
UPM/MARIN CCD FORM F8.A 

Full-Time Faculty Assignment Request Form 
PAGE 1 OF 3 

Rev. 6/21

 

        

   

  

  

  

    
 

  

  

  
 

  

  

            

  
   

  

  

 
 

  

  
 

 

The Offce of Instructional Management will prepare draft assignment request forms and provide them to the 
department chairs, who will distribute the drafts to faculty. 

PERMANENT/PROBATIONARY FACULTY — INSTRUCTIONS AND ASSIGNMENT REQUEST FORM CHECKLIST 

Please review and complete this form and submit it to your department chair by the deadline. 

1. ❏ Include all assignments. Include all instructional and noninstructional assignments. 

2. ❏ Total all units. All units must be reflected and totaled for all instructional and noninstructional assignments. 

3. ❏ Include assignments to be paid by stipend on attached Form 8.B.  If you are assigned work to be paid at 
the stipend rate, you must also complete and attach Form 8.B. 

4. ❏ Identify categorical assignments. Note any categorical assignments and include the FOAP (at least the Fund 
and Account). Categorical units cannot be banked. 

5. ❏ Identify UDWC funding category activities. See Article 8, section 8.4 for UDWC funding categories and more 
information. 

6. ❏ Identify reassigned time. Identify any reassigned time (this is noninstructional time taken as part of your regular 
load). 

º Reassigned time. Any reassigned time, when added to the teaching assignment, must equal 30 units plus 
or minus one-half (.50) unit per academic year. 

7. ❏ Include sabbatical, reduced load, or phased-in retirement. If you are on sabbatical, an approved reduced 
load, or phased-in retirement, identify the number of units you will not be assigned because of this sabbatical/ 
reduction in load. 

º Reduced load. Any reduced load, when added to the teaching assignment, must equal 30 units plus or 
minus one-half (.50) unit per academic year. Note that you cannot be on phased-in retirement status and 
have a reduced load. 

8. ❏ Identify any units requested to be banked. A request to bank units must be noted in the banked units column 
of the assignment request form. All requests to bank units must comply with the terms of Article 5, including 
signing and submitting the Constructive Receipt Waiver for Banked Units (Form 5.G) as applicable. 

9. ❏ Identify any request to use banked units. A request to use units previously banked must be noted in the 
comments section of the assignment request form. 

10. ❏ Calculate and identify overload. Identify any overload for instructional and noninstructional assignments. 

º Calculation of Overload. Complete full-time faculty assignment request form and count units toward 
load in the following order: 

• For instructional faculty: 
1. Classes in the order of highest unit allocation frst; 
2. Non-instructional assignments in the order of highest unit allocation. 

• For non-instructional faculty: 
1. Workload in your regular assignment; 
2. Non-instructional assignments outside your regular assignment in the order of highest unit 

allocation frst; 
3. Instructional assignments in the order of highest unit allocation frst. 

º Overload Limits. 

• Maximum Regular Overload Limit. The maximum regular overload for permanent/probationary unit 
members shall be one (1) class, three (3) units, or twenty percent (20%) of a full-time load per semester, 
whichever is greater. 
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• Maximum Other Overload Limit. The maximum number of other overload assignments per semester 
shall not exceed the equivalent of six (6) units or forty percent (40%) of the full-time load per semester, 
except as provided in Section 13.12. However, in no case shall a permanent/probationary unit member 
receive a combination of regular and other overload (regardless of funding source) that exceeds the 
equivalent of nine (9) units, except as provided in Section 13.12. 

º Annual Load Determination. For each full-time member the number of teaching units per year will be 30 
units, plus or minus one-half (.50) teaching unit. The base is 30 units and the plus or minus .5 will operate as 
if it were rounded. Up to 30.5 units, no overload will be paid. Beyond 30.5, an overload will be paid above 
the base of 30. Down to 29.5 units, no salary will be lost. Below 29.5, annual salary will be reduced by the 
percentage below the base of 30 units. 

º Overload and Intersession Assignments. All units above 15 for the semester or above 30 for the year will 
be compensated and paid at the overload or intersession rate of pay as applicable. 

º “Roll Over” of Units. If a unit member is between 15 and 16 units in the fall semester and will carry 14 
units in the Spring semester, the unit member may carry over (roll over) up to 1 unit from the Fall semester 
for the purpose of meeting the full load unit requirements for the contract year. Other load confgurations 
that would result in an overload in the fall but not meet the annual overload requirement (above 30.5), may 
rollover up to 1 unit from the fall semester to avoid having to return any overpayment in the spring. 

11. ❏ Sign. Sign the assignment request form. 

12. ❏ Submit. Submit the assignment request form to your department chair. 

DEPARTMENT CHAIRS — INSTRUCTIONS AND ASSIGNMENT REQUEST FORM CHECKLIST 

Please review each assignment request form to confrm the following. 

1. ❏ All assignments included. Instructional and noninstructional assignments must be included. 

2. ❏ All units totaled. All units must be refected and totaled for all instructional and noninstructional assignments. 

3. ❏ Assignments to be paid by stipend included on attached Form 8.B. If the unit member is assigned work to 
be paid at the stipend rate, the unit member must also complete and attach Form 8.B. 

4. ❏ Categorical assignments identified. Any categorical assignments must be noted and the FOAP included (at 
least the Fund and Account). Categorical units cannot be banked. 

5. ❏ UDWC funding category activities identified. See Article 8, section 8.4 for UDWC funding categories and 
more information. 

6. ❏ Reassigned time identified. Any reassigned time must be identified (this is noninstructional time taken as part 
of regular load). 

º Reassigned time. Any reassigned time, when added to the teaching assignment, must equal 30 units plus 
or minus one-half (.50) unit per academic year. 

7. ❏ Sabbatical, reduced load, or phased-in retirement included. If the unit member is on sabbatical, an approved 
reduced load, or phased-in retirement, the number of units they will not be assigned because of this sabbatical/ 
reduction in load should be included. 

º Reduced load. Any reduced load, when added to the teaching assignment, must equal 30 units plus or 
minus one-half (.50) unit per academic year. Note that you cannot be on phased-in retirement status and 
have a reduced load. 

8. ❏ Any units requested to be banked identified. A request to bank units must be noted in the banked units column 
of the assignment request form. All requests to bank units must comply with the terms of Article 5, including signing 
and submitting the Constructive Receipt Waiver for Banked Units (Form 5.G) as applicable. 

9. ❏ Any request to use banked units identified. A request to use units previously banked must be noted in the 
comments section of the assignment request form. 
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10. ❏ Confrm that overload is identifed and calculated accurately. Overload for instructional and noninstructional 
assignments must be identifed and calculated accurately. 

º Calculation of Overload. Complete full-time faculty assignment request forms and count units toward 
load in the following order: 

• For instructional faculty: 
1. Classes in the order of highest unit allocation frst; 
2. Non-instructional assignments in the order of highest unit allocation. 

• For non-instructional faculty: 
1. Workload in your regular assignment; 
2. Non-instructional assignments outside your regular assignment in the order of highest unit 

allocation frst; 
3. Instructional assignments in the order of highest unit allocation frst. 

º Overload Limits. 

• Maximum Regular Overload Limit. The maximum regular overload for permanent/probationary unit 
members shall be one (1) class, three (3) units, or twenty percent (20%) of a full-time load per semester, 
whichever is greater. 

• Maximum Other Overload Limit. The maximum number of other overload assignments per semester 
shall not exceed the equivalent of six (6) units or forty percent (40%) of the full-time load per semester, 
except as provided in Section 13.12. However, in no case shall a permanent/probationary unit member 
receive a combination of regular and other overload (regardless of funding source) that exceeds the 
equivalent of nine (9) units, except as provided in Section 13.12. 

º Annual Load Determination. For each full-time member the number of teaching units per year will be 30 
units, plus or minus one-half (.50) teaching unit. The base is 30 units and the plus or minus .5 will operate as 
if it were rounded. Up to 30.5 units, no overload will be paid. Beyond 30.5, an overload will be paid above 
the base of 30. Down to 29.5 units, no salary will be lost. Below 29.5, annual salary will be reduced by the 
percentage below the base of 30 units. 

º Overload and Intersession Assignments. All units above 15 for the semester or above 30 for the year will 
be compensated and paid at the overload or intersession rate of pay as applicable. 

º “Roll Over” of Units. If a unit member is between 15 and 16 units in the fall semester and will carry 14 
units in the Spring semester, the unit member may carry over (roll over) up to 1 unit from the Fall semester 
for the purpose of meeting the full load unit requirements for the contract year. Other load confgurations 
that would result in an overload in the fall but not meet the annual overload requirement (above 30.5), may 
rollover up to 1 unit from the fall semester to avoid having to return any overpayment in the spring. 

11. ❏ Signature. The faculty member must have signed the assignment request form. 

12. ❏ Sign. Sign the assignment request form as department chair. 

13. ❏ Submit. Submit the assignment request form to the Offce of Instructional Management by the deadline. 
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