SHORELINE COMMUNITY COLLEGE

Faculty Request for/Report of Leave
“How to Complete the Form”

1. Completely fill out top of the Faculty Request for/Report of Leave form: (1) Last Name/First Name (2) SID No. (3) Dept (4) Ext. No.
2. Fill in: Month/Year leave is being taken. Please do not turn in leave forms that are over a month in advance.

3. Fill out calendar section:  leave form is due on the 16th for time taken during the 1st-15th of the month; a separate leave form is due the 1st of the following month for any leave taken during the 16th-31st.

· Place type of leave taken on the calendar section, as well as the amount of time taken (e.g., sick for one full day show as S=1 (See directions below for calculating leave taken).

4. Total the amount of leave taken in each leave category and record it on the lines provided below the calendar (e.g., S = 3, PD = 0.33).

5. If your leave falls on a day when you have a moonlight assignment, write YES and the date(s) on which you missed the moonlight.  If you do not have moonlight assignment or you did not miss your moonlight assignment- PLEASE WRITE NO.

“How to calculate leave”
FULL TIME FACULTY 
1. If you miss all your classes for the day, report your leave as 1 day.  If you additionally miss your moonlight, report 1 day + your moonlight % of full-time. (e.g. 1.33).

2. If you miss 1 of 3 classes for the day, report your leave as .33; miss 1 of 2 classes = .50 and so on, regardless of varying credits per class.

3. If you take leave on a non-instructional day, report your leave as a fraction of 7 hrs (e.g., missed two-hour division meeting, 2/7=.29 day).

ASSOCIATE FACULTY

1. If you miss all your classes for the day, report it as your percentage of total quarterly teaching load (e.g., 66.66% of full-time = .66 day).

2. If you miss 1 of your 2 classes for the day, report it as one-half your percentage of load (e.g., 66.66% F.T. = .33 day).

If you have any questions regarding leave, please contact Veronica 
Zura in Human Resources at 546-7858 or vzura@shoreline.edu
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