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Charge
CFA is asked to consider whether or not there should be a policy setting out specific expectations for faculty office hours, and, if so, to develop guidelines for the number of office hours per week that should normally be held by a faculty member.  

In making its recommendations, CFA is asked to take into consideration the concerns of major stakeholder groups including students, faculty, chairs, and academic administrators. CFA also should consult with the Union to understand any contractual issues this may raise, and the Committee on Academic Programs, since a main purpose of office hours is to assist students in their course work.  

Preliminary Recommendation
CFA determined that current office hour policies vary across campus and most are informal or conventional rather than official. We also considered the wider issue of faculty accessibility in light of the current culture of the College, in which student-faculty engagement is highly valued and should be fostered. Moreover, faculty and students communicate through a wide and increasing array of modes, including electronic modes; electronic communication is preferred by both students and faculty for some purposes. Thus, we developed a Faculty Accessibility Policy, which provides guidelines for faculty accessibility across multiple modes of communication and contact and thus is more comprehensive than a circumscribed Office Hours Policy. In the preliminary recommendation, we did not value one mode of contact (i.e., office hours) over another.
Testimony 

The preliminary recommendation was posted to the Governance website. CFA gathered testimony on the preliminary recommendation through an open forum held in conjunction with the Faculty Senate meeting on 4/21/10. Feedback was also gathered through two online surveys, one for faculty and one for students. The student representative on CFA, accompanied by a faculty member of CFA, discussed the preliminary recommendation with SGA. In addition, the preliminary recommendation was sent to the Chair of CAP for comment, since the impetus for the charge originated in that committee. The preliminary recommendation was received positively, with one exception: many faculty and students favored stipulation of a minimum number of office hours per week. In light of the strong support for this idea, CFA included an office hours requirement in the final recommendation.

Rationale for the Final Recommendation
CFA recommends that the College adopt the Faculty Accessibility Policy described here. This policy is more comprehensive than a policy on office hours, which would specify only when faculty must be in their campus offices and available to meet with students. We believe a policy that focuses on only one mode of student-faculty communication is limited in that it: 1) does not acknowledge the multiple modes through which faculty and students interact, including electronic modes; 2) is inflexible in that it does not account for the ways in which the work of students and faculty varies over a semester or across different types of courses; and 3) is potentially problematic for adjunct faculty whose on-campus availability may be limited. Rather than an office hour policy, then, CFA proposes the College should address this charge by implementing a more general policy that defines and describes faculty accessibility, with faculty office hours as one component. Here we outline principles faculty should adhere to in making themselves accessible to students and mechanisms for communicating their accessibility to students.  
Final Recommendation

According to the TCNJ Reappointment and Promotions document, faculty should aspire to offer high caliber, effective teaching characterized by “thoughtful mentorship and advising that contribute to students' cultural, social, and intellectual lives;” (p. 4). In order to meet this goal and consistent with the College's core belief that "The College's faculty and staff take pride in offering a personal educational experience to every undergraduate and graduate student" all faculty must be accessible to students. CFA therefore recommends a Faculty Accessibility Policy. Acknowledging the teacher-scholar model and the character of our campus as a primarily undergraduate and residential college, all faculty, regardless of type of appointment, must provide students opportunities for in-person meetings with them as one mode of accessibility. Moreover, all faculty must explicitly state on each course syllabus when they are available to students and how students may gain access to them (see point #5 below).  
Faculty meet expectations for accessibility to students when they are:

1. Flexible:  Faculty members are expected to be flexible in terms of the modes by which students gain access to them; those modes include but are not limited to electronic communications (e.g., email, phone, instant messaging, message boards), office hours, and on-campus appointments. 
2. Available for in-person meetings:  Whenever a concern, issue, question, or student need cannot be easily addressed by electronic communications, faculty should have face-to-face meetings with students. To encourage face-to-face meetings, all full-time and part-time faculty members are required to hold office hours each week. Full-time faculty members must hold office hours for a minimum of 160 minutes (the equivalent of two 80-minute course meetings) each week. For part-time faculty members (i.e., those with fractional appointments), the minimum number of office hours is determined by the fraction of the appointment (e.g., a faculty member with a 5/8 appointment, the minimum expectation is 5/8 of 160 minutes or 100 minutes of office hours weekly). The timing and spacing of the office hours is determined by the faculty member. Adjunct faculty members are not required to schedule a minimum number of weekly office hours; however, they are required to be accessible to students for in-person meetings as well as in other ways, and are encouraged to identify regular times each week during which they are available to meet with students (e.g., time before or after class, office hours).
3. Responsive:  Faculty are expected to respond to student concerns, issues, questions, or needs.  Responses may come in the form of communication or directing students to additional sources of support (e.g., tutoring center, writing center, other students, administrative units) when the faculty member cannot satisfy the student’s concerns, issues, questions, or needs.  

4. Prompt in responding:  Faculty are expected to respond to student inquiries and requests within a reasonable amount of time, and to specify the typical expected time for response in the course syllabus (see 5c below).
5. Clear and explicit about modes of accessibility:  Faculty must clearly communicate how they will be accessible to students on course syllabi. Course syllabi must include a passage that includes the following elements:

a. Days and times of scheduled office hours. Adjunct faculty may identify regular meeting times/office hours if they choose. 

b. Means by which to access the faculty member outside of the class period and any office hours (e.g., email, phone).

c. Clear expectations for faculty response time to electronic communications (e.g., “I will respond to email within [insert timeframe]”).
Faculty should regularly monitor their accessibility to students. One mechanism for assessment of accessibility is item number 8 on the Student Course Feedback Form: “The instructor was accessible to students outside of class time.” In addition, students who experience continued accessibility problems (after repeated attempts to contact the course instructor) are encouraged to consult the Chair of the Department/Program offering the course for assistance. Because faculty accessibility is part of the evaluation of faculty work for reappointment and promotion at the College via course evaluations, no additional action is required to integrate faculty accessibility into the definition or assessment of faculty work. 
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