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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

FACULTY TIME / AVAILABLE PRESENCE
I.
POLICY

1.00
GENERAL STATEMENTS

1.01 Full-time instructors (faculty) shall dedicate a minimum of thirty-five (35) hours for college work week responsibilities.

1.02 Work week responsibilities for full-time instructors shall consist of instructional time, student time/available presence, service to the college, and professional time.  It is acknowledged that none of these classifications is exclusive.

1.02.1 Work week responsibilities for full-time instructors shall be defined as but not limited to:

Instructional time: instruction of course assignments.

Student time/available presence: communication with students.

Service to the college: committee and task force assignments, division meetings, student recruiting and advising, student learning assessment, etc.

Professional time: course preparation and grading, individual professional development, study and scholarship, etc.

1.03 All full-time instructors shall create a schedule of course assignments and dedicated student time/available presence for student communication and shall make this schedule, with the documented method/location for communication, available to students, administration, and appropriate support staff.
1.04 Outside of instructional time (for policy purposes equaling 15 hours per week), full-time instructors shall dedicate a minimum of twenty (20) hours per week to a combination of student time/available presence, service to the college, and professional time.  Fifteen (15) hours per week of this time shall be for onsite (on-campus) presence; five (5) hours per week may be for either onsite (on-campus) presence or presence through appropriate electronic means.

1.05 Time involved for overload course assignments is outside of the minimum thirty-five (35) hour work week.
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II.
PROCEDURE

2.00
SPECIFIC STATEMENTS

2.01 Full-time instructors shall have scheduled available presence for students outside of regular course assignments and overload course assignments, spread across each week during the semester, at a rate of one (1) clock hour for every three (3) credit hours of course assignment (1 for 3).

2.02 Student time/available presence shall be defined as scheduled time available for communication with students onsite or through appropriate electronic means.

2.03 With this flexibility, full-time instructors remain responsible for attendance and/or presence at assigned committee, task force, and division meetings.

2.04 Full-time instructors shall notify in advance the appropriate dean and administrative assistant regarding absences from work week and overload responsibilities.
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