NOTE
· Lay everything out on a plain piece of paper first. Then copy to the form. 

· If in doubt, ask you supervisor. 

· If you work more than 6 hours at a stretch you must include a meal break of at least 30 minutes. 

· Adjunct faculty are not required to show office hours unless they also have advising duties. 

· If you have multiple classes that meet at various times, try using an hour or half-hour block, as noted below. 

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8:00 – 9:00
	EMS 116
	
	EMS 116
	EMS 116
	

	9:00 – 10:00
	EMS 116
	
	EMS 116
	EMS 116
	

	10:00 – 11:00
	EMS 116
	
	EMS 116
	
	

	11:00 – 11:30 
	EMS 116
	
	EMS 116
	
	

	11:30 – 12:00
	Lunch
	
	Lunch
	
	

	12:00 – 1:30
	EMS 117
	EMS 117
	EMS 117
	EMS 117
	

	1:30 – 2:00
	Office
	Office
	Office
	Office
	


See the example below…
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