Summer Intersession Dates

6~1stWeek - June 19, 2017 to July 27, 2017
8~Weeks - June 19, 2017 to Aug. 10, 2017
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School Calendar for Developing the
Summer 2017 Schedule of Classes

Summer 2017

Activities

9/22/16-10/18/16

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

School Deans to submit corrected spreadsheets to Academic Services,

10/18/16 by October 18,2016.
10/18/16-10/24/16 | Academic Services key in changes
Set by Bookstore Bookstore to send Email reminder notice to faculty to start submitting

Textbook Adoptions

10/24/16-10/26/16

AS prepares room report 1) Updated Class Report 2) Room Conflict
Report and 3) Room Availability Report. No Changes will be
processed during these weeks

10/27/16-10/31/16

Time to resolve room conflicts within your departments First Run
Priority rooms, send SCF's and they will be processed in the order they
are approved.

10/31/16-11/3/16

AS enters room conflict changes

All open spaces in general lecture rooms are available to all
departments. Send Schedule Change forms when changing a

11/4/16 session/day/time/room and for the unplaced class listing sent by AS.
SCF'’s will be processed in the order they are approved.
Textbook Adoptions are due to the bookstore
Set by Bookstore
Notify ACIT Webmaster and A&R that the Schedule of Classes needs
1177716 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.

11/10/16-11/14/16

Final Printer Proof to be used for spotting errors only. For changes
send Schedule Change forms only

C&CA Communications & College Advancement prepares (PDF)

Setby C&CA Registration Information Book

Deadline for web-based Schedule of Classes to be available online for
11/28/16 )

students to view.
AID4I17 Priority Registration (subject to change by Admissions)
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http://schedule.lbcc.edu/
http://schedule.lbcc.edu/

GENERAL GUIDELINES FOR SUMMER 2017

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

2. Summer 2017 Intersession Dates: There will be two sessions of summer school; see chart below. This year
July 4" holiday is on a Tuesday. Summer hours are based on the number of days a class meets see the Class
Time and TBA Calculation charts on page 10 and 11.

e 6 weeks, June 19, 2017to July 27, 2017

e 8 weeks, June 19, 2017 to August 10, 2017

Session CODES
for 6Week
Clazses Start Date (EndDate |M(T | W(R|F
6FJ B/19/2047| 712712017\ M w
6FO BAY2047| 72712007 M| T |W| R
GFP BMS2047| 7272017\ M| T | W
BFQ B/19/2047| 7/27/2017 T R
GFS 6/19/2017| 712712017 TIW|R
6FZ B/19/2047| 7/27/2017
Session CODES
for 8Week
Classes Start Date (EndDate |M(T | W(R|F
8FG 6/19/2017) 8M10/2017| M w
BFl 6/19/2047) 8102017 M | T |W| R
8FK 6/19/2017) 8/10/2017 T R
8FL 6/19/2017) 8/10/2017 TIWIR
8FO 6/19/2017) 8102017 M| T R
8FT 6/19/2047| 8102017\ M| T | W
8FZ 6/19/2017) 8/10/2017

3. Header, course, and section notes have been edited from previous semesters. An effort has been made in
Academic Services and Communications & College Advancement to tailor those remarks for marketing
purposes and to trim the schedule.

4.  We have eliminated from the worksheets classes that were cancelled from previous term.

5. Prerequisites, Co-requisites, course titles, units are not be changed on worksheets or printers proof unless
approved by Curriculum and Monique Fernandez.

6. Use EMPLOYEE ID number. Teachers can only be scheduled to teach in a subject area entered in
PeopleSoft, refer to your Instructor table listing from HR. If you find that an instructor is missing, you need
to notify the appropriate HR Specialist, and they’ll 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 worksheets or instructor will be listed as staff.
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7. When scheduling classes with more than one instructor, HIGHLIGHT in BLUE the instructor’s name
you want printed in the schedule and for ELECTRONIC GRADING, HIGHLIGHT in RED the name of
the authorized teacher who will approve the grades online.

8. 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.

9. The class numbers are not permanent from year to year, therefore you need to check all class numbers
referenced in the notes.

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

11. *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 15.

12. Any shaded field on the worksheets is not available to be edited.
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Instructions for Electronic Worksheets

In the Excel spreadsheet you will see that certain fields will repeat itself.
1. Only the header columns highlighted in Yellow are to be changed

2. Todelete a class: Type “D” when DELETING a class. Highlight the “D” and Class Number in Yellow. You can insert
a New Row but you cannot DELETE any of the Class Rows.

3. Tolnsert a new row: Type “I” when INSERTING a new row. Highlight the entire newly Inserted row in Yellow.

4. Tochange aclass: Type “C” for CHANGES, highlight only the cells that you are changing in Yellow.

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 TBAHrs

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

Location Empl-ID

Component — Refers to course type Instructor Name

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

Cap Enrl W-Load Hours

Location FTE %

Facil-ID — Room Comments

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 TBD column to type in the total “TBD” weekly hours. On the schedule change form you would continue to
use the comments area to indicate the “WEB/SLA/OTH or TBD” 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 Enroliment 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
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SCHEDULE WORKSHEETS
Description of Data Element Fields

1. Course Subject and Catalog Number Field: All courses were copied over from Summer 20186, 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 2016-17 Catalog. Please use the
correct code. Be certain that you are using the correct letters designating repeatability (AB, AC, AD, etc.).

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

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

4. Class Number Field: All courses that were copied over from Summer 2016 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 in the computer. The class numbers you used last Summer have changed. We will not re-
sequence the class numbers after we start building the schedule.

5. Sessions: Each term has a fixed start and end date. See page 4 for the dates.
6. Start Date and End Date Fields (do not edit): Go to page 4 for session dates to select from.
7. Comp (do not edit): This field shows the component type of the course (lecture or LAB).

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

9. Enr Capacity: Class limits offered in Summer 2015 were copied over into Summer 2016, therefore if you
increased, lowered or zeroed the enroliment capacity for a class you must remember to change it. You
must increase the number for each double or triple size section you create.

10. Attn: The values in this field will roll forward from the prior like term. For classes being added the
attendance field must be completed following the rules in this direction package. If you change the way
the class is scheduled you may have to change this field. If the course has more than one component,
all components must have the same attendance code.

11. 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.

12. Auto Enr Comp (do not edit): This field is provided for reference and is used by Academic Services.

13. Combined-ID (do not edit): This field is provided for reference and is used by Academic Services.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

Print: All sections will be printed in the schedule in order to meet the state’s regulations on open access.
In a 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. Itis provided for reference.

Room: For rooms, see the list at the end of the this packet. Please note: rooms not scheduled on the
first run will become available for all other departments to use on an “as needed” basis.

Days: Use M for Monday, T for Monday, W for Wednesday, R for Thursday, F for Friday and S for
Saturday. Itis 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 information on the first line. If multiple instructors are involved, use data lines 2, 3, etc. If
no instructor is provided “STAFF” will be printed.

A-Type: Enter the three-character type. The codes are:
Code  |Description Code |Description
SLR Lecture Regular SLP Lecture Part-time
SBR Lab Regular SBP Lab Part-time

SCR Clinical Lab Regular (Off-Site)
SCS Clinical Lab Saved (Off-Site)

SLO Lecture Overtime

SBO  |Lab Overtime
SLS Lecture Saved SCO  [Clinical Lab Over (Off-Site)

SBS Lab Saved

Percent of Responsibility: Enter the portion of the course hours for which the instructor is responsible in
that assignment type. See the examples on the spreadsheet.

If you have more than one instructor teaching a component of a course, complete the instructor
information (employee ID, 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.
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23. If the class component meets in two or three different rooms, and has different meeting times, days, or
has a (lunch) break in time on one meeting pattern day, use meeting pattern two and complete the day,
room and hours information on that pattern as necessary. Then supply the instructor employee ID,
assignment type and percentage of responsibility

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

25. 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).

26. Class Notes (optional): In the designated tab on the spreadsheet, type one or two short sentences. For
classes less than 16 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. 50211 begins week of 06/19/2017, ends 08/10/2017
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.
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&6-Week Intersession Class Time and Time Card Calculations

Scheduled dass time requined for a E-wesk course mesting a total of X number of days/mestings.

Tam hitads = TI0 Fediif ST meah

Number of . 11 Mastings 2 17 Mastings 18 23 Mestings .
. & Meetin 12 Meetings = 24 Meetings
Mestings a= {1 noicay) 9=|| (1nowazy) | Meetings || (1 nodoay) ™a
Days of the Week M, T.W, or Th MW or TTh MTW or TWTh MTWTh
Hrs : Mins | Mesting Hra : Mina Hrs : Mins Hra : Mins Hrs : Mins Hre : Mins Hre - Mins Hra : Mine
_I.EG'HI-_I'E LABS: FTE poar Dy per Day pe=r Oay e Dy pe=r Day par Diay pr [Dzy
ﬁ“ﬂhﬂﬂr’l 1-15 o= + b o . -k -
5 rare For 18 weeits [ TER Teoum = 1.5 hois per wesk |
1.2¥% FTE 2% FTE 150 hestda
18 total howrs 50 T [ e
1.1 Brubad for 18 weshs [ TEA Fesiim = 20 Neiais pan wessk |
8.8 FTE &% FTE 200 hrs!
27 total howrs 415 1:05 1105
1.7 hrutad for 18 sk [ TEA fum = 4.5 houts ey week | ™ Bach =11
1% FTE 7.5% FTE 450 I'I'!.E"I 1_1TH 1.13 I'IEH
36 total howrs 550 1:20 1:15
I hrubad for 18 wesahs Tl = B T Edeh =
15.5% FTE 10% FTE E.00 hrsidary 157 1.50 hrs!
A% total hours +t ok vt 1:50 1:35
B bruted for 18 weeha [ TEA Fezum = 7.5 i par week | ® Bash =
J16.67% FTE 12 8% FTE 156 1.88 hrs’
54 total hours TR - -
T4 brutwh for 18 waehs [ TEHA Tl — G0 o [ et |
2% FTE 1&% FTE
63 total hours R
35 hruted for 18 weeha [TEX Ficadn = 10 5 sl £eST wedh,
2E.5% FTE 17. 8% FTE | E
T2 total hours TR

& kiR

T Mo = 135 FedUM (DT sl

EE L

mrﬂ.ll.;'lsﬁl'lh.lﬂuﬁl

3. 5% FTE 28% FTE T.H]I'I:.-E
95 motal hours ek ok kAR &k ok &
BT hrutwd for 18 ek mﬁil;iﬂSnﬁuupﬂ#[ mﬁiﬂ-l = —
MERFTE ITE%FTE | £ 30 4. 13 hrs!
108 total howrs kL] | i i | ] 425 415
EE bratwi Tor 18 seahs TEA howrs = 18 0 Feoums el wesi ELA. Trors D Ml = G000 Timrwl, TEA houms each fourdh = 4.5 hre'es
40% FTE =% FTE & T 4.50 hrs'
117 total homes T ak A58 435
pR T e L e—— Eu.arn::lhx TEu Pnsrs sansh hadl = 575 himdwh TEA hiass sich Fasih = £ BE hmfwk
43.5% FTE H2.5% FTE 505 4.88 hrs'
583 e 'n'h.l'l':r:ll':
136 total howrs wmm-:!. o of ] &k kE 515 505
T hrutet Tor 16 meeky “ﬁwmﬂh =1 & mach =
ABETRFTE  BE%FTE | | .. ““‘*E"“? T 5.35 his!
135 total howrs "ﬁ-‘l" kA Ak dh kR 535 S520
Eod Brutwh for 18 smshs nwﬂl— = [ TEH Fesiirs s iid = 7500 Frnbak & B =
0% FTE 37 5% FTE S’E *"f 7.52 weicay | 750 breiday 57 .53 hirs/
144 total howrs kA Wk dh # k# wk 7-500 B35 5:50
BLD Erutwh for 18 weks [ TER hous = O Traeak | [TEA Teurs sach B = B0 TRk & Ba =
B3.3% FTE &% FTE Ey #% k% *% | B.00 Frw =3 £.00 hrs!
153 total howrs n:r-eu 1M u-.g o s, T L] | Tt Ew B.25 &0
BB brutwh for 1B weshs X § Use e hours and | [TEA Feus sach ihind = 850 Ttk | TEA hours sach fourth = 5055 hmbk
6B.67% FTE 42 5% FTE [0 r-‘:.-in'u!.u rrlirates when figuring — 1
frifases Gy the St and &nd times ios BT
162 total howrs — —— For 2 daily mestng il i L &30
927 A Sor 59wl y EnTslE Of B NSt LRyt FeSiis = L] =
B0% FTE LE% FTE [ PR e e T E.7E hrs
AT DT o pumnégmr-nu te Use: the decimal i kE ik dh kR 715 705
BT R for M westn et o | T eSing. 1N [ e Tl =% & Gt =73
BB FTE 7w FTE | | %58 e W R o Ta3 T i3 he
w L D [ ] ‘intal of TR hours fior
s | 2 mesdng paibem. | ik & % | ik & ki 730 715
1.3 Rraik for 18 ks SR A ) R b A | FEA o sah e = 000 R TEA hieiars aaech Rasth = 7.50 hndwk
BEETHRFTE  BMRFTE - — = TED .50 hesd

= % ¥ pattern does not ghve optimal apportionmeent.

TETET

A class this long 1S usuadly broken down Into smialker mestings Look farthar to your right oF on obtfser skde.

The 1i-mineie pe=sng bme that follows beyond sach chass 5 already eflecied in e bme showm in =2ch sgoare abowe. The passEng time 5 part of e class.
The sludents ane: still sarning orecit, and the instructor 5 sl saming pay while they ame malkdng their wary to ther nest dass.

Make sure those 10 minutes ane present bebween dases yo

e in print when scheduling in @ room and In an iesnectors scheduke

o Resmeember:

= If 3 chgs i 1 oF maee o, Bt kess tha 2 hasrs ong, e shstents shaakd get U0 minsiess pascing Tme afey the dacs s, in e of & beeak.
w Mo class & 7 hours or o, bult =ss than 3 howrs long,. the shedenis shoold get one £ -l break during class and £0 minutes passing dme afier e dass onds
a ol & 3 howrs oF maoee, bult e=es than 4 hours long, the shadents choold) get o £ O-mine breabs during clees and 10 minuies pascing tme afer the dacs
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Fall and Spring 8-Week Daily Class Time and TBA Calculations

Scheduled class time required for an 8-wesk course mesting a tolal of X number of days/meseting=.

2 F s ek Tor 18 vweesks

Number of 7 Meetings 8 14 Meetings | 15 Mestings 16 2Z Meetings | 23 24
Meetings {1 holiday) | Meatings | | ( £ holidays ) | (1 holday) | Meetings | | 2 holldeys )| (1 holday) | Mestings
Days of the Week | M. T.W.Th.F, or 5 MW or TTh HMTW or TWTh
Hrs : Mins | Meeting | Hrs : Mins | Hrs : Mins Hrs : Mins | Hrs : Mins | Hrs : Mins Hrs : Mins | Hrs : Mins | Hrs : Mins
LEC%s FTE LAB%: FTE| per Day per Day jpeier Dy per Dy peer Dy peer Dy |per Dy pier Dy
9 tal howrs 1:05 1:05
& Fwru e Tur 18 weesks & & ¥ & ok & & & & & & & & & &
3.393%: FTE 250
18 botal hours 1:05 1:05 1:05
1.1 hrsf ek Tor 18 vweesks TEA Feours, e Nl = 1 LT Towrs per ek, | & & & & & * & 4
SRS T e I T 2156 | 228 beafday | 120 bewiday | 213 brejday |
27 total hours 3:35 3:10 1:35 | 1:30 | 1:3% 1:05 1:05 1:05
1 F brw/wik Tor 18 woeks = 3. a3 e Tl = 150 Noars per meek | | || TSA fors coedh Guknd = L.105 Diaors per weee |
0% FTE L IR AT T R T ]
36 botal hours A4:55 d:15 230 210 2:05 1:20 1: 30 1:15

Tﬁl.rmlﬂmhﬂ'l' 225 Pl

B8 hrafwk for 18 wosks

THA. Fiiseirs = JLEME-&.

| TEA bainars et Bhind — L.50 Mg e

13.33% FTE 10%%o [ 5.34 hrafdey 164 hrajday | 167 hesjdery | 150 hesiday

45 total hours 6:10 1:50 | 1:80 | 1:3s
I& hraf ek for 18 wooks TEA. Fewsrs = 5. | TEé. hwowsrs edch thind = 156 houss A,
16.67% FTE 1250 [543 hrsie ]

BT tolal hours kb 2:15 Z:10 2:05
E 4 hraj sk Tor 18 wooks | TER Tasars = & i, [ T=A Tanrs, ead) Bund = o105 Fars ey
20%= FTE 15%%: 245 pars 225 hard

S

63 botal hours i o 2:35 25 Z2:20
2% hraf ek for 18 wesks TEA Fenors = 758 hevics per week TEA heowrs each Suind = 3,63 hours per st
23.33% FTE 17.5% I

F21 botal hours i o & kE ¥
4% hra)wk Tor 18 wooks | TR Twmsrs = F.LAJ Nicics T week TSR Taars coedt Taird = 3080 [eas par Wik
.16.6_?‘:-& FTE 0% I N ERK] i

B1 total hours e EEETE 5230 510 4:55 3:25 3:!5 3:10
51 hraf ek for 18 wesks THA howrs = 10013 hewrs vk
A0%: FTE 22.5%: I

20 total hours BT ENEEETE:

.00 b ek for 16 woeks
£3.33% FTE Bl

Tk Frmors et Tl = 5 £3 ewars per stk [ TEA Twnws eadt Bl = 375 D pur wiste
33.3_3%“! 5% &

99 total hours ETE ETE EE ETE EEEE 3:15 A:05 3:55
B hrafwk for 16 wosks | TEA lows = 17 35 hows per ses TEa Finsrs, easch Tl = 613 hears per wesk TEA Tinrs ot Sud = 4,13 s per wisth
36.687% FTE 27.5% | +_5{} ETi] 4.13

108 tokal howrs: R ENEETE * wEk k| B k4 & | & =k A3 @225 3:15
B hraSwie Tor 18 wooks TEA howrs = 13 50 hoirs e TEh. Fenors each hall = 575 howrs = | TEé. hwwrs edch thind = &4 50 houss Ay,
dilirss FTE 0% | | [

— <

117 total hours L ENEEETE: d Ek & | & kA x| ok Ek # 5:05 4:55 4:35
F_5 hrufwhk Tor 16 weosks | THA Iows = 1453 (rars per sesh TEA Frnars et Tl = 731 My per sk TEA Innrs et Bund = .58 Doy por wis
43.33% FTE 31.5% [ A F] ] 480

126 total hours E ok & | = kE k * wk E | Bkt & | & mk B 5:25 5:15 5:05
T® hrufwk Tor 18 woeks | THA lows = 15 75 loars per sesh T Trnsrs easch Tl = 7 85 heasrs per sk [ TEA Iwnrs ot Bud = 5 35 P e wissk:
AE.6T0 FTE 5% | |

135 total hours ErE ErE e ¥ | * =% =
&4 braS e Tor 18 wooks THEA howrs = 1638 hours per wesk Tﬂl‘mﬂﬂd‘lhﬂf ﬁ.-i-l-l'lmr.:pﬁ--ﬂ.
S0% FTE 37.5%; I

144 total hours T L # k& | & ko x| ok mok #

THA howrs = 18 00 Nours per sesk

e omors, echy Pl = 000 Meairs et sedas |

153 total howrs:
B8 hra i Tor 18 wesks

i E

* wEk E | B k4 & | & mk

TEA howrs = 1913 hoirs per wesk

T Fenors each hall = 956 howrs per sesh

TEd. hwowrs each thind = .38 houss per wios

11iE brafwvi for 18 wooks
UG FTE

667 % FTE 2.5 | | | E.G5 [ [RT]
—————————

162 total hours Edk & | = kE k * wEk k| B k4 & | & =k 7:10 6:50 6:30
10 brafwi for 18 wosks THA hawrs = J0LEE hrowrs per seak TEA howrs each hall = 10013 hows sk TEh. hoars edch thind = .75 houss i,
G FTE L] I T

—

171 total hours T T d Ek & | & ko x| ok mok # & ko & kA & T
LOLUF bwwf ek for 18 wesks TEA Twers each Sund = 7,13 D per wesk
83.33% FTE  47.5%: | |

180 total hours i T R I T ErEEE T T EETE

50% FTE

Eow R patbern does not give optimal apporticnment.

Eoawow p clase this long i vsually broken down inbo smaller mestings. Look farther o your right or on other side.

The Ii-mimnee passing dme that folices esch clees 1S alrsscy reflected inthe Ome shown in esch squans abores.

The passng ime s part of the dass.

The shedenis are 55l eaming oredit, and the instrucior s 5l caming pay while they 20 malkdng thedr wey o Heedr nexdt clres.
Make se those LD mimnees are present bebween cieses you se= 0 print wien scheduling in 2 room and inan instnuctor's schecule.

immdeTic T vioas LECC
Taramnd Feow 8 2TH3
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Fall and Spring 8-Week Daily Class Time and TBA Calculations

Scheduled dass time required for an 8-week course meeting a total of X number of days/meatings.

e
Number of B0 Mestings [ 31 Mestings 32 37 Meetings | 38 Meetings | 39 Meetings | [ 7w e hours ad ™
Meetings {2 holidays } | {1 holidey] | Mesetings | | (3 holidays )| (2 holideays ) | (1 holiday } Rﬁﬂﬁﬂ:m
Days of the Week MTWTh or TWThF Draily - MTWThE for a dalily mesting
His : Mins [/ Meeting | Hrs : Mins | His : Mins | Hrs @ Mins Hrs : Mins | Hrs : Ming | Hrs : Mins - :
Lise= the decimal figues
LECY%: FTE LAES: FTE| per Day per Day per Day pe=r Dy per Day per Day g e b b
9 total hours mirfﬂrtt:1u
& hrs e for 18 weehs & & ok £k & * & & * & E o & & & & Calouatian
3,339 FTE 250, POt for the meeting
1B tolal hours '-.H J
.3 s e o 18 svecis S k& + ¥ ok o E 3§ S — —a
B67% FTE L) + + + - +
Z7 total hours
Example:
L. hrs fwik for 16 sechs * & & E o & * & & & 4 F ¥ & &
10% FTE 754 Hda—-.w SlHour MATH e
[T oeets Four déns 8
:.ﬂf-:ﬂln:ru_.h * & & £ * E & e g ey Lﬁml'lwq‘wmmw
13.X3%: FTE b — —— e
CHOAWNTY TN DML
45 total howrs 1:15 1:15 1:10 |t Lrrt| wou mesach the
28 s ok for 16 svesihs THA howrs esdy fourth = 141 hours. vy + & i O E i ad botal urs row &l then
1667 % FTE 13.5% o Ehe right urtil lﬂ'.IL =]
wndlear the 30
'l"|1.'l.|1.'

3.4 hia vk For 18 svecis
20% FTE 15%%

63 total hours
3.9 hia vk o 1B sveais
23.33%: FTE 17 .5%
T tolal hours
4.5 hrs fwik for 16 sechs
Z26.67%s FTE 20%a

Bl tolal hours
5.1 b v Fowr 16 svecis
30r%s FTE 2. 5%

S0 tolal hours
5.8 i fwik for 16 wasks
331.33%: FTE 25%

90 tokal howrs
B.2 hrs fwik for 16 wechs
ib M FTE 2T 5%
108 otal hours
B8 hrs fwik for 16 sechs
A% FTE 30%s
117 otal hours

F.3 b ok Fow 16 svecis
43.33%: FTE 32.5%

THA houwrs esdy Fourth = 3353 hours. .
3:35 | 3:30 | 3:15

THA howrs eadh fourth = 3568 fowrs per sk

195 1.84 h 1BE h
225 i) 2:15 2:00 1:55 1:55
THEA Fourth = 1.53 hensrs e THA hesrs sach Bh = 3 03 hours ek
261 281 h 219 208 h
250 2:35 2:30 2:10 2:10 2:05
THA howrs Fourth = 361 hoasrs e THA howrs each Bty = 3 35 hewrs =rvh
XTI mmm
R 2:55 2:25 2:20 2:15
THA hiurs eady Faurth = 308 s per sk THA hiwrs each Bh = 2 45 hours per ek
3.30 3.19 309 f 258 2.E1h 254 b
320 315 3:10 2:35 2:30 [1]

THA howrs each it = ¥ 9% hours per sesk

3,00 hrejiey | 377 hrojdey | 366 hrajdey

116 wtal hours

T.0 hia vk o 18 svesis
A6.67 % FTE 35%

405 | 355 3:35

135 total hours
B hrs S vk for 16 svecks
507 FTE 3755

316 3.08 h
3:10 3:05
THA s esh B = 3 LE s

300k

144 wtal hours

.0 hia vk o 1B sveais
51.3%% FTE @0 %n

153 otal hours
0.5 hrs fwi for 16 sechs
5.6 FTE A2 5%

THA hisrs each Bh = 3 33 hours per wesk

162 total hours
10,1 s ek o 16 weaks
0% FTE 2.55%,

171 total hours

LT i vk Por 18 waaks
63.33%: FTE 47.5%

4.13 .03 h 3593 h
@:10 &4:05 A4:00

180 total hours

113 sk for 16 weaks
56.67% FTE

S0% FTE[ {00 hrajday | 5.51 hre/cey | 5.6 hrajdey

THA howrs esch B = 405 hours =k
4:20 | 4:15 | 4:10

THA e e6h B = 428 Nediis per sk

THEA howrs each B = 4 50 hours per ek

486 hrs/dey | 4.73 hedey | .62 hrs/day |

_'i.lJlrl'I “ln.
ours an

I11ll'lll.l‘t=- EﬂLl

Make sune there IS 2n extra
L0 it sealable in e
chErsraom in which vou plan B

this das for the pessing

e thest will follow your cleess
IF there 15 & class L'Efu-'l:m_n.

s g e e
lesf e e e
Eirmes.

= 10 gl
le.. DaLErg

4 = ¥ pattern does not give optimal apportionmesnt

7 neaes

w If & clases ks 1 howr or mons
Bt s than 2 howrs kong,
the student= should gt

10 it pasdng tme
after the dasx In bew of
& Dreak.

w If & class i 2 howrs or
mare, Bt ke tfan 3 hours
hong, the students chowid
get one 10-minute break
during cass and 10 minu=s
n.-_-l-:-n;ﬂrn:aﬂz e class

n-‘l'a class i 3 hours or
more, bt ks than 4 hours
m.m::nnu-r_-:.-muuu
gjl:twulilmn.tz bresks

ring daws and 10 mirutes
p.-_-mn;tlnlaftu g R
s,

=

The 10-minubte passing time that follows sach dass b aleady neflect=d in the ime shown In sach squsrs abowe. The passing time & part of the dass
The shadents are sl aarning credk, and the instructor & still eaming pay while they ane making thelr wiay i their nest dass.
Mako= sure those 10 minuies ans present betwesn casoe youl S22 in print when Scheduling i a mosm and in an rstruckor's schedule.
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SCHEDULE CHANGE FORM

All Schedule Changes, Add or Deletes are to be done Online. Please do not send paper schedule change
forms. Contact Cheryl Glover at ext. #4388 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.cfm

LOADSHEETS
1. Contact Human Resource Specialist, for deadlines, new and revised loadsheets.
a. Contract Instructor — Cindi Nguyen 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**

116000 01 long-term substitute

123000 01 department head release-time
123500 01 coordinator release-time 100%
129000 01 other release-time (non-instructional)
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Long Beach Community College District 2016 - 2017

16-Week Academic Calendar

Approved January 27, 2015
August 2016 September 2016 Octaber 2016 Movember 2018 December 2016
S ] Tu Wea Th Fr Sa S (L] Tid Wi TH Fi S S Mo Tid We Th Fr Sa S M Tid We Th Fr Sa S Ha  Te We Th Fr S
1 2 3 4 5 B | 2 3 i | 2 3 4 5 i 2 3
7 B a e 11 12 13 4 . & 7 -] ] in 2 3 4 5 -] 7 a8 B 7 -] 9 0 l 1z 4 5 -] 7 a8 L in
14 15 16 7 13 13 20 1z 13 14 15 16 17 E 10 11 12 12 14 i5 13 14 15 i6 17 1B 13 i1 12 12 14 15 16 l
21 || 22 |[23][ 24 || 25 | 28] | 27 e 19 Il 2 2 = 16 (17 (18 |18 (20 |31 |22 mo# 2 23 s 18 _M_ H H H _M_ E
25 | Wee S 3 ER- R - M- - FER- DI - - - R 7 (@ (& a; Ex I ¥ § 1 | _M_
ke 3
Jamuary 2017 February 2017 March 2017 .-.ar._l_ 2017 May 2017
S ] Tu Wea Th Fr Sa Su M4 Tid L] TH F¥ S S Mo Tii We Th Fr Sa S M Tid We Th Fr Sa S Ha  Te We Th Fr S
1 l w3 4 5 & 7 i 2 e = 1 F ] 3 4 i i F ] 3 4 5 &
-] a i 11 12 13 i4 5 V& 7 -] ] 10 11 5 ] I a8 5 10 11 F I_H—_M:M_I_M_. 7 a8 5 b L] i1 12 iz
i5 I 17 iE 19 20 il 2 13 12 15 1& I §18 13 13 14 15 15 17 i8 g i 11 i3 13 14 15 14 15 15 17 i8 19 il
2 23 24 5 25 a7 iE L I 21 iz 3 4 25 159 ria] 21 a2 3 4 25 1E i i3 i 20 Fal rd 21 22 3 4 a5 i3 iy
3 an 31 pic) g 28 i) 7 - | o 3 23 4 5 26 a7 IE = 28 I o 3
30
June 2017 July 2017 August 2017 Symbaols
Gu | Mo Tu| We| Th | Fr| | Sa S | Mo Tu | We | Th | Fr | Sa S| Ma| Tu| We |[Th | Fr | Sa W\ | Fall/ Spring Term Start Date /i | Fall} Spring Tarmn End Date
1 2 ' F 1 1 2 3 4 5 Fall § Spring Instnactional Days Winter Irtersession [ Sumimss School
4 5 & /] g 10 2 3 l 5 ] 7 a8 B r -] a i 11 1z W | Winter [ Summer Term Start Dabe it Winter / Summer Tenm End Date
i1 12 13 t4 b L] 1E 17 5 b L1} 11 12 13 14 i5 13 14 15 18 i i3 18y l Legal Holidays l Boa rd -Declared Holidays
i3 | W19 20 Fa§ = 3 4 ] 17 i85 19 i) 2 22 20 ra| r] 23 4 25 26 l Flzx Days _H— Winter / Spring Rooess
25 26 a7 F- ] = an 3 4 25 5 7 m | ) i ] 9 30 kol E Contract Faculty Duby Day: Collage Dary § Honr Instructional Days
i 3 o Contract Faculty Dty Doy Graduation
Callege Day £ August 2E Wirter Recess December 19 - January 2 Flix Dy A March 7
Fall Seméster W August 29 - December 17 Christmas Holiday T December 26 Spring Redess April 3 - saril 8
Labsar Day I Septernber § Baard-Declared Holidays ¥ Decwrmber 27-30 Memiorial Day I May 20
Flax Day A September 20 Mew Year's Day Holiday I January 2 zraduation Day 3 Jume &
VEterans Day T Movembssr 11 Winter Intersession W January 3 - February 3§ Sumimer W4 June 15 - Aug 19 Jf

Thanksgiving
Board-Dedared Holiday
Flax Day

T MWovember 24
¥ Mowember 25
A& December 17

* Thare & no separate Mnal exam week,

First Reading: Board of Trustees, December 9, 2014
Approved: Board of Trustess, lanuary 27, 2015
Revised: Board of Trustess, Octaber 27, 2015

Kimg's Day T January 16
Spring Semester W February 6 - Jume 7
Limssaln's Dany I Februery 17
Washington's Day I February 20

Finals will take place on the last day of class.

{Summer Session Lengths May Vary)

Independence Day T July 4
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ATTENDANCE CODE COLLECTION AND RULES

Daily Census Attendance classes use code (D)

1. A credit class that also meets these conditions.

2. Begin and start dates are within the dates for the full-term session and are therefore less than 16 weeks
long.

3. Meets on a regular day pattern in which the contact hours for each meeting day are the same.

4. Census day is the meeting that represents 20% of all scheduled meetings for the class.

5. Work Experience, Online and Hybrid classes that meet less than 186 weeks long.

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 ) 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.

SR

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.# 4131or Cheryl Glover at ext.#4388 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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