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Accept Contract - Banner Guide for Faculty
Display Contract

ulty Portal Services =EER

My Contract
Review and approve your

From Faculty Tab:

1. Click on My Contract which is listed under
Faculty Portal Services

My Grades
Subrnit grades for the quarter

My Class List

View claszes, student rosters, send e-mail to
students, and download Excel

My Office Hours

Post wour office hours for the quarter

2. Your Compensation and Acknowledgement
page will display.

Searchable Scheduls of Classes
Look up classes for a quarter

SIS X LT

3. If no contract is available you will receive
this message:

Name and ID: Firstname Facultylastname, #####4##
A No terms available for you at this time.

Faculty Assignments, and Terms and Conditions of Employment

® Read the Terme and Condibions of Employment below,
= Scroll down to accept the general terms and conditions of employment and to access your assignments by CLICKING on the link
at the bottem of this page

Terms and Conditions of Employment

If you receive the message above
and you belive it is an error, please
contact the Dean of your Division.

In accordance with Education Code Section 87482.5 and Article 7 of the Agreement between the Foothill-De Anza Community College Di
aned the Foothill-De Anza Facully Associabion you may be ssued an nstruebonal or non-mstroe bonal assagnment,

Acceptance/Acknowledgment
By you ack ledge that you have read and agreed to the employment conditions stated below. IF the class
is schadulod 1nrl if Grrolment is SUFcient foe It To CoNtins, You 5Gros £o teach the cowsels) sssghed to you.

You understand that the compensabon for g concurrent section (f assigned) shall be determined n accordance with the thresholds
astablished in Appendix V of the Agresment.

If the Terms and Conditions of
Employment display, scroll to
bottom of page and click to accept
and continue.

Further, by an you ge and agree that you understand that if you are overpaid for any reason, such as
camcelied class{es) or unpaid leaves, the Distrct Payroll Sernces Office will notify you of the overpayment and you hereby suthonize
the District to withhold from your pay check, amounts previously paid in error. If there are no wages in the two pay perieds following
the overpayment, you will retum the overpayment, with a parsonal check within 50 days of the everpaymant,

Employment Condilions.
The following terms and conditions apply:

Faillure te accept an Assignment Contract may result in the termination of ra-employment preference (Article 7.8);
Employment 15 conbingent upon the class beng offered and upon adequate enrelment.

Adeguate and detailed student attendance and grade records must be kept by the instructor.

This assignment ends on the last scheduled date specified m the contract.

You must provide verification of acadamic (official transcripts) and work expariance 2s raquired to justify salary
schedule placement. The District is not respansible for any expenses incurrad by the instructor in providing this
wformation o related miormation b venfy meumum qualificaton o eguvalency.

f. “fou are raguired to be fingerprinted per Doard policy 4510,

rancw

An emplayment contract is made subject to the laws of California and ta the lawful niles of the Hoard of Trustess of the Foothdl-De Anz:
Community College District. Said laws and rules are hereby made a part of the terms and conditions of an offer of employment, the sam
though they had been expressly sot Torth henen,

Please Note

1. If you are unable to accept an assignmant or have a guestion regarding the terms and cenditions of ampleymant, contact the
Divisacn Dean mmediatoly;
2. If you have a sercus health condition or medical procadure that may impact your assignment, please contact your Division Dean
diately. In cases of protracted medieal condibon, and with appropnate medical certification decumentng the medwal
necessity for leave during the period of your assignment, you may be granted a medical necessity exemption. This would enabla
you to access your sick leave and retain appropriate service credit for the assignment (for purposes of reemployment preference
and future haalth benafits).

CLICK BELOW TO CONTINUE

LAccept the General Terms and Conditions of Employiment
and | am ready Lo Access my Assgnmenti(s)

CLICK BELOW TO CONTINUE

I Accept the General Terms and Conditions of Employment
and I am ready to Access my Assignment(s)

Contact for corrections/comments/ additions: Susan Malmgren, malmgrensusan@fhda.edu Page 1 of 4




Foothill-De Anza CC District 2/28/2011

Personal Information Faculty Services JaiiGPTT:]
Searchl GDl SITE MAP HELP  EXIT

Faculty Assignments, and Terms and Conditions of Employment

To navigate this page, and to see your assignment{s) for each Instructional Term and College:

&, Find the desired College and Instructional Term by scrolling through those listed.

B. SELECT the desired College and Instructional Term by CLICKING once on the desired College and Instructional Term

C. CLICK once on the GO button. This will bring your assignment{s) information into this page. SCROLL DOWN to view all
assignment information

D. If you have assignment{s) at both De &nza and Foothill, repeat 4., B., and C. above for each College and Instructional
Term.

Name and ID: ### ## ###Faculty Name

Select Instructional Term and Gollege: # |201112 - 2010 Surnimer De Anza |  Go |

e Verify that your name and ID display.
e Select College and Instructional term by clicking on Go button.
e Note that the first six digits, 201112, represent academic year, quarter and
college.
o 201112: The 2010-2011 academic-year is referred to as the last year,
2011.
o 201112: The fifth digit represent the quarter, 1 for Summer, 2 for Fall,
3 for Winter and 4 for Spring.
o 201112: The last digit refers to the college, 1 for Foothill and 2 for De
Anza.

The list of Assignments displays:
1. Check the “I Accept”

Faculty Assignments, and Terms and Conditions of Employment box above each
= Scroll down to review the information for each of your assignments. assig n ment
= If you have more than one assignment for each College and Instructional Term, Repeat the ACCEPT steps for each assignmepsfGu are accgpfing. "
To ACCEPT an assignment, you must : 2. CIICk the Conflrm button
= CLICK the "I Accept this Assignment" box for each assignment at each Collega#fdt each Instructional¥érm, and -
= SUBMIT your accepted assignments by clicking the"Confirm and Submji#T Accepted Assignmeni buttnnr. at bOttO m Of page =

[ Confirm and Submit All Accepted Assignments ]

Name and ID: Facultylastname, Firstname, sz :

Select Instructional Term and College 263112 - 2010 Sumpeer De Anza 3 - Once the Confl rm &
Paid Offce Hours Form (Do FOF) SmeIt button was
201112-00 Faculty Summer [ Lafcept this Assignment and agree to the’Terms and Conditions of Employment  Acceptpfce Date: CI | Cked , aSS|g nments

Failure to ACCEPT an assignment will be deemed to have DECLINED an assignmen;

will display with the

|Assignment / -
Call# Subject and Course Section|Start/End ﬁegin[End Days|Room |Max Step/Column|Load Pay Rate(Compensation Date Ch eCkS I n th e CheCk
Date/Times Class Faghbr Issued .
Size
00123-01 |_|[C D-DO10H-Child 01 'J?ﬁs, 10:00 am - |[TWR |DA-G10 30| XaHe 0.089] 44 44 44 s g May 17, boxes - They wi ” be
Develpmnt, Educ-DA 010-Aug 07, 12:25 2010
< oo grayed out so you know

201112-01 Faculty Summer [ 1 Acgept this Assignment and agree to the Terms and Copditions of Employment Acceptance Date: th at yo u r aSS I g n m ent
Failure to ACCEPT an assignment wilNye deenpbd to have DECLINED an assignment:

was accepted.

|Assignment /
Call# Subject and Course |Section|Start/End Begin/End [Day "4 Max Step/Column|Load Pay Rate|Compensation|Date
Dates Times / Class Factor Issued
A Size
00125-01 | J[C D-DO12.-Child 51 Jun 28, 5:00 pm - I{ DA-CD1-10 40| XX | 0.080| w e i |May 17,
Develpmnt, Educ-DA 2010-Aug 07, [9:45 / 2010
2010

Confirm and Submit All Accepted Assignments
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Faculty Assignments, and Terms and Conditions of Employment

m Scroll down to review the information for each of your assignments.
= If you have more than one assignment for each College and Instructional Term, Repeat the ACCEPT steps for each assignment you are accepting.

To ACCEPT an assignment, you must :

= CLICK the "I Accept this Assignment" box for each assignment at each College for each Instructional Term, and
= SUBMIT your accepted assignments by clicking the"Confirm and Submit All Accepted Assi&nments" button.

Accepted Contract:
1.Grayed Checkbox

2.Acceptance Date
3.No Confirm Butt;;\\\*

Accept this Assignment and agree to the Tgrms and Conditions of Employment  Acceptance Date: June 1,2010

MName and ID: Facultylastname, Firstname, s

Select Instructional Term and College: 201112 - 2010 Summer De Anz

Paid Offce Hours Form (Downloadable PDE

201112-00 Faculty Summer
Failure to ACCEPT an assignment will be deemed to have DECLINED an assignment;

Assignment /
Call# Subject and Course Section|Start/End Begin/End ﬁays Room |Max Step/Column|Load Pay Rate [Compensation|Date
Dates Times Class Factor Issued
Size
00123-01 ||| D-DO10H-Child 01 un 28, 10:0[)&1/ TWR [DA-G10 30 XHEGHE 0.089] g i s g (May 17,
Develpmnt, Educ-DA 2010-Aug 07, [12:25 2010
2010

201112-01 Faculty Summer I Accept this Assignmenf and agree to the Terms and Conditions of Employment  Acceptance Date: June 1,2010

Failure to ACCEPT an assignment will be deemed to have DECLINED/an assignment;

Assignment /
Call# Subject and Course (Section|Start/En Begin/End |Days|Room Max Step/Column|Load Pay Rate [Compensation|Date
Dates Times Class Factor Issued
Size
00125-01 |_||C D-D012.-Child 51 Jun 24, 6:00 pm - TR |DA-CD1-10 40 KX 0.080| ##4 sz [May 17,
Develpmnt, Educ-DA 2014-Aug 07, |9:45 2010
20010

/

Links on Faculty Assignments Page:

e Click|Paid Offce Hours Form (Downloadable PDF) |to display, print and save Paid
Office Hours Form. (Note, there are no paid office hours Summer Quarter.)
Submit completed form to Division Dean in order to get paid. There is also a link
to the Paid Office Hours Form on the Faculty tab.

¢ Click document icon to display class details
pop-up window.

Subject and Course

_||C D-DO10H-Child

Course Information Windo Develpmnt, Educ-DA

q This information is associated with the course and describes the Part of Term, i
College for this section. Course Calculatio

CRN-Session: 00123-01

Part of Term: A - First 6 Week Session
Campus: DA - De Anza, Main Campus
College: DA - De Anza College

Name and ID: Firstname Facultylastname, ##kiss

Term: 201112 - 2010 Summer De Anza
Contract Type: SU - Summer Session Salary Schedule
CRN-Session:  00123-01

¥it window Subject-Course: C D DO10H - CHLD DEV:MID CHLDH/ADOL

e Click Course title to view Course part of Term: - First ® Weex Session

Campus: DA - De Anza, Main Campus

Calculation window. Click browser College: DA - De Anza College
) Position-Suffix: 201112-00, Faculty Summer
arrow back to return to list of

j Schedule Type |Facu|ty LeveI|Rate Load Factor[Compensation
ASSlg n ments . 02 - Lecture and/or D\scussion|C04SOE | i HIHH # B
Total: # 3
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e Clicking on the Load Factor from either the Course Calculation or Assignment
Page to display the Components pop-up window.

Components for the Calculatioh of Workload

&R This window displays how Workload was extracted from the Student System. Workload
is retrieved from the information on the Faculty Assignment for the term.

Workload or Override Workload = 0.089
Percent of Responsibility = 100
Enrollment Increment Work Load = 0.000
Calculated Workload = 0.089

Exit Window

e There is also a link Back to Terms and Conditions:

Terms and Conditions of Employment

To Print Contract
1. Display the page you wish to print.

2. Use browser print button.
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