Guidelines

Faculty Responsibilities:
Meeting Classes and Absences from Classes

Introduction:

Teaching is the primary responsibilftyr facultyat Towson Uiversity, and faculty
acceptprofessional obligations associated with the degree of independence they have in
carrying out their work. Faculty must meet their classes regularly and rekatoiylty
appointments also involvdleer responsibilities as wellhe University encourages
facultyscholarshignd the dissemination of scholarly wpds well as engagement with
projectpartners and the larger communi®articipation by faculty in professional
organizations and conferences contributes to the sharing of ideas and may otherwise
enhance the faculty nfe E K4 priifessional developmemingagement with partners or
ZLWK FRPPXQLW\ JURXSV PD\ HQKDQFH WKH 8QLYHUVLW\{V
mission.Such forms of engagememiay entail short absences from the campus during an
academic ternthat stand in tension with the obligations of teachi@gestiors may
legitimatelyarise then,as to when and on what terms faculty may miss a olaslsisses

in orderto pursue professional activities related to their appointments.

Guidelines:

The Facuty+tDQGERRN SURYLGHV SROLFLHV RQ IDFXOW\ PHPEHL
classes and on faculty absences from class (Chapter Seven, Sections VIII and 1X). The

first policy stipulatesthaB) DFXOW\ PHPEHUV PXVW PHH&sSFODVVHYV DV
illness or absence arrangaccording to University policies prevents. If a facultgmber

is absent due to illnesthe department chairperson must be notified so thatgements

for class coveragennouncements of assigned work, and dismissalbmagade. 7 KH

second provides th&$EVHQFH IRU SURIHVVLRQDO SXUSRVHV DQG IR
allowed at the discretion of the department chairperson. Arrangements for class coverage

must be made and such absences may not be for more thdays/anless approved by

WKH SURYRVW DQG GHDQ RI WKH FROOHJH ~

In the case of final exams, the Faculty handbook is expltiapterSeven, Section

T 3:KHQ JLYLQJ ILQDO HDPLQDWLRQV IDFXOW\ PHPEHUYV
and times publishedhithe Schedule of Courses (online only). In courses that do not lend
themselves to final examinations (such as seminars and colloquia) faculty members must

PHHW WKHLU FODVVHV GXULQJ WKH WLPH VFKHGXOHG IRU \

When faculty are absent from skes and from the campus, there is a cost to students and
very oftena costto colleagues in the department or beyond who may be asked to cover
academic or service responsibiliti&ach faculty member who anticipates an absence has
the responsibility to ftigate its effects to the greatest degree possible for students and for
colleaguesThe provisions of th&acultyHandbook require that the chair be notified
immediately of any unplanned absence. They also require that planned absences receive



explicit agroval from the chair prior to theEbsence and confirmation afrangements

for class coveragé€lass coverage must not mean simply an assertion that students have

been given an assignment for the period of absence but that structured class work has

been @veloped or arranged, comparable to that for a normal class period when the

faculty member is present. This might include presentations by other faculty or visitors,

proctaed exams, or online student exercisesiatetactions thatlearlysupport student

learningandthe purposes of the course. TFacultyHandbookpolicies establish a limit

RI ILYH GD\V EH\RQG ZKLFK DQ\ DEVHQFH PXVW KDYH ERW
approval.The Provost has delegated responsibility for such approvals to the deans

through the process described below.

The limit of five dayds equivalent to one week of normal class meetings, whéther

involvesone, two, three, or more than three class sesstofasulty member thus should

not normally plan to be absent fromthe caXV IRU WKH HTXLYDOHQW RI PRUH
worth of classes in the same course during any semester. In the case of a course meeting

once a week, this would mean a limit of one classedisisrough planned absenee;

commensurate limitvould apply for couses meeting two or three times a week.

Department chairs should communicate this limfatulty and should refer faculty

requesting any additional absence to the approval process below.

The University acknowledges that care @casions, a professial opportunityof special
VLIQLILFDQFH IRU WKH IDFXO V& abdémcthat exfevidgieybNd PD\ M XV W |
the equivalent of five days or one week's worth of classes during the seioieatsr one

course or for all courses taughh conference orgazed as an annual evembuld not

normally meet this standard; one organized on a national or international level to mark a

particular event or anniversary by bringing together the leading scholars in a particular

field might do so. As valuable #sesedistinctive experiences migbe, faculty continue

to have a primary responsibility to their students and their courses during the term. Thus,
consideration of any absence during a tefrmore than one week (whether a contiguous

periodor a combination a$horter trips) must be handled collaboratively and carefully.

Process for Absences That Exceed One Week or the Equivalent:

A faculty member considering professional engagements that would entail an absence of
more than a week, or that would entail missing more than a week's worth of meetings in
the same course during the semester, is responsible for consulting with the department
chair and the dean in a timely fashion before making any commitment to such travel.
Approval should be requested upon receipt of an invitation or at first consideration of a
commitment; normally the process should be completed at least two weeks before a
planned absence. Without prior approval, the commitment should not be made.

1. Thefaculty member must notify the department chaind the deanf the
potential absence, explaininget purpose of the time away from clatbe relationship of
the scholarly conferena& professional opportuniipvolved to the work of the faculty
member, and the antpated contributions of the faculty member to the conference
project involved The faculty member should provide information on the duration of the



conferencer activityand should plan individual participation in ways that will
reasonably limit timeway from campus.

2. Thefaculty member should explain what steps will be taken to provide
substantivaeachinglearning experiences for students in each course affected by the
absencehat areappropriate to the format of the course.

3. Thedepartment chair will assesshe apparent value of the conference for the
individual faculty member, evaluate the adequacy of the proposed arrangements for
student learning ancburse continuity, and indicate to the dean whether the absence
appears justified from the perspective of the department.

4. Thedean will evaluate the rationale and arrangements for the proposed
absence, seek additional information if needed, ancdapmr disapprove the
LQWHUUXSWLRQ R W&cHingrik)ohdanfRsiredpahsitilies.

The process described 1-4 abovemust be documented in writindt must be clear to

all concerned thahe required explanations have been provittegtthe chair has had an
opportunity to commenand that the dean has provided explicit authorization before the
faculty membeplansan absencexceeding the limitdefined above.This process

should be completed no later thisro weeksprior to the phanned travebr other

professional activityexcept in circumstances when notification of need to attend a
professional meeting occurs closer in timthgn twoweeks.
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Approved by the Provost 10/6/09



