Instructions for Part-time Teacher Calculation Worksheet & Summary
The following worksheets are most applicable for part-time elementary teachers to assist in calculating how their current FTE is impacted by the particular days they work in the current school year’s calendar.
Step 1: Fill in your daily ACTUAL FTE worked (or will work) in the 2017-2018 FTE YearlyCalculation Calendar
Enter your FTE Instructional days only.  Do not include Pro-D, Admin/Ministry Days in this worksheet as they will be recorded separately in the Summary Sheet.
· Enter your daily FTE instructional days you will work this year under the corresponding date, as a decimal.
· (Eg: .25 / .30 / .50 / .75 / 1.0)
· You will find your yearly total FTE worked at the bottom of the Yearly Calculation Calendar.
Step 2:  Complete Chart # 3, in the Part-Time Teacher Summary Sheet (2017-2018 School Year), by entering the 
actual days you will be working/worked in the corresponding column.  **Please do not enter any totals in the cells that are shaded as there are formulas in these cells.

Once you have entered all your actual days worked in the 2017-2018 FTE Yearly Calculation Calendar, enter your actual yearly FTE total into the “Part-Time Teacher Calculation Summary”, Chart 3 in Column 1, (Days of 
Instruction).
**You may want to complete this calculation process at the beginning of the year and again at the end of the year, 
as the FTE you enter at the beginning of the year are “allotted” whereas the numbers you enter at the end of the year
will be “actual”. This way you can be sure you have worked the correct number of hours.

	
	
	
	Days of Instruction (Column 1)

	Enter your yearly total of “Days of Instruction” from the FTE Calendar Calculation Worksheet” into the non-shaded cell in Column 1, Chart #3
	 


	 
	
	
	Days of Instruction (Column 1)
	Pro-D
(Column 2)

	Refer to the “Assigned FTE Chart #2, page 2” for your 
assigned Pro-D days that correspond to your FTE.  Enter this number into the non-shaded cell in Column "2", Chart #3.  Do not include voluntary days you may attend/attended in this total.
	 
	 


	 
	
	
	Days of Instruction (Column 1)
	Pro-D
(Column 2)
	Admin/Ministry   (Column 3)

	Refer to the “Assigned FTE, Chart #2, page 2” for your
assigned Admin/Ministry days that correspond to your FTE.  Enter this number into the non-shaded cell in Column "3", Chart#3.  
	 
	 
	 


Final steps to determine that your actual FTE schedule is in line with your FTE guidelines as per Chart #2, in the Calculation Summary.  (You are almost there)!
	 
	
	
	Days of Instruction (Column 1)
	Pro-D
(Column 2)
	Admin/Ministry (Column 3)
	Total of In-Session Days (Includes Days of Instruction, Pro-D, Admin / Ministry)

	Total of “Actual” Instructional Days Worked. 
(The totals for these columns will automatically
calculate for you. Do not enter anything in these cells).
	 
	 
	 
	


	 
	
	
	Days of Instruction (Column 1)
	Pro-D
(Column 2)
	Admin/Ministry  (Column 3)

	Refer to the “Assigned FTE, Chart #2, page 2” for your
assigned Days of Instruction that correspond to your FTE.  Enter this number into the non-shaded cell in Column "1", Chart#3.  
Note:  Your Pro-D & Admin Totals will automatically calculate.  Do not enter anything in the shaded cells..
	 
	 
	 


	 
	
	
	Days of Instruction (Column 1)
	Pro-D
(Column 2)
	Admin/Ministry  Column 3

	Difference + / -  (Days)

(The “difference (+/-) will be automatically calculated for you. Do not enter anything into these cells)
	 
	 
	 


Note:  If the difference is a “negative number” you owe the district more time. If it is a “positive number” the district owes you.  If you have a teaching partner it may mean that one of you is working too many or not enough days, in which case you will need to work out the difference with your teaching partner to ensure you (and he/she) are working the correct number of days for your FTE.  
Suggestion:  If you work at 2 or more assignments and/or at 2 or more schools, fill out a separate form for each assignment, then combine the numbers to determine if you are working the correct amount of your FTE.
Please note the number of  Pro-D & Admin/Ministry Days that you are required to attend.  
Attendance in excess is voluntary.  If requested by administration you must be reimbursed in some way, for example, additional pay or days in lieu. 

Please submit your completed Part-Time Teacher Calculation Sheet to the NOSTA office. 
(Fax: 240.832.4592 / em: ddaniell@telus.net)
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