
 

 

 

 

SOUTHEAST ARKANSAS COLLEGE POLICY                                    

5.13   Responsibilities 

SEARK is committed to understanding and improving the learning opportunities and 

environments provided to our students. Faculty must be able to document the relationship 

between assessment of and improvement in student learning.  

1.0 As evidence of teaching effectiveness and student academic achievement, the faculty are 

required  to participate in assessment activities.  

2.0 These responsibilities include, but are not limited to engaging an individual course, 

program, and institutional assessment activities. The Assessment  Team directs all 

assessment activities. 

3.0 Faculty must always be well prepared, start and end all scheduled classes on time, and 

deliver quality instruction in each class assigned, engage in professional development 

each year, and remain current in their discipline. 

4.0 The faculty is responsible for the academic advising, academic planning, registration, and 

orientation of students.  

5.0 All faculty will post and keep a minimum of 10 office hours per week.  

6.0 Faculty will assist in the selection of appropriate placement in courses and will offer 

needed counsel.  

7.0 Faculty are required to monitor student advising  responsibilities in Student Planning. 

8.0 A course/departmental syllabus is required for each course.  

9.0 Syllabi will be produced using the Simple Syllabus software adopted by the College.  

10.0 Faculty members will be responsible for completing the required sections of the syllabus 

and submitting those prior to the beginning of classes each semester to their Department 

Chair for approval and publication to Moodle. 

11.0 Department Chairs and/or Academic Deans will verify that syllabi are posted on Moodle, 

contain all required information and are available to students.  

12.0 This departmental syllabus is to be used as the common syllabus by all instructors who 

teach a given course. 



 

 

13.0 All instructors are required to use the Moodle gradebook as their official gradebook for 

all courses, both on-campus and on-line.  

14.0 The Moodle gradebook must be accurately setup to reflect the grading policy within the 

course syllabus.  

15.0 Grades must be kept current and the overall grade display should be a percentage. 

16.0 Instruction will be provided in the use of the gradebook feature.  

17.0 Final grades are required to be posted through Student Planning according to the 

Academic Calendar for each term.  

 

18.0 Failing to comply with deadlines for posting grades may result in the holding of pay until 

required information is submitted. 

 

19.0 Instructors are expected to use good judgment and fair methods in determining grades and 

must communicate to their classes the basis for grading, standards of attendance, and the 

nature  of assignments. 

 

20.0 Grades cannot be sent or posted through e-mail.  

 

21.0 Grades cannot be posted by personally identifiable information, such as social security 

numbers or ID numbers, to ensure student rights are not violated as specified  in the Family 

Education Rights and Privacy Act (Buckley Amendment). 

 

22.0 Incomplete grades (I) cannot be given without completing the Incomplete Grade Contract, 

prior to the end of the term. Incomplete grades must be completed be completed by the 

date agreed upon in the contract or a grade of “F” must be recorded. 

 

23.0 Each faculty member has the prerogative of setting specific attendance requirements for 

their individual classes.  

 

24.0 In some courses, active student participation is an integral part of the course, and the 

instructor may base a portion of the students’ grades on attendance and participation.  

 

25.0 Make up work policies are at the discretion of the instructor, although highly encouraged, 

and based on her/his published policy in the course syllabus. 

 

26.0 On the census day, students who have not attended class will be administratively withdrawn 

based on the reporting done on verification rosters.  

 

27.0 Faculty are expected to keep and report attendance records through the census day in order 

to accurately report attendance on the verification rosters. 

 

28.0 Prior to selection of textbooks, faculty members should discuss textbooks with their 

Department Chair or Academic Dean, in order  to improve book selection or to override 

adoption policies.  



 

 

 

29.0 A single required set of textbooks must be approved for use in all course sections.  

 

30.0 Textbooks are adopted annually during the spring semester in order to be used in the fall 

semester. 

 

31.0 Changes cannot be made in the middle of a school year.  

 

32.0 When textbooks are adopted it should be for 2-year periods unless the technology or 

research makes them obsolete.  

 

33.0 Faculty will be encouraged to adopt free/open source electronic books when possible. 

 

34.0 Adjunct instructors will use and place on the syllabus the same textbooks that are adopted 

by full-time faculty.  

 

35.0 If a text is listed as required on the syllabus, it has been stocked in the bookstore at the  

instructors’ or departments’ request and must be purchased and used. 

 

36.0 Classrooms and work-areas should be left in a good and organized condition as instructors 

are often required to share classroom space.  

 

37.0 Whiteboards should be erased and lights should be turned off when the room is not in use.   

 

38.0 Eating, drinking, smoking, and the use of any other form of tobacco, electronic cigarette or  

vaping devices are not allowed in classrooms.  

 

39.0 Technology equipment should be turned off at completion of the class. 

 

40.0 Each department is charged with proper maintenance and will be held accountable for 

equipment purchased and issued to the instructor's department.  

 

41.0 This equipment must be inventoried annually and must also be inventoried upon the 

termination or exit of an instructor.  

 

42.0 Any suspected theft or inventory discrepancy should be reported to the Business Office. 

 

43.0 No equipment is to be removed from the College campus without the written permission of 

a Vice President or the President or their designee.  

 

44.0 A “Removal of Inventory Form” is to be completed whenever equipment is moved from 

one location to another and turned into the Director of Buildings and Grounds. 

 

45.0 From time to time the faculty may be called upon to work on projects and activities other 

than their teaching assignments.  

 



 

 

46.0 Such activities may include recruiting students, serving on faculty committees, and 

performing other duties in College-related functions. 
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