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Instructor's Weekly Schedule
	Name:
	
	Office Location:
	
	

	Semester:
	
	Phone #:
	
	

	Division
	
	Email:
	
	


	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	8:00-9:00a
	
	
	
	
	
	

	9:00-10:00a
	
	
	
	
	
	

	10:00-11:00a
	
	
	
	
	
	

	11:00-12:00p
	
	
	
	
	
	

	12:00-1:00p
	
	
	
	
	
	

	1:00-2:00p
	
	
	
	
	
	

	2:00-3:00p
	
	
	
	
	
	

	3:00-4:00p
	
	
	
	
	
	

	4:00-5:00p
	
	
	
	
	
	

	5:00-6:00p
	
	
	
	
	
	

	6:00-7:00p
	
	
	
	
	
	

	7:00-8:00p
	
	
	
	
	
	

	8:00-9:00p
	
	
	
	
	
	

	9:00-10:00p
	
	
	
	
	
	

	Total Daily Hours
	
	
	
	
	
	


	Chair/Director
	
	Dean
	


Faculty Workload

	Name:
	
	Semester:
	
	Year:
	


	Regular Workload
	
	
	
	

	Course
	Section
	Credit Hrs
	Contact Hrs
	# of students

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	# of Preps
	
	Total Credit Hrs
	Total Contact Hrs
	Total Number of Students

	
	
	
	
	

	Extra Contracts
	
	
	
	

	Course
	Section
	Credit Hrs
	Contact Hrs
	# of students

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total of Credit, Contact Hours & Number of Students
	
	Total Extra
Credit Hrs
	Total Extra
Contact Hrs
	Total Extra Number
of Students

	
	
	
	
	

	Classes Team Taught
	
	
	
	

	Course
	Section
	Credit Hrs
	Contact Hrs
	# of students

	
	
	
	
	

	
	
	
	
	

	Classes Concurrently Taught
	
	
	

	Course
	Section
	Credit Hrs
	Contact Hrs
	# of students

	
	
	
	
	

	
	
	
	
	

	Approved Course Release Hours
	
	

	Project
	Expected Outcomes
	Project Assessment
Specify Deadline and Evaluation Methods
	Project Noncompliance

	
	
	
	

	
	
	
	


	Chair/Director
	
	Dean
	


Notes for completing:

The Instructor’s Weekly Schedule

The purpose of a published weekly schedule is to assist students and the college’s employees in communicating with or locating a faculty member.  In addition, it is the document used to calculate sick leave charged to a faculty member. 
The average workweek of a fulltime faculty member is to consist of 40 hours of work.  Thirty of those hours are to be scheduled on campus, and posted on their door in the format of the Instructor’s Weekly Schedule.  The schedule should be completed, posted, and turned in to the Chair/Director/Dean in draft form two working days before classes begin, and the final signed document completed the third day of classes.  The final signed form should replace the draft form on the door the fifth day of classes.

The thirty posted hours on campus should consist of the following:

Time in class.  Post the course, the Building name, and the room number.  Include all teaching assignments. 

Office hours.  This is time allotted for student conferences, planning, and assessment.  Five are required, and the location for these should be specified.

Other hours to total 30 hours on campus (not including extra contract times).  This is time allotted for planning, assessment, advising, administrative work, and other service to the college.  Specify your location.

Faculty Workload:

This document will provide a more accurate overview of the workload assigned a faculty member.

The document is self-explanatory.  
