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Guidelines for Scheduling: 
• Do not schedule census classes for less than 50 min, so 30 min, 35 min are not 

acceptable. 
• Do not schedule census classes where sessions times are not a multiple of 5.  

   Example 52, 53, 61….are all not acceptable. 

• Do not schedule DSCH classes for less than 5 days. 

• Do not schedule weekly or Independent census weekly classes in summer or 
winter term. 

• DSCH cannot have different contact hours on different days or sessions 
• Do not schedule DSCH or Daily census classes on a holiday. 
• All Labs that are not TBA must follow the scheduling grid for census classes. 
• All Labs associated with the Weekly census classes that are not TBA must be 

scheduled as per the grid.  
• All TBA labs associated with WSCH must have regular weekly hours recorded 

for 16 weeks. If at census we have zero hours for the student, we need to zero out 
hours for the labs for apportionment. 

• All TBA labs associated with DSCH must have regular Daily hours recorded for 
the number of sessions. If at census we have zero hours for the student, we need 
to zero out hours for the labs for apportionment. 

• The class must be approved as “Distance Education” through the curriculum and 
must have at least one meeting on line that completely replaces face to face 
instruction to have the option of using “Alternate accounting Methods for 
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9
18 50 0
27 85 0
36 125 10 *50,65 0
45 150 10 70 0
54 190 20 85 0 *50,50,70 0
72 255 30 125 10 75 0
81 290 40 135 10 85 0 65 0
90 320 40 150 10 95 0 70 0
108 385 50 190 20 125 10 85 0
126 450 60 215 20 140 10 110 0
144 515 70 255 30 170 20 125 10
162 590 80 290 40 190 20 135 10
180 650 90 320 40 205 20 150 10

NA: Not Available
*Multiple Sessions with different time blocks

Catalog 
Hours 

Lecture 
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Primary Term:Sessions must be scheduled regularly for 16 weeks Fall/Spring
1/week 3/week2/week 4/week
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NA

NA
NA
NA

NA

17



Session Time                  

Break Times 
included in 
Minutes

24 12 18 70 or 75 0
4 Day or Eve 2  Evenings 3 Evenings 90 0

Catalog Hours Lecture_Units 110 10
18 1 NA 70 or 75 50 125 10
27 1.5 65 125 70 170 20
36 2 75 170 110 190 20
54 3 125 255 170 210 20
72 4 170 NA 230 230 30
81 4.5 190 NA 255 255 30
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18 200 20 170 20 125 10 90 0 85 0
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