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Faculty Office Hours Policy

This policy applies to all instructional faculty teaching credit bearing courses including
those on the faculty early retirement program (FERP) during the semester/s of active
employment.

Purpose:

The purpose of regularly scheduled faculty office hours is to provide an opportunity for
appropriate and necessary cadet-faculty interactions outside the classroom as part of
faculty’s instructional assignment, in accordance with CBA Article 20.1b.

Number of Office Hours:

Each instructional faculty shall schedule and be available for at least two regularly
scheduled office hours each week to a maximum of four hours. Faculty teaching fewer
than 3 WTUs shall hold at least one regularly scheduled office hour. The requirement of
the office hour cannot be met just by stipulating “by appointment only.” No office hours
are required during the final exams’ week. For classes (such as boat classes, machine
shop and welding, ship plant operations) that meet in multiple sections (at least 3 sections
per week) and longer hours in a day (at least 3 hours per day), office hours are at the
discretion of the instructor.

In addition, to maximize convenient and timely opportunities for cadet-faculty interactions,
faculty are encouraged to provide reasonable opportunities for such interaction by
appointment (either in-person or online) at mutually convenient times.

Modality:

Faculty members shall schedule at least one hour of their total number of office hours
consistent with the mode/s of instruction e.g., in-person, online, hybrid. The in-person
office hours shall be conducted in the faculty member's designated office or in a
classroom on campus (or other appropriate location, such as the library and outdoor
spaces) that is convenient to students. Any additional office hours can be in any modality
as per the convenience of the faculty.

Communication:

Office hours, including schedule, location, and contact information, shall be listed on the
syllabus for each course. The faculty member’s office hours must also be submitted to
the school dean’s office and posted, along with faculty email address, near the faculty
member’s office by the end of the second week of instruction. In the case of library faculty,
office hours must be submitted to the library dean.

Cancellation:



Faculty shall notify their students, and school admin analyst either in person or by email
or phone in the event they are unable to meet scheduled office hours. A notice shall be
posted on the faculty member’s office door when office hours are canceled or moved to
an online modality. Repeated failure to adhere to this policy is a breach of professional
responsibility.

Exceptions:

Any exceptions to this policy shall be subjected to the approval of the appropriate school
dean in consultation with department chair and the instructor. In case of unforeseen
situations (such as pandemic, catastrophe, or any crisis), campus wide measures and
union MOUs will override this policy.



