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Instructions for Completing the Non-Instructional Faculty Work Schedule

All regular, 12-month non-instructional faculty working 174 days per academic year will
complete the PDF work calendars available for the appropriate academic year. The work
calendar is fillable and will calculate required days in addition to totaling the days worked for
each month and the total days worked for the entire academic year are calculated at the
bottom of the page.

Some browsers, such as Mozilla Firefox, are not compatible with fillable PDF forms. For that
reason it is best to download the form to your hard-drive prior to completing your work
calendar.

General Directions

At the top of the schedule, employees should input their information: For example, if you are
a full-time employee working your full academic year, you will put 1.0 as your workload. You'll
notice the “Required Day(s):” box will automatically populate with 174 as the number of days
required. Then check the “Full-Time” box to the right.

If you are working less than full-time for the entire academic year, enter the amount of work
in decimal format, such as “0.75”. You'll notice the “Required Days(s):” box will automatically
populate with 130.5 as the number of days required. Then you would check the “Part-Time
Schedule (<1.0 FTE)” box to the right. You will also need to complete the “Partial day <7.5
hrs.*:” box at the bottom of the page with the date and how many hours working on that date.
(See further instructions below).

Complete your Name, Campus and employee ID number.

Once the calendar is complete, the required days should match the total days at the bottom
of the work calendar.

Please note that the required days do not apply to those working a partial work year due to
retirement, a Long-Term Temporary (L.T.T) assignment, etc. If an employee works for only
one semester, please use the work calendar designated for one semester only.

Once the calendar is complete, employees should sign and date the top signature line
(“Employee”) and provide their calendar to their area manager for approval. The hiring
manager should sign and date the second signature line (“Supervisor”) and route to the
appropriate administrative office at their campus/location. The administrative office will
forward the signed/approved calendar(s) to Human Resources where they will be added to
the employee’s personnel file.

Examples of completed calendars are on pages 4 and 5. Please contact Human Resources
at HR-FTFaculty@losrios.edu or 916-568-3112 if there are any questions.
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Non-Instructional Faculty Work Schedule - Based on 174 Days (at 7.5 Hours)

This calendar will be used by most regular, 12-month faculty and is intended for those who
work the required 7.5 hours every work day. “Full-time” are those that work 1.0 FTE as part
of their regular, 12-month position (174 days per year). “Part-Time Schedule” are those that
work less than 1.0 FTE as part of their regular, 12-month position due to a reduced workload
(i.e. split assignment, participation in the Pre-Retirement Reduced Workload Program, etc.)

Instructions:

1. Select the days that will be worked within each month by clicking on the desired date.
An “X” will appear, which represents a 7.5 hour workday. If a day is selected in error,
it cannot be deselected. To make changes to work days within a given month, select
the blue “Reset” button, which will clear all work days for that month.

2. The total days worked will be automatically totaled under each month.

3. Once all days are entered, the “Total Days Worked” (above the signature area) should
match the “Required Days” at the top of the page (with the exception of those working
less than a full work year).

a. For some part-time schedule faculty the “Required Day(s)” will not be a whole
number. When this occurs, please complete the “Partial Day” box toward the
bottom of the work calendar to account for the partial work day. For example,
a workload of 75% requires 130.5 work days for the academic year, so 0.5 days
must be accounted for:

Workload: __75% _(FTE) [ Full-Time Part-Time Schedule (< 1.0 FTE)
Required Day(s)*: 1 305 *“If "Required Day(s)" are not automatically calculated after entering workload (FTE), download form and

complete in Adobe Acrobat.
Part-Time Employees: If "Required Day(s)" is not a whole number, complete "Partial day” box (below)

b. Complete the calendar by selecting 130 days. Then, in the “Partial day” box
indicate the date when the partial day will be worked and how many hours will
be worked by multiplying the remaining decimal amount by 7.5 (hours in a work
day). In this case, the 0.5 days multiplied by 7.5 is 3.75 hours:

Partial day < 7.5hrs*: _ 5/22  : Hours worked __ 3.75 I
*If applicable (part-time) (Month/Day) (##) x (7.5hrs)




= Certificated Employee Work Schedule (12 Month) Based

. Example 1
Aesst Form on 174 Days (at 7.5 Hours) - Fiscal Year 2023-2024 p
Work Schedule should be downfoaded prior to completion, see instructions on page 2
Workload: 100% (FTE) Full-Time [ ] Part-Time Schedule (< 1.0 FTE)

Required Day(s):_ 174
If "Required Day(s)" is not a whole number
(ex:104 4), complete "Partial day™ box (below)

Name Your Name Campus Your Campus Empl ID 0001234
(Last, First)

NOTE: Once a date has been selected it cannot be deselected. To make changes to the work days in a given menth, select the "Reset” button.

JULY = AUGUST = SEPTEMBER =
s m|T|W|T]|F|s s | m | T/ WwW|T|F|s s/m|T1|w|[Tt][Fls
XTI 1
'.r>< 3>< !>< 1>< 1z>< s>< :r>< 3>< !><
KX X XXX | "X XX KL
Pal X EX X KX | I XX X
X ”)<E'><|"”><| _’”X|“><|’>( ’E'Xl
Days Worked: 2 Days Worked: 19 Days Worked: 18
OCTOBER = NOVEMBER = DECEMBER =
s m|]Tt]w][T]F] s s m|T|w|T|F|s s|lm|Tt|w|]T]F]s
XXX - X
YW‘: W_Y s>< :r>< a>< sx _d>< s>< 5>< '.r><|
9>< 1d>< 1|>< |§< I |X |a>< 12 1H>< 1?>< 1>< 1'_>< 1>< |§<
X "X XX KX XK X
K X XX KKK
XX | |
Days Worked: 19 Days Worked: |7 Days Worked: 12
JANUARY =1 FEBRUARY [ ] MARCH [T ]
s m|T|W|T]|F| s sim|ltlw]rt]F]s s M| T|W|T|F|s
] 2>< 3>< ] Jx
:><I |4>< ;>< 5>< ?>< a>< 5>< _4>< s>< 5>< r>< $><
!>< 1C>< |'>< '|>< |>< |>< 1X 1§< '|>< '|:>< 1>< 14>< TEY_ .
A X X KX ool d v d e X XX X =X
XX XK XX XX XX KX XX
KX X | L | | |
Days Worked: 10 Days Worked: 19 Days Worked: 20
APRIL =N MAY =1 JUNE =1
s m]t]wlrt]F]s s m|]t|w|[T]F]s s m]t]lw]1]F]s
1 | X [IX |
X XIXT X XXX IX X |
XIXT 1% %X | X X
XK X XK 12X |
KX X X |
X X L | |
Days Worked: 9 Days Worked: 10 Days Worked: 0
| Total Days (7.5hrs) Worked:| 174 | IFartiaI day < 7.5hrs™: : Hours worked |
*if applicable (pari-time) (MorithDiay) {#8) x (7.5hrs)
[
Signature: Date:
J— Employee
Signature: Date:

Supervisor



—— Non-Instructional Faculty Work Schedule Based on 174 EXAMPLE 2
Days at 7.5 Hours - Fiscal Year 2023-2024
Work Schedule should be downloaded prior to completion, see instructions on page 2
Workload: 80% (FTE) [] Full-Time Part-Time Schedule (< 1.0 FTE)

Required Day(s): 139.2

If "Required Day(s)" is not a whole number
(ex:104 4), complete "Partial day” box (below)

Name Smith, Sam Campus ARC EmplID 0012345
' (Last, First) '

NOTE: Once a date has been selected it cannot be deselected. To make changes to the work days in a given month, select the "Reset” button.

JULY =] AUGUST [ ] SEPTEMBER  [i=1
s m|T|w|]T]F]|s s m|T|wW|T]|F|s| s|m|T|w|T[F]Ss
X XX X
QX l% 11X ‘IX Ex Ex lﬁx EIX
X X X KX XX "X X XX
[ X .l X KX X X X X
X ||“>< X X X | X X X
Days Worked: 8 Days Worked: 18 Days Worked: 15
OCTOBER = | NOVEMBER | == DECEMBER =1
s | m| T w|T|F]|Ss s m | T|lw|T]F|s]| s|m| T |w]|T|F| S
| XEIX X [ X
XIIXIX X [X[X] XXX
1L'x 11x l% . 1% lx 17x
RITIR K
RREPK EXEX X
Days Worked: 13 Days Worked: 11 Days Worked: 4
JANUARY =1 FEBRUARY =1 MARCH C=1
s | M| T|w|T]| F|Ss s m|lTt|[w|T]F]s s|m| T |W|T|F|s
1>< Ex . - 2X
XX XX X XXX X X XXX
a>< 9>< I_‘1>< 1z>< 1:>< 13>< 17>< , _1>< 1% 1s>< 1$<
KK K ool g g i
X2 28 XX XX o O
[ | |
Days Worked: 20 Days Worked: 13 Days Worked: 16
APRIL C=1 MAY =] JUNE =1
5 M T w T F S -] M T W T F ] s M T W T F 5
XX
z>< 3>< IR‘ s>< .l'X a>< ;><
GX !X 1% 11>< 1ﬁx 1%
XK XX
“X X
Days Worked: 13 Days Worked: 8 Days Worked: (0
Total Days {7.5hrs]Worked:| 139 | |Partial day <7.5hrs*:  5/15  : Hours worked 1.5
*f applicable (part-fime) {Month/Day) {#8%) x (7_5Shrs)
[
Signature: Date:
J— Emplovee
Signature: Date:

Supervisor
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