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APPENDIX B-1   
Faculty Load Schedule   

FACULTY LOAD SCHEDULE (Instructional) 

 
Faculty:                     Rank:                                             Academic Year:        Semester:        
Full-time Regular Load 

COURSE 
NO. 

SECTION COURSE TITLE 
STUDENT 
CONTACT 

HRS 

HS 
UNITS 

PERIODS START END DAYS LOCATION 
BLDG/ 
ROOM 

REMARKS 

I.  SECONDARY CLASSES for full-time faculty regular load 

                  xxxxxxxxxx                                          

                  xxxxxxxxxx                                          

                  xxxxxxxxxx                                          

                  xxxxxxxxxx                                           

                  xxxxxxxxxx                                          

II.  POSTSECONDARY CLASSES for full-time faculty regular load 

                      xxxxxx xxxxxxxxxx                                   

                      xxxxxx xxxxxxxxxx                                   

                      xxxxxx xxxxxxxxxx                                   

                      xxxxxx xxxxxxxxxx                                   

                      xxxxxx xxxxxxxxxx                                   

III.  CONTINUING EDUCATION/SPECIAL PROJECT ASSIGNMENT AS PART OF FULL TIME FACULTY REGULAR LOAD 

                                                                 
                                                                 

IV.  OTHER FULL-TIME FACULTY ASSIGNMENTS         

Department Activities Contact Hrs  Committee Assignments Contact Hrs  Other Assignments Contact Hrs 

                                

                                

                                
 
V.  OVERLOAD CLASSES/CONTACT HOURS (NOTICE:  Overload classes are subject to possible reassignment to full-time faculty due to enrollment fluctuations.) 

                                                         

                                                         

                                                         

VI.  OTHER FULL-TIME FACULTY ASSIGNMENTS   
VII.  Adjunct:  Complete space below.  
I am willing to teach at a reduced rate if 
enrollment is less than (13) students.  
Select a YES or NO in each blank. 

 VIII.  OFFICE HOURS (6 hours) 

Assignments Contact Hrs   (Minimum 1 hour blocks, Over 3 days) 

              DAYS TIME ROOM 

              MON             

             10-12 7-9 6 OR LESS  TUE             

IX.  Page 2 attached.         Yes             No   ¾ ½ $500  WED             

NOTE:  Please use a blank page to continue your responses to any 
numbered sections or items.  Please specify numbered section and item. 

  
   

 THUR             

   FRI             

Agreed to by Faculty:          Approved by Evaluator: 
 
 ____________________________________________ Date:          ______________________________________ Date:        
 Signature         Signature 
Concurred by Department Chairperson:        Approved by Dean of School: 
 
 ____________________________________________ Date:          ______________________________________ Date:        
 Signature         Signature

GCC ACADEMIC AFFAIRS DIVISION  



 

Appendix B-2   

Faculty Load Schedule (Non-Instructional)   

Faculty Load Schedule (Non-Instructional) 

Faculty:     Rank:  

Department:      Academic Year:     Semester:  

FULL TIME FACULTY ASSIGNMENTS 

Duties and Responsibilities 

 

 

 

Committee Work 

Committee Contact Hrs 

  

  

 
Other Assignments 

Other Assignments Contact Hrs 

  

  

 
NON-INSTRUCTIONAL FACULTY OVERLOAD 

Classes 

Course No. Section Course Title 

Student 

Contact Hrs Start End Days 

       

       

       

       

 

Activity Contact Hrs 

  

 

(Complete space to the right for Overload) 
I am willing to teach at reduced rate if  
enrollment is less than (13) students. 
State YES or NO in each blank 

 
Agreed by Faculty:      Concurred by Department Chairperson: 
 
________________________ ________________  ______________________        ________________ 

Signature   Date    Signature           Date 

 

Approved by Evaluator:      Approved by Dean of School: 
 
________________________ ________________  ______________________        ________________ 

Signature   Date    Signature           Date 

10-12 
¾ 

7-9 
½ 

6 or less 
$500 

   



 

APPENDIX B-3   

Alternate Assignment   

AGREEMENT TO ALTERNATE ASSIGNMENT 
 

The parties to this Agreement have together reviewed the provisions of Article VII and find the following 
alternate assignment to be within the parameters established there. 
 

NAME ______________________________________________________________________________ 

REGULAR ASSIGNMENT_______________________________________________________________ 

REGULAR SCHEDULED WORK _________________________________________________________ 

____________________________________________________________________________________ 

ALTERNATE ASSIGNMENT ____________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

___________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

ESTIMATION OF TIME TO BE SPENT IN ALTERNATE ASSIGNMENT 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

REDUCTION OF REGULAR ASSIGNMENT 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

I am aware of my rights as described in Article VII of the Board-Union Agreement and know that if I so 
choose, I may discuss any alternative assignment with a Union representative. I have chosen this 
alternative assignment freely. 
______________________________________________________ _________________________ 

FACULTY MEMBER      

 DATE 

 
______________________________________________________ _________________________ 

DEAN      

   DATE



APPENDIX C   
POST SECONDARY LABS  
  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX C 



 

  

The Chief Negotiators will prepare a memo to the Faculty Senate President regarding the review of 
Post Secondary Labs 1 & 2 Categories. This Committee, as agreed upon in the Fall 2010 
Negotiations, shall meet in the Spring of 2011 or sooner, to revise this Appendix. 

 

Appendix C 

Post Secondary Labs 

 Course # Lab Category (1 or 2) Total Hours # of Credits 

 AC232 1 45 3 

 ASL100 2 75 4 

 ASL110 2 75 4 

 ASL120 2 75 4 

 ASL130 2 75 4 

 CJ102 2 48 3 

 CJ103 2 150 7 

 CJ109 2 48 3 

 CJ112 2 35 2 

 CJ126L 1 45 1 

 CJ132 2 45 3 

 CJ140 2 45 3 

 CJ145 2 45 3 

 CJ148 2 48 3 

 CJ160 2 48 3 

 CJ165 2 45 3 

 CJ170 2 48 3 

 CJ175 2 24 1.5 

 CM115 1 6 6 

 CM116 1 6 6 

 CM215 1 6 6 

 HL140 1 60 2 

 HL162 1 32 1 

 HS245 1 60 4 

 HS250 1 90 4 



 

  

 ME150A 1 60 3 

 ME150B 1 60 3 

 ME161A 1 60 3 

 Course # Lab Category (1 or 2) Total Hours # of Credits 

 ME161B 1 60 3 

 ME165 1 60 3 

 ME166 1 60 3 

 ME167 1 90 3 

 ME171A 1 60 3 

 ME171B 1 60 3 

 ME175 1 60 3 

 ME176 1 60 3 

 ME177 1 60 3 

 ME177B 1 60 3 

 ME178B 1 60 3 

 MS121 1 90 2 

 MS125 1 45 1 

 MS141 1 90 2 

 MS145 1 45 1 

 MS192 1 225 5 

 MS220 1 60 2 

 MS221 1 45 1 

 MS225 1 45 1 

 MS292 1 225 1 

 NU101 1 225 7 

 OA101 1 45 3 

 OA206 1 45 3 

 OA220 1 45 3 

 OA230 1 45 3 

 OA240 1 45 3 

 SI103 1 90 4 



 

  

 SI110 1 90 4 

 SI130 1 60 4 

 WE105 1 60 3 

 Course # Lab Category (1 or 2) Total Hours # of Credits 

 WE107 2 60 3 

 WE110 1 60 3 

 WE111 1 60 3 

 WE218 1 60 3 

 WE220 1 30 2 

 WE222 2 60 2 

 WT110 2 75 3 



APPENDIX D   
Union Membership Application  
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APPENDIX E  

PAYBACK   
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APPENDIX F   
Certificate of Eligibility     
  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX F 



APPENDIX F
Certificate of Eligibility

GUAM COMMUNITY COLLEGE RECEIVED BY: _______________

REQUEST FOR CERTIFICATE OF ELIGIBILITY

DATE: ______________________

TO: Human Resources Administrator

FROM: __________________________

I hereby request a Certificate of Eligibility for the following:

1. Advancement In Rank; specify rank:

_____________________________

2. Sabbatical Leave

3. Other, please specify purpose.

_______________________ ___________________
Faculty Member's Signature Date (Month\Day\Year)



APPENDIX G   
Range of Penalties    
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APPENDIX G  

RANGE OF PENALTIES   

   
   

 

APPENDIX G 

RANGE OF PENALTIES FOR STATED OFFENSES 

(Reprimands – Suspensions – Dismissals) 

 

* In as much as a reprimand is not an adverse action under these rules, a management official need not apply the Adverse Action 

Procedures. The penalty of reprimand is included in the schedule to institute progressive disciplinary action against an employee or 

group of employees. Reprimands shall not remain in an employee’s personnel file for more than one year. 

 

NATURE OF OFFENSE 

1
ST

 Offense 

 
2

nd
 Offense 3

rd
 Offense 

Min Max Min Max Min Max 

A. Unauthorized absence. 
Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

B. Falsifying attendance record for oneself or 
another employee. 

Reprimand Suspension Suspension  Suspension Suspension Dismissal 

C. Leaving job to which assigned at any time during 
working hours without proper permission. 

Reprimand Suspension Suspension  Suspension Suspension Dismissal 

D. Unexcused or unauthorized absence on one or 
more scheduled days of work or assigned 
overtime. 

Reprimand Suspension Suspension  Suspension Suspension Dismissal 

E. Unexcused tardiness. 
Reprimand Suspension Reprimand  Suspension Suspension Dismissal 

F. Actual or attempted theft of Government property 
or the property of others. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

       

CONDUCT 

 
      



APPENDIX G  

RANGE OF PENALTIES   

   
   

 

NATURE OF OFFENSE 

1
ST

 Offense 

 
2

nd
 Offense 3

rd
 Offense 

Min Max Min Max Min Max 

A. Criminal, dishonest, infamous or notoriously 
disgraceful conduct adversely affecting the 
employee/employer relationship (on duty or off 
duty) 
 

Reprimand Suspension Suspension  Suspension Suspension Dismissal 

B. Disobedience to constituted authorities, or 
deliberate refusal to carry out any proper order 
from an supervisor having responsibility for the 
work of the employee; insubordination. 

Reprimand Suspension Suspension  Suspension Suspension Dismissal 

       

C. Disorderly conduct; fighting threatening or 
attempting to inflict bodily injury to another; 
engaging in dangerous horseplay, or resisting 
competent authority. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

D. Disrespectful conduct; use of insulting, abusive, or 
obscene language to or about other personnel. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

E. Falsification, misstatement, or concealment or 
material fact in connection with any official 
proceedings. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

F. False testimony or refusal to testify in an inquiry, 
investigation or other official proceedings. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

G. Knowingly making false or malicious statements 
with the intent to harm or destroy the reputation of 
authority, or official standing of individuals or 
organizations. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

H. Gambling or unlawful betting during working 
hours. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

I. Promotion of gambling on Government premises. 
Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 



APPENDIX G  

RANGE OF PENALTIES   

   
   

 

NATURE OF OFFENSE 

1
ST

 Offense 

 
2

nd
 Offense 3

rd
 Offense 

Min Max Min Max Min Max 

J. Willful damage to Government property or the 
property of others. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

K. Engaging in prohibited acts covered in Section 
9102 of 4 Guam Code Annotated. 

Suspension Dismissal  Dismissal   

 (Penalty shall be imposed pursuant to Section 9103 4 GCA) 

DISCRIMINATION 

 

A. Discriminating against an employee or applicant 
because of race, color, religion, sex, national 
origin, age, handicapped, creed, political affiliation 
or martial status or other prohibited discriminatory 
practices. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

       

INTOXICANTS 

 

A. Reporting for duty or being on duty under the 
influence of intoxicants, unauthorized possession 
of or attempting to bring intoxicants on 
Government premises. 
 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

B. Reporting for duty while under the influence of a 
narcotic or dangerous drug, or use of same on 
Government property or on duty. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 



APPENDIX G  

RANGE OF PENALTIES   

   
   

 

NATURE OF OFFENSE 

1
ST

 Offense 

 
2

nd
 Offense 3

rd
 Offense 

Min Max Min Max Min Max 

 

C. Unauthorized sale or transfer of narcotic or 
dangerous drug on Government property or 
during duty hours. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

       

PERFORMANCE 

 

A. Careless workmanship resulting in spoilage or 
waste of materials or delay in production. 
 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

B. Covering up or attempting to conceal defective 
work; removing or destroying same without 
permission 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

C. Failure or delay in carrying out orders, work 
assignments; or instructions or superiors. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

D. Loafing, wasting time, or inattention to duty. 
Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

E. Sleeping on duty where life or property is 
endangered. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

F. Unauthorized use or possession of, loss of or 
damage to Government property or the property 
of others. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

       

       



APPENDIX G  

RANGE OF PENALTIES   

   
   

 

NATURE OF OFFENSE 

1
ST

 Offense 

 
2

nd
 Offense 3

rd
 Offense 

Min Max Min Max Min Max 

SAFETY       

A. Failure to observe precautions for personal safety 
posted rules, signs, written or oral safety 
instructions, or to use protective clothing or 
equipment. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

B. Violation of safety regulations which endangers 
life or property. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

C. Endangering the safety of or causing injury to 
personnel through carelessness. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

D. Failure to observe no smoking regulations or 
carrying matches in restricted areas. 

Reprimand Suspension Suspension  Dismissal Suspension Dismissal 

E. Violating traffic regulations, reckless driving on 
Government premises, or improper operation of 
government motor vehicles. 

Reprimand Dismissal Suspension  Dismissal Suspension Dismissal 

 



APPENDIX H   
Updated Memos    
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APPENDIX M   
Request to Create a Committee    
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APPENDIX O   
Ratification of Job Specs    
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APPENDIX P
Amendment to Job Specs

APPENDIX P





APPENDIX Q   
Ratification of Faculty Evaluation Rubrics    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX Q 
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