SOUTHEAST ARKANSAS COLLEGE POLICY

3.02 Attendance and Absence

Faculty members are responsible for holding every session of each course for the full, scheduled
time.

1.0 If an instructor must be absent or late for any reason, they should contact their immediate
supervisor and division Administrative Specialist the night before, when possible, or
before 7:30 a.m. on the day of the class.

2.0  Faculty are also expected to notify students via email of their absence.
3.0  Only illness or emergencies warrant missing a class.

4.0 Bereavement is considered an emergency.

5.0  All other absences are leave without pay.

6.0 Instructors teaching an evening class should also contact their immediate supervisor and
division Administrative Specialist, several hours in advance, if he/she cannot be present
for class.

7.0  The minimum, basic work week for 9-month faculty will be Monday — Thursday
8:00am — 3:30pm.

8.0  Faculty will not be required to report on Fridays unless a mandatory meeting,
professional development, or Division/College event is scheduled.

9.0  This on-campus time will include a minimum 15 hours of classroom instruction, 10
office hours with 1 hour per week to be spent in Tutoring Central, and 5 institutional
service hours for meetings, professional development, as needed, or College-required
community service.

10.0  Faculty are expected to increase their on-campus time by one hour for every hour of
overload they choose to teach.

11.0 These overload hours must be accounted for over and above the required minimum
hours.

12.0  The minimum, basic work week is not applicable, because of clock-hour requirements, to
some NAH & technical programs, or to 10 or 12-month faculty.



13.0 Faculty teaching in non-credit and short-term credit programs normally adhere to a
regular 40-hour work week schedule as approved by the immediate supervisor.

14.0 Division Deans reserve the right to alter the minimum, basic work week for those faculty
members with alternate teaching schedules.
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