKY

DTSC DeftTouchSocCtr DTS STANTHON St Anthony's STA

ELECTRNG Electrical Traing Institute | ETI STGREGCH St Greg Ch SGC

FIRETRNG Fire Trng FTG TBA TBA TBA

HARTWEL Hartwel Comm Ctr HTC WEINGART Weingart Ctr WEI

HARTWEL Hartwel Golf HTG WILSONHI Wilson Hi WEC

HEARTWEL Heartwell Pk HTP WINTER Women in Non-Traditional Empl | WIN

HDSTRT Headstart HDS WORKSITE Work Exp - Job WKE

HOOVERMD Hoover Mdl HEC

INSTRUCT Instructional TV TEL

INTERNET Internet On-Line WEB

JORDANHS Jordan HS JEC

LAC LAC LAC

LBCONSRV LB Conserv Corp CCL

LBCONVEN LB Convention Ctr LBC

LBPOLAC LB Pol Academy LPA

LBSRCTR LB Sr Cir LSC

Before you can schedule a class at an off campus site you must have a signed PERMIT or CONTRACT on
file with the Office of Extended Instruction. Therefore, if you are using a site or want to add a location not on
the list you must contact Academic Services at #4131 or 4738.
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ATTENDANCE CODE COLLECTION AND RULES

Weekly Attendance classes use code (W)
1. All regular 16-week classes, except TBA and non-credit classes as noted below.
2. Regular 16-week, Work Experience, Online and Hybrid classes.

Daily Census Attendance classes use code (D)

1. Begin and start dates are within the dates for the full-term session, but less than 16 weeks long.
Meets on a regular day pattern in which the contact hours for each meeting day are the same.
Census day is the meeting that represents 20% of all scheduled meetings for the class.

Work Experience, Online and Hybrid classes that meet less than 16 weeks long.

oD

Positive or Actual Hour Attendance classes use code (P)

All noncredit classes (numbered 600 to 699) are positive attendance.

All in-service classes for police and fire personnel (in-service code value I) are positive attendance.
All classes for apprentices (numbered 500 to 599) are positive attendance.

All classes that cross a semester dateline are positive attendance.

All classes that meet for less than five class meetings are positive attendance.

Nk W=

Open-Entry/Open-Exit classes use code (E)
1. All classes that are scheduled open-entry/open-exit are positive attendance.

No Attendance classes use code (O)

1. You must contact Joanne Breton at ext.# 4131 for contract education classes that are closed to the public,
funded privately and offered under a contract between the college and an employer or community
organization collects no attendance and claims no state reimbursement.
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