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Time Reporting Pattern for Payroll for Non-Classroom Academic Assignments

Article 10.C.1. Compressed Calendar Protocols and Guidelines   of the Collective Bargaining 
Agreement between the AFT College Faculty Guild and the Los Angeles Community College 
District describes the agreed upon method to operate with compressed calendars.

General Guidelines and Calendar Protocols for Non-classroom Faculty Assignments (see Article 
10 of the Agreement for other conditions):

1. Compressed calendar refers to any calendar for the primary fall or spring terms that is 
fewer than eighteen weeks in length.) 

2. Faculty assignments on compressed calendars shall not result in a faculty member 
receiving either higher or lower pay during the primary fall and spring terms than that 
faculty member would receive if he or she were working on a regular 18-week calendar. 

3. C basis counselors, librarians, child development center teachers and other C basis non-
classroom faculty will work on either the applicable compressed calendar (with scaling) 
set forth in Appendix M, or the non-classroom academic year calendar (without scaling) 
set forth in that appendix, as agreed to at the college. The default shall be the non-
classroom academic calendar (without scaling) in the absence of agreement.

4. To effect such an agreement, the faculty in a non-classroom department may propose 
(with the concurrence of the department chair) that the C basis department members shall 
all work on the compressed calendar or all work on a "traditional" calendar. The 
appropriate administrator (the College President or designee) may approve the 
recommendation.

Method for reporting time for non-classroom faculty.  
Article 13 of the Agreement defines the Standard Work Load for non-classroom academic 
assignments as 30 or 35 Standard Hours per semester (see Table B). This load is reported as time 
worked for payroll purposes and time earned for retirement service credit to State Teachers 
Retirement System.  When time is reported in a variable manner, the translation of service credit 
earnings in the STRS reporting system may lead to miscalculations of time earned.  In an effort 
to minimize time reporting errors, this personnel guide establishes the practice of reporting hours 
for non-classroom faculty in a level pay mode comparable to the method used to pay classroom 
faculty. The following steps should be taken to assure proper time reporting for C or D basis 
non-classroom faculty who are assigned as contract, regular, limited or long-term substitutes.  

This process does not apply to hourly rate or adjunct assignments. 

This process does not apply to summer and winter intersession assignments, except for D basis 
non-classroom faculty whose regular work schedule may in part occur during these times.
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Steps for reporting time for contract, regular, limited or long-term substitute monthly rate C 
Basis non-classroom faculty who are assigned during a primary term—fall and/or spring 
semester, and for contract, regular, limited or long-term substitute D basis non-classroom 
faculty:

1. Determine the percentage of an FTE that the contract, regular, limited or long-term 
substitute non-classroom faculty member is assigned.  This will be a value greater than  0 
and less than or equal to 1.

2. Express this value in standard hours as per Table B in Article 13 of the Agreement. 
3. The college may have agreed to compress the nonclassroom duty as provided in the 

Agreement, or may use the default non-compressed duty. In either case the time reporting 
is the same. For assignments listed as 35 Standard Work Hours per Semester in Table B, 
in the compressed case the duty is 37.5 hours per week exclusive of holidays and 
vacation days; for the non-compressed case the duty is 35 hours per week exclusive of 
holidays and vacation days. For assignments listed as 30 Standard Work Hours per 
Semester in Table B, in the compressed case the duty is 32 hours per week exclusive of 
holidays and vacation days; for the non-compressed case the duty is 30 hours per week 
exclusive of holidays and vacation days.

4. For C Basis, establish a standard hours pay pattern for the primary term (Fall or Spring) 
that reports hours worked in an even and consistent manner for each payroll week of the 
standard semester assignment.  For example: report time for the 1.0 FTE C Basis 
counselor as 35 hours per week at 7 hours per day for 5 days per week for the 20-week 
semester; report time for the 1.0 FTE C Basis librarian as 30 hours per week at 6 hours 
per day for 5 days per week for the 20-week semester. For example:  a 1.0 FTE C Basis 
counselor assigned for fall will have time reported at 35 standard hours per week for each 
week of the standard term length.  A .5 FTE counselor will have time reported at 17.5 
standard hours per week.  

5. For D Basis, use a similar time reporting pattern and uncompressed duty, except that time 
will not be reported and pay will not be issued for the required days during the year 
which are unpaid and not worked. For example: report time for the 1.0 FTE D Basis 
counselor as 35 hours per week at 7 hours per day for 5 days per week, less any unpaid 
days during that week (the duty is 35 hours per week exclusive of holidays and vacation 
days). For example: report time for the 1.0 FTE D Basis librarian as 30 hours per week at 
6 hours per day for 5 days per week, less any unpaid days during that week (the duty is 
30 hours per week exclusive of holidays and vacation days). 

6. The amount of time reported needs to equal the amount of standard time worked (less D 
basis unpaid days), even though the actual work pattern may differ from the reported time 
pattern.

7. Reporting must occur such that transition from one fiscal year to the next for D Basis 
non-classroom faculty occurs in such a manner that the year of service credit reported is 
not affected as a result of the way the calendar falls, i.e. the location of July 1 within a 
pay period spanning both fiscal years.

8. Should the faculty member not fulfill the assigned standard hours obligation, report 
absences in the usual manner, as illness, unpaid, etc. relative to the reporting pattern of 
standard hours.
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