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Faculty Availability for Student Inquiry, BP 3.170

1. Purpose

To ensure that faculty are available for student inquiries throughout the semester during which
the faculty member is assigned to teach a section (or sections) of a credit-bearing course being
offered at Lansing Community College (LCC).

2. Scope

This Standard Operating Procedure (SOP) applies to all Teaching Faculty during a semester in
which they are currently assigned to a section (or sections) of an LCC credit-bearing course.

3. Prerequisites

The HLC Criteria for Accreditation require that “Instructors are accessible for student inquiry.”

The Michigan Association for Higher Education (MAHE) contract states that Teaching Faculty
are expected to “model teaching effectiveness, instruct courses as scheduled, and hold office
hours as scheduled” (Article VIII), and also lists “student needs and interests” as the first of the
primary factors to be considered when making teaching assignments (Article XI). The MAHE
contract sets the requirements for full-time faculty workloads, and states that personal leave is
limited to 16 hours for full-time faculty or one day for part-time faculty per academic year
(Article XXIII).

Faculty are also required to comply with the Timely and Meaningful Feedback (AA.009) and
Timely Faculty Response to Students (AA.010) SOPs.

4. Responsibilities

Teaching Faculty are expected to be available to their students throughout the semester in
accordance with the above cited prerequisites, with allowances for official holidays and the
prescribed number of personal hours/days.

The Academic Deans, Associate Deans, or Program Directors will provide appropriate oversight
to ensure that faculty are serving the needs of their students in accordance with this SOP.
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5. Procedure

1. Faculty teaching sections with scheduled meeting times will hold class during the
scheduled time.

2. |If faculty are unable to hold class for any reason, they will follow their departmental
guidelines for arranging a substitute instructor.

3. Faculty will hold their office hours in accordance with the syllabus.

4. Faculty will respond to student inquiries within two (2) business days, in accordance
with the Timely Faculty Response to Students SOP.*

5. Faculty will provide feedback on assessments in accordance with the Timely and
Meaningful Feedback SOP.*

*Note: Steps 4 and 5 apply to all sections, whether face-to-face, online, hybrid, or hyflex.

6. Reference

HLC Criteria for Accreditation

Timely Faculty Response to Students SOP (AA.010)

Timely and Meaningful Feedback SOP (AA.009)

7. Definitions

HLC Criteria for Accreditation — Standards of Quality by which Higher Learning Commission
(HLC) determines whether an institution merits accreditation or reaffirmation of accreditation.
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