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HOW TO

Acknowledge Your
Faculty Contract

Part-Time Faculty

A step-by-step guide to reviewing and acknowledging your contract
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1 Sign in to myGav

Log in to the myGav Portal using your GavID (G00xxxxxx) and PIN.

Start here: access your employee portal before beginning the acknowledgement process.
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2 Open the Employee tab

From the myGav Portal, select the Employee tab.
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3 Open the contract acknowledgement page

In the Employment Details tile, select Part-time Faculty Contract Acknowledgement.
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4 Select the contract term

Select the term you want to acknowledge, then click Submit.
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5 Review the contract language

Before moving forward, review the contract and the resources provided at the bottom of the page.

1 GCFA Collective 
Bargaining Agreement

Review the Gavilan College 
Faculty Association contract.

2 Faculty Contract FAQ

Find answers to frequently 
asked contract questions.

3 Salary Placement, FTE & 
Flex Obligation

Review your salary placement, 
load, and flex obligation.

Use the Salary Placement, FTE and Flex Obligation link to review your load and flex obligation to move forward to acknowledge your 
contract.
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6 Review your load and flex

Select the desired term from the dropdown list to view the load for each course and your flex 
obligation.
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7 Open Faculty Assignments

Select the Faculty Assignments link to continue 
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8 Select the term and continue

Select the desired term from the dropdown list, then click Go.
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9 Review and acknowledge each assignment

Complete these final checks for every course assigned to you:

✓ Review Confirm the course details and 
compensation are correct.

✓ Report If there is a problem, notify your 
Supervisor/Dean as soon as possible.

✓ Acknowledge Select the checkbox for each 
assignment, then click Acknowledge 
Selected Positions.

✓ Confirm An acknowledgement date will appear 
for each assignment you acknowledge 
successfully. 

Important: Only teaching load is displayed. Stipends, release time, and 
other additional work outside the contract are submitted separately by the 

department to HR.
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