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Membership Hours: The Definition 
You Need to Know

1G SBCCC 200.94
• These are classes with a definite 

beginning and ending time; 
predetermined days/times; included 
in the institution’s master schedule 
or similar official documents; 
matching class hours assigned 
consistent with approval document; 
and all students in the class have the 
same meeting times (excluding 
labs/clinical/work-experience)                                       
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Student Status 101: Determining 
Eligibility in Memberships
• 1G SBCCC 200.94

A student is considered “in membership” if all of 
the following are true:

 Enrolled in the course 

 Has attended one or more classes on or before 
the 10% point in the course term

 Has not withdrawn or dropped the class on or 
before the 10% point 



Don’t Miss the Mark: Setting the 
Right Census Date

1G SBCCC 200.94

Calculation & Reporting

For regularly scheduled classes: Membership hours are calculated by multiplying (Number of Students in 
Membership at the 10% point) × (Total number of scheduled class/lab hours for the course as stated in 
official documents).

Accurate attendance records must be kept, signed by the instructor or lead instructor, and maintained 
for audit. The institution certifies the membership hours.



Census Date 
Traditional Class =10% of 

Total Scheduled Hours

Online = Total class hours 
divided by 4; count backwards 

from last day of class.  Last 
day may not be census.



Census Date Example Traditional Seated Class: 96 hour class
Start Date:  August 18, 2025  End Date: October 31, 2025
Class Schedule:  MWF 9:00 am – 12:00 pm

Census Date: August 25, 2025

10% = 9.6 hours and that falls on August 25

Behind the Numbers: Membership 
Census Calculation Explained



Census Date Example Online Independently Scheduled 
Class: 96 hour class
Start Date:  August 18, 2025  End Date: October 31, 2025

96 hours/4 = 24
Count back 24 days from October 31

Census Date: October 8, 2025

Behind the Numbers: Membership 
Census Calculation Explained



Clocking In: What Are Contact Hours?

Definition of Contact Hours: 
• The actual hours of attendance by a student in a scheduled class, 

laboratory, or other instructional activity for which the student is enrolled.

Statement on Documentation of Compliance Hours
In accordance with state compliance regulations, all instructional and 
student contact hours must be accurately recorded and totaled on a daily 
basis. Comprehensive documentation of these hours is required to ensure 
transparency, accountability, and adherence to reporting standards. This 
documentation shall be maintained in a verifiable format and be readily 
available for review during audits or compliance evaluations.



From Lesson to Ledger: How Instructor Pay Works                                                                  

Instructor payment 
documentation must be kept 

on file with class records.

For multiple instructors 
(both part-time and 

full-time), specify the 
number of hours 
taught by each 

individual. 

For instructors paid via 
timesheets, ensure that 

timesheets are 
included in the class 

file. 

The documentation should 
contain the class name, the 

hours each instructor taught, 
and details of the pay rate 
and total compensation. 

Zero pay contracts-may 
be included for full-

time faculty who 
taught hours in the 

class. 

Remember, instructor 
pay must be EQUAL to 
or GREATER than the 

largest number of 
hours reported for an 
individual student on 
the attendance roster. 
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Contract Examples

Class sample 
lists and 
Compliance 
Review List 
sent to the 
President and 
President’s 
Assistant
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2025-2026-NC-Distance-Learning-Manual-
June-4-2025.pdf

2025-2026-Approved-CCR-Clocktime-
Software-Programs.pdf

2025-2026-CCR-Clock-Time-Software-
Approval-Form.docx
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Got Questions? We’ve Got 
Answers!
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