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Important Policy Reminders for 2020-2021
Academic Calendar
Please note the following from the 2020-2021 academic calendar:
Fall Semester

· Tuesday - Friday, December 1-4, final exams (remote)
Spring Semester
· Winter break: December 12, 2020 – January 20, 2021

· Martin Luther King, Jr. Day: Monday, January 18, 2021 (during winter break; holiday for employees)

· New student Orientation and Move-in: January 19-20, 2021

· Returning Students Move-in: January 19-20, 2021 

· Start of Classes: Thursday, January 21, 2021

· Spring Long Weekend (travel limited): March 11-14, 2021; No Classes

· Good Friday: April 2, 2021; No Classes

· Last Day of Classes: April 30, 2021

· Finals Week: May 3 – May 6

· Undergraduate Commencement Weekend: May 7-8, 2021

· May Term: May 17 – June 4

Some important changes to note:

· Winter break is extended, so that students are not returning to campus after potential holiday travel or exposure to extended family groups.

· There is no week-long spring break; restrictions on travel are anticipated to continue.

· Good Friday is a holiday (no classes); Easter Monday is not.

· The semester ends a week earlier than had been originally planned (pre-COVID).

· Undergraduate Commencement is a week earlier than had been originally planned (pre-COVID); Graduate Commencement will move one week later to May 15th.

· May Term will begin a week earlier. 

· Summer Online Sessions I and II are currently planned to remain unchanged.

Faculty Responsibilities
USE OF CANVAS  All faculty must publish their courses in Canvas, orient students to their course site, upload the syllabus as an accessible file (.pdf), and post additional resources in the site as appropriate.  By now, you should have joined the Canvas site titled, “Faculty UG Fall 20 Prep.”  This site is the medium for communicating the resources, expectations, and support for faculty who are teaching our traditional UG curriculum this fall. It provides a wide range of resources for delivering course content including technology and resources used in classroom spaces, expectations for using Canvas for Enhanced F2F/HyFlex course delivery, and health and safety guidelines for faculty and students.   
CLASSES  After months of planning and preparation, Messiah University has been able to resume face-to-face instruction as the primary mode of undergraduate course delivery this fall.  Continuing to fulfill our mission amid the realities of COVID-19 is challenging – and will remain challenging throughout the semester.  As educators, your dedication and effort in preparing for the fall have been noticed and appreciated across campus.  Now, as we have students back with us, it is critically important that we remain committed to delivering our courses in-person to the extent possible.  In addition, we must protect the health and safety of our campus community – which in itself is related to our ability to continue to keep campus open for in-person education.  

While in some cases it is necessary to offer components of education remotely, due to an unforeseen quarantine or illness, faculty are expected to be on campus to deliver their face-to-face courses in-person.  We recognize that the health department and CDC-recommended practices to protect public health are sometimes inconvenient and entail sacrifices, such as seeking out alternate online or public health-compliant worship services or attending events virtually that we would otherwise attend in person.  Nonetheless, in order to enable the University to continue to operate with in-person instruction, it is critical that all members of the community, students and employees alike, adhere to the guidelines and standards for attending external events.  Part of that policy includes the following operational implication for employees, including faculty:

Employees: If these standards cannot be met, employees whose work requires them to be present on campus may not attend the event, as the required 14-day quarantine would prevent them from fulfilling their employment expectations.  
Given what is at stake, both in terms of public health as well as for campus to stay open for delivery of in-person education, faculty should not choose to attend any events that would result in a required quarantine. It is an expectation and responsibility for faculty to do all they can to follow the guidelines, avoid the need for quarantine, and deliver their in-person courses on campus.  While there will be unavoidable instances in which quarantine may become necessary, quarantine should not be a result of a faculty member’s choice to attend gatherings or events that do not meet the University safety parameters. 

CONTRACTUAL TIMELINE AND RESPONSIBILITIES  Ranked Faculty (Term-Tenure Track Faculty, Clinical Track Faculty, and Lecturers) are under contract from the Monday of the week fall classes begin through the week after commencement (August 24, 2020 through May 21, 2021). Since Ranked Faculty are under contract one week prior to the beginning of fall classes and through the week after commencement, they are required to be present for professional responsibilities, such as Department meetings, School meetings, General Education development sessions, Community of Educators/School/Department retreats, etc. during this time-frame. 
ATTENDANCE  Ranked Faculty are not required to be on campus and have no official responsibilities during summer break and student recesses including: Winter recess, beginning December 12, 2020, and Spring Long Weekend. 
ABSENCES  As stated above, all faculty members are expected to meet all of their assigned classes.

· If a faculty member must be absent from a class to attend a professional conference or fulfill another institutional/professional responsibility, he/she is responsible to plan for the work of such a class during the absence and submit such plans in writing in advance to the Department Chair. Department Chairs are responsible to report their absence in writing in advance to the School Dean.

· When illness or some emergency unexpectedly prevents a faculty member from meeting a class, the School Dean’s Assistant should be notified as promptly as possible for classes beginning after 8:00 a.m. If the School Dean’s Assistant is not available, notify the Department of Safety. For classes beginning at 8:00 a.m., notify the Department of Safety. 
INSTITUTIONAL SERVICE  Beyond the responsibility of meeting with classes, Ranked Faculty have responsibilities related to institutional service (e.g., advising, department meetings, committee meetings, search committees, etc.).

· If a Ranked Faculty member is not teaching any courses in a given term (e.g., J-Term), he or she is expected to meet his or her other on-campus professional responsibilities unless the faculty member is on an approved leave or fulfilling an off-campus institutional/professional responsibility.
COMMUNITY OF EDUCATORS EXPECTATIONS  All full members of the Community of Educators are required to march in Convocation and Commencement and to attend Fall Development Week and May Development Week activities. Any request for an excused absence must be approved by the respective School Dean.

Semester and Final Exams (remote)
· The semester and final exam periods are an important and integral part of the semester. The exam schedule is set by the Registrar’s Office each semester. Faculty members should follow the published schedule. 
· Faculty members are required to conduct a significant evaluative experience/exam or some other educative experience during this time. Faculty should design their courses in a way that preserves the integrity of finals week. Minimally, this means that faculty should (1) be cautious about the amount of work they assign students in the week prior to finals week, and (2) schedule final exams or other semester-ending experiences during finals week.

· Students are expected to attend their final exam period at the scheduled time. Any student having more than eight credit hours of final examinations in one day may request a change in his/her final schedule. All requests for change must be submitted to the Registrar’s Office using the Request for Final Examination Change form. It should be noted that travel arrangements are not sufficient reason for exceptions to the exam schedule. All student requests for rescheduling exams must be submitted to the Registrar at least one week prior to the first day of final examinations. Upon the Registrar’s approval of the request, exams will be rescheduled at a time mutually acceptable to both the instructor and the student. 
Calendar/Schedule Coordination

All employees are expected to use their Outlook calendars to assist with scheduling meetings in a timely fashion. [Internal Communication Policy, College Council, May 16, 2006]. If you have problems with Outlook, please contact the ITS Help Desk at ext. 4444.
Syllabi

The University must retain copies of syllabi for each course taught to insure that degrees and transfer credits are recognized by other institutions; that we are in compliance with regulations established by the state and federal governments; and that we comply with any requirements of higher education organizations and accreditors. 
All faculty must upload the course syllabus as a PDF file under the FILES tab in the Canvas Course. You may name the file as you prefer, as long as the name ends with syllabus.pdf  Three examples that follow this rubric include “Syllabus.pdf”, “CSC191syllabus.pdf”, and “Fall2020syllabus.pdf”.  
Course Schedule

Print a copy of your schedule to include classes, office hours and regular committee meetings and place it on your office door to communicate your schedule and availability to students.

Miscellaneous
 Policy: For safety, security, and institutional and personal liability purposes, the default or typical condition of all office and workspace door windows will be clear and free of any covering.
It is recognized that the occasional need for a workspace buffer may arise. In keeping with the policy, such coverings should be temporary in nature and removed promptly as soon as the task is completed.
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