
Revised 11 17 11 Office for Student Learning and Economic Development 
 

Butte-Glenn Community College District 
Associate Faculty Flex & Mandatory Meetings Payment Form 

Please complete all applicable fields or your form will not be processed!
 

Instructor ___________________________________  ID# ________________  Term ____________
 

A. Options for Flex Hours:   (paid at flex/contract rate) 

Date 1.  Butte-sponsored Flex Workshops & Activities (include Flex number): Hours 
 #  
 #  
 #  
 #  

   2. Individual Activity Contract:   
 Pre-approval is required from Department Chairpersons. An Individual Activity Contract 

may count for up to 75% (not 100%) of an associate faculty members contracted flex hours  
per semester. Forms are available on the Professional Development webpage. 
 

 

   3. Required Activities for New Associate Faculty: 
 A. New Part-time Faculty Orientation (2.5 hours)  
 B.  
 

TOTAL FLEX HOURS  
 

B. Mandatory Meetings:   (paid at the meeting rate) Dates Required! 
 

Date 1. Institute Day Mandatory Meetings: (11.000.XXX.1.XXXXXX.51393) Hours 
 A. All Faculty Meeting 1.0 
 B. Department Meeting 2.0 

2. Other Mandatory Department Meetings: All “other” mandatory department meetings deemed necessary by 
chairpersons will be charged to the applicable department’s budget (object code 51490). This is inclusive of meetings associated with 
curriculum, SLO, and assessment development. If a department does not have funds available for mandatory meetings associated with 
curriculum, SLO, and assessment development, dean/director funding may be available (object code 51490). Dean/director approval is 
required. If the dean/director does not have funding for such meetings, the dean/director may request funding from the Office for Student 
Learning and Economic Development. Vice President approval is required (object code 51393). 

Date Description of Meeting  Hours     Budget Code (specify & obtain required signature/s) 

    
    
 

TOTAL MANDATORY MEETING HOURS  
• Instructors are welcome to attend all flex workshops; however, compensation for flex hours cannot be made prior to a class 

making and will not exceed authorized hours.  
• Hours earned within a fiscal year may be applied to either the Fall or Spring semester of that fiscal year. 
• Please submit form when hours are complete or no later than 6/30/XX. (PFA 11.1.3.b) 
• Instructions for completing this form are on the reverse side. 

 
I certify that I have completed the above hours and attended all activities listed. 

 
 
Faculty Signature    Date   Chair/Coordinator Signature    Date 
 
_______________________________ _____  _______________________________ ______ 
Dean/Director Signature (if necessary)   Date  Vice President Signature (if necessary)   Date 
 

(payroll office use only) 
POSITION   MEETING PAY RATE    FLEX PAY RATE 
    HOURS     HOURS 
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To complete this form: 
 

1.  Look at your contract (Butte College Temporary Instructional Assignment form) for the number of flex hours you are authorized (Flex 
Total).  (see below) 
 

2. Complete the top of the form with your name, ID#, and term. 
 

3. FOR FLEX ACTIVITIES:  Enter date, flex number, activity, and number of hours in the top portion of the Associate Faculty Flex & 
Mandatory Meetings form. 
 

FOR MANDATORY MEETINGS:  Enter date, meeting, and number of hours in the bottom portion of the Associate Faculty Flex & 
Mandatory Meetings form. Section B.2 requires special approval. Please follow the directions noted in that section. 
 

4. Once you have completed all activities/meetings sign and date the bottom of the form, have your chair/coordinator sign and date, have the 
dean/director/VP sign and date if necessary, and send form to the Business Office for processing.  

 
Flex Activities 

(#3) 

Institute Day and 
Other Mandatory 

Meetings 
(#3) 

Faculty member, 
chair/coordinator, 

and 
dean/director/VP 

sign and date. 
 

Flex Total = Total 
number of hours 
you are authorized 
to receive payment 
for. (#1) 


