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 Flex activities are professional development 
activities for faculty. 
 

 California legislation and SMC’s Faculty Contract 
mandate that faculty participate in flex activities 
as part of the compressed academic calendar. 
   

 SMC’s Human Resources department is 
responsible for reporting faculty participation to 
Academic Affairs and Payroll.  
 

 The state of California conducts audits of our flex 
tracking documentation. 

 



The following links are available 
on the Human Resources Flex 
website: 
 Flex FAQ’s 
 Flexible Calendar Activities 
Guidelines 

Activities that do not qualify 
 

 
 

http://www.smc.edu/HumanResources/HumanResourcesDepartment/Documents/Flex-Contracts/FLEX-QUICK-FACTS.pdf
http://www.smc.edu/ACG/AcademicSenate/AScommittees/Pages/Flexible_Calendar_Activities_Guidelines.aspx
http://www.smc.edu/ACG/AcademicSenate/AScommittees/Pages/Flexible_Calendar_Activities_Guidelines.aspx
http://www.smc.edu/HumanResources/HumanResourcesDepartment/Documents/Flex-Contracts/Flex-Activities-DO-NOT-Qualify.pdf


Full-Time Faculty Part-Time Faculty 

2 institutional flex days 
@ 6 hours each + 
3 departmental flex days 
@ 6 hours each + 
24 individual flex hours 
= 54 hours per year 
 
And, one additional hour 
per semester for each 
hour of overload 
assignment. 

One hour per semester 
for each weekly hour of 
teaching assignment. 
 
i.e. Teaching 9 hours per 
week requires 9 hours 
per semester of flex. 
 
*Non-credit part-time instructors 
are not required to complete flex 



 Faculty on 100% banked leave do not owe Flex during 
the leave.   
 

 Faculty on partial banked leave owe only a pro-rated 
amount of individual Flex. 
 

 Full Time faculty with non-teaching assignments 
(including reassigned time) owe Flex on both their 
teaching and non-teaching assignments. 
 

 Part-time counselors and librarians report Flex only 
on the teaching portion of their assignment, if any.  
Flex reporting for nonteaching part-time faculty is 
not required as these hours are built into their 
regular work schedules.   
 



How to Use SMC’s Online 
Flex Tracking System for: 
 
• Institutional Flex Activities 
• Departmental Flex Activities 
• Individual Flex Activities 



1. Attend Institutional Flex Day. 
2. Login to the Flex Tracking System in your 

Faculty Portal. 
3. Institutional Flex will appear in the flex 

summary for all FT faculty automatically. PT 
faculty who participate must first create an 
individual flex proposal for this activity. 

4. Click the “complete” button and use the 
dropdown menus provided to indicate those 
workshops you attended. 

5. Certify your attendance electronically. 



Although individual participation in 
Institutional Flex is now being tracked via the 
online system, attendance sign-in sheets will 
still be used at Institutional Flex Days.  This 
information provides immediate feedback 
needed by our Professional Development 
Committee for future planning.   



1. Attend Departmental Flex Day. 
 

2. Department Chairs note attendance and 
record in Flex Tracking system for FT 
faculty. 
 

3. PT faculty will need to create an individual 
flex proposal for this activity. 

 



1. Faculty login to Flex Tracking System in faculty portal. 
 

2. Faculty enter proposed individual flex activities by end of 
5th week of each semester (hourly) or of spring semester 
(contract) and submit for chair’s approval. 
 

3. Chairs review proposed activities and approve, deny, or 
request additional information. 
 

4. Faculty complete approved activities and certify completion 
in Flex Tracking System by end of semester (hourly) or end 
of spring semester (contract). 
 

5. Part-time faculty attending institutional or departmental 
activities as flex should enter these as individual activities.   



For Submission:  Proposed activity has been entered and saved, but not 
yet submitted to the department chair. 
 
Pending:  Proposed activity has been submitted to the department chair 
but is pending his/her approval. 
 
In Progress:  Activity has been approved by chair but faculty member 
has not yet completed it. 
 
Information:  Department Chair has requested more information about 
the proposed activity from the faculty.  Activity has not yet been approved. 
 
Denied:  Department Chair has denied the activity.  Faculty member must 
propose another activity or appeal the chair’s decision to Academic Affairs. 
 
Completed:  Faculty member has certified that the activity has been 
completed. 



A faculty member who is unable to fulfill any 
portion of his/her flex obligation due to illness 
or personal necessity may indicate such in the 
Flex Tracking System and must also submit a 
Report of Absence form for the missed time, 
provided sufficient sick/personal necessity 
time has been accrued. 
 
Any other unfulfilled flex obligations will result 
in a reduction in pay equivalent to the number 
of missed hours.   



To Enter the Flex Tracking System: 
1. Login to your faculty portal via mProfessor. 
2. Under “Faculty Tasks”, select: 

  Go to FLEX Hours Tracking 



















The system looks and functions the same for part-time 
faculty as for full-time, except: 
 
 All flex activities for part-time faculty are logged by 

semester, not annually. 
 

 Flex activities for a given semester must be 
performed within that semester. 
 

 Since participation in Institutional and Departmental 
Flex Days is optional for part-time faculty, these days 
will not appear automatically in your Flex planner.  If 
you wish to participate in them and count them 
towards fulfillment of your individual flex obligation, 
use the “Create Flex Proposal” button and select 
“Participate in Institutional or Departmental Flex Day” 
from the drop down menu of activities. 



 Start of Semester   
◦ Remind PT faculty and FT with overload to submit individual 

flex proposals to you by end of week 5. 
◦ Remind FT faculty and PT who attended Opening Day to 

“Complete” by logging their workshops. 
◦ Chairs enter negative attendance for FT faculty for August 

Departmental Flex days. 
 End of Week 5 
◦ Remind faculty who have not yet submitted individual flex 

proposals to do so ASAP. 
◦ Review and take action on proposed individual activities. 

 Shortly Before End of Semester 
◦ Remind faculty to complete all activities and certify in portal. 

 Shortly After End of Semester 
◦ Review list of faculty with unfulfilled obligations for accuracy 

prior to HR reporting them to payroll. 
 
 
 



 Start of Semester   
◦ Remind all faculty to submit individual flex proposals to you by 

end of week 5. 
 After March Flex Days 
◦ Remind FT faculty and PT who attended Institutional Day to 

“Complete” by logging their workshops. 
◦ Chairs enter negative attendance for FT faculty for March 

Departmental Flex day. 
 End of Week 5 
◦ Remind faculty who have not yet submitted individual flex 

proposals to do so ASAP. 
◦ Review and take action on proposed individual activities. 

 Shortly Before End of Semester 
◦ Remind faculty to complete all activities and certify in portal. 

 Shortly After End of Semester 
◦ Review list of faculty with unfulfilled obligations for accuracy prior 

to HR reporting them to payroll. 
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