TEACHING RESPONSIBILITIES

Definition of a Course. A course is defined as a unit of study which occupies one-
fourth of a student's time each semester, or approximately twelve hours per week. Each
Wooster semester course is equivalent to 4.0 semester hours (5.0, in the case of science
courses with labs).

Classes. Classes should be held as announced in the Course Schedule in respect to
location, assigned time slot, and contact hours. Any significant changes of place, time,
or frequency should be authorized by the Registrar or the Dean of the Faculty, as
appropriate.  Faculty may reasonably expect that students will arrive for class
punctually. Correspondingly, faculty should take care to begin classes on time and to
dismiss students to allow sufficient time to relocate for the subsequent time period.

Syllabus. Faculty should provide for each course a syllabus that includes the texts
and/or other materials required for the course, the schedule of readings and
assignments, deadlines for major papers and dates of examinations, discussion of
student responsibilities, required activities outside of class (such as films and field trips),
and information regarding office hours and communications with the instructor.
Mandatory course requirements cannot be added to a syllabus after it has been
distributed to the class. Faculty are strongly encouraged to include in the syllabus a
statement on the importance of academic honesty, reminding students of the Code of
Academic Integrity and of the College's policy on plagiarism, as published in The Scot's
Key, and of other issues of academic honesty that may be relevant to the course. Faculty
may also want to include a learning disability statement in the syllabus. Several
examples are listed below and are available on the Dean of the Faculty webpage under
‘Policies’.

Sample 1

The Learning Center offers a variety of services and accommodations to students
with learning disabilities based on appropriate documentation, nature of
disability, and academic need. In order to initiate services, students should meet
with Pam Rose, Director of the Learning Center, at the start of the semester to
discuss reasonable accommodations. If a student does not request
accommodations or does not provide documentation, the faculty member is
under no obligation to provide accommodations. You may contact the Learning
Center at ext. 2595 or through email at prose@wooster.edu.

Sample 2

If you are a student with a documented learning disability in this course, please
register with Pam Rose, Director of the Learning Center. The Learning Center is
located in the Rubbermaid Student Services Building (Ext. 2595) and is the office
that will assist you in developing a plan to address your academic needs.

Sample 3

Any student with a documented learning disability needing academic
accommodations is requested to speak with Pam Rose, Director of the Learning
Center (Ext. 2595), and the instructor, as early in the semester as possible. All
discussions will remain confidential.

Mi d-Term Examinations, Tests. Please note that mid-term exams or tests cannot be
scheduled for times outside of the class as a requirement for your students (these could
be optional at mutual agreement). For example, if you teach a class MWF at 9 a.m., you
cannot require your students to take an exam in the evening or on weekends. All such
tests/exams are to be administered during the regular class time.



Activi ties outside of class. Faculty teaching courses during the regular time slots (8:00
a.m. to 3:50 p.m.) are asked to respect the time from 4:00 to 6:00 p.m., which is reserved
for practices and rehearsals (e.g., in performance courses in Music). By faculty
legislation, no courses will be scheduled in the Tuesday, 11:00-11:50 a.m. time slot,
which is reserved for departmental seminars, departmental Independent Study
programs, and college-wide academic events.

Co-curricular activities begin at 4:00 p.m. In the event of a conflict between, for
example, an afternoon class and a mid-week off-campus co-curricular event, the student
is required to discuss the conflict with the instructor well before the event. It is also a
good idea for faculty to make their policies known on the first day of classes regarding
communication of such events. Please refer to the “Policy Regarding Conflicts between
Academic Responsibilities and Co-curricular / Extra-curricular Activities.”

Interim Reports. To assist students in meeting their academic responsibilities (and in
particular first-year students unfamiliar with Wooster's standards and expectations), the
College has adopted a system of interim reports. Instructors are strongly urged to
complete an interim report on each student performing below a level of C. Faculty are
asked to submit interim reports as early as possible in the semester, if possible prior to
the end of the sixth week of class (i.e., before the last day to "drop" a course-see below,
Grades). Faculty should use the interim evaluation forms accessible on the Dean of the
Faculty webpage www.wooster.edu/dof. Use your Novell user name and password.

In addition to providing opportunities for counseling and intervention, these reports
provide valuable information to the Committee on Academic Standards as it reviews
students' performance and makes decisions about their academic status.

Absences. Faculty members are expected to teach all classes as scheduled. Whenever
possible, attendance at conferences and other professional activities should be scheduled
to avoid conflicts with classes. If a professional responsibility requires missing a class,
faculty should report the absence to the department chairperson. The faculty member
should consider scheduling an activity for which the instructor's presence is not
essential: an examination, a relevant film or video, or a collaborative activity.
Unexpected illnesses should be reported to the department or program secretary, who
will notify the class. Faculty may not cancel classeson the days preceding a break (such
as Thanksgivi ng, fall and spring break, etc.), as this may encourage students to miss
other classes Faculty must be present during final exam week and for Commencement.
Any extended period of absence (i.e., beyond one week in length) should be reported to
the Dean of the Faculty. ("Necessary absence from duty shall be arranged with the Dean
of the Faculty." Statute, Article II, Section 10.C).

A Final Examination or another integrating assignment is mandatory in all courses
except in Independent Study and fractional courses. No more than one-half of the final
grade may come from a single assignment, including the final examination. Final
examinations are to be given only at those times scheduled for each particular class. No
final examinations are to be given during the last week of classes or on reading days.
Students who wish to reschedule a final exam must petition the Dean of the Faculty in
writing in advance of the examination. The student must confer with the instructor
before submitting a petition, and the instructor should indicate to the Dean if he or she
supports the petition. Normally, such petitions are granted only for healt h reasons. If
other reasons necessitate a request for a change in a final exam, the request must be
submit ted three weeks in advance of the examinat ion.



Grades. Each faculty member has the obligation to inform students at the beginning of
each course of the means of evaluation for the course and the factors to be considered in
the evaluation process (e.g., mastery of course material, use of evidence, ability to
generalize, writing ability, verbal ability, mathematical ability, logical ability, ability to
meet deadlines, class presence) and a weighted breakdown of the various grading
components (e.g., three tests 60%, homework 10%, term paper 10%, final exam 20%).

In addition to Senior Thesis, which is graded H, G, S or NC, students are permitted to
elect up to four full course credits or their equivalent graded S/NC out of 32 credits
required for graduation. The minimum equivalent grade to earn S in courses graded
S/NC is C-. First-Year Seminar in Critical Inquiry and College Writing Tutorial will not
be graded S/NC. Transfer students are permitted to have one-eighth of the courses
remaining to be taken at Wooster graded S/NC. Courses taken S/NC are not permitted
in either the major or minor unless specific exceptions to this regulation are stated by
individual departments.

Incomplete Grades. The grade of "I" (incomplete) indicates that a small portion of the
work in a course is unavoidably unfinished. Please assign "I" grades only after you and
the student have agreed on the work that is yet to be completed and the timeline for
completion. Students on academic probation are reminded that they may not request or
receive Incompletes without written approval from the instructor in the course and the
Dean of the Faculty. Work in a course for which a student has received an "I" must be
completed before the end of the first week of the following term, including the Summer
Session. If the work is not completed within this timeframe, the "I" automatically
becomes an "F." Please remember that incomplete grades given to seniors may remove
the student from the Commencement list. The grade of "I" is the only way in which
work that is required for a course may be submitted after the end of the semester. All
other grades are to be considered final, and the "Change of Grade" form should be used
only when there has been an error or a miscalculation.

Faculty should inform students throughout the term as to how they are performing with
regard to the criteria of evaluation (see above, Interim Reports). Each student must
receive a grade in one major course assignment in each course prior to the end of the
sixth week of class(i.e., beforethelast day to "drop" a course).

Grades are due at times to be announced by the Office of the Registrar. Faculty
members should not leave town after any semester until all grades have been turned in,
unless permission is granted by the Dean of the Faculty.

Teaching Apprentices and other students assisting instructors in their classes may not be
involved in evaluating student performance, assigning grades to individual
assignments, or determining final grades.

SINC Grades in the Major. Under the existing grading policy, "departments may
establish limitations as to the applicability of S/NC courses to the major, and these
regulations must be stated in the Catalogue.” The Educational Policy Committee
recommends that except for special curricular situations students not be permitted to
take courses on an S/NC basis in the major department. Each department and
curriculum committee should have a statement of its policy on this matter in the
Catalogue.



W Notation. The faculty has approved the notation "W" for use on student transcripts
when withdrawal after the drop deadline has been approved on petition to the Dean of
the Faculty. Such "late drops" are granted only in extenuating circumstances, and
primarily for health and medical reasons. Academic difficulty and/or poor grades do
not constitute an extenuating circumstance. Students who have submitted such
petitions should be advised to continue to attend the class until they receive an official
response. Petitions which are approved for late course adjustments are subject to a fee
of $100 per course adjustment. This fee applies equally to full and fractional credit
courses.

Student Evaluation of Courses
Goals and Purposs
At Wooster, student course evaluations are a vital dimension of the program of
instruction, evaluation, and faculty development. They currently serve a number of
specific purposes:
They are a vehicle for important feedback from students and are used by faculty
members in their ongoing development as teachers.
¥ They are used by department chairs in their annual evaluations of department
members and in evaluations for reappointment, tenure, and promotion.
¥ They are used by the Teaching Staff and Tenure Committee in its annual
evaluation of members of the faculty and in considering faculty members for
reappointment, tenure, and promotion.
¥ They are used by faculty members to assess course and curricular effectiveness.

Frequency of Evaluation

Members of the faculty are encouraged to arrange for student evaluation in all courses
and, if they choose, to submit these evaluations to their chairpersons for inclusion in
their personnel file. At a minimum, faculty members teaching full time are required to
submit to their chairpersons in each academic year two sets of evaluations representing
two different courses. Members of the faculty teaching less than full time or who are on
leave for one semester should adjust the requirement proportionately, with a minimum
requirement of one set of evaluations each year.

Recommended Timdine

Course Evaluations and summary to chair to VPAA
Semester I March 15 April 10*
Semester 11 June 15 August 15

*Faculty and chairpersons should keep in mind that TS&T relies extensively on student
evaluations in its annual evaluation of all faculty members and that it begins its review
of these and other materials in late April.

Fawlty Member@ Summary

Faculty are asked to include with each set of evaluations a summary and analysis of
approximately one page. While there is no prescribed form for this, faculty members are
encouraged to describe the nature and goals of the course, summarize the qualitative
and quantitative information provided in the evaluations, analyze this data to indicate
areas of strength and weakness in course design and teaching, and indicate the student
response rate. Faculty members may also wish to provide additional materials on such
topics as assessment and course development.

Chairperson® Statement
After reviewing the evaluations, and before forwarding them to the VPAA, chairs are
encouraged to use this opportunity to offer comments. This statement may be brief, but



at a minimum the chairperson should note if the set of evaluations is extraordinary,
whether in evidence of excellence in teaching or in identifying serious weaknesses or
deficiencies. Chairs should share a copy of the statement with the faculty member.

Receipt by the VPAA
The Office of the VPAA shall notify the faculty member and chair promptly when
evaluations and summary statements are received.

Foms

Faculty members are encouraged to use the established evaluation forms. If a faculty
member wishes to self-design an evaluation form for a course, that form should (a)
include the following preamble:

Tothestudent:

By vote of the faculty, all manbers of the faculty are required to submit at leag two sets of
student evaluations, together with a summary statement, in each academic year to ther
chairperson. The chairperson will forward theseto the Vice President for Academic Affairs, who
will share them with the Committee on Teaching Staf and Tenure in review of personnd
recommendations In addition, somesets of student evaluations are retained for review by the
faaulty meamber but are not submitted to the chairperson or VPAA. Evaluations will be kept
strictly confidential and will not beread by faculty membersuntil after grades are submitted.

The Office of the Vice President for Academic Affairs is ultimatdy respongble for this procedure,
and questionsor concerns should be directed to the Vice President.

and (b) include questions that address each of the following areas:

Instructor’s knowledge and competence in the field
Course organization (including syllabus and course materials)
Quality of presentation (e.g., clarity and communication skill)
The classroom environment:
¥ class dynamics and level of engagement and interaction
¥ class openness and freedom from bias or discrimination
5. Course expectations:
¥ level of academic challenge and intellectual rigor
¥ workload and assignments
6. Grading and examinations
7. Instructor’s professionalism (e.g., accessibility and feedback)
8. The overall value and effectiveness of the course

LN

Administering Student Evaluations.
In order to ensure the confidentiality and integrity of the evaluation process, student
evaluations should be administered according the following guidelines:

Evaluations administered in class

The faculty member may distribute evaluations but should not be present while they are
completed or collected. Evaluations should be collected by a department secretary,
student assistant, teaching apprentice, or faculty colleague, placed in a manila envelope
and clearly identified, and forwarded to the faculty member only after grades have been
submitted. Departments may organize these arrangements internally or leave them to
the individual faculty member. Evaluations should not be administered during the
week of final examinations.

Evaluations to be completed outside of class




“Take-home” evaluations may be distributed by the faculty member in class but should
be mailed or submitted in person to the department secretary or chairperson (as
arranged) and forwarded to the faculty member only after grades have been submitted.

ACADEMI CHONESTY AND THECODEOFACADEMI CINTEGRITY

The Code of Academic Integrity. The College’s understanding and expectations in
regard to issues of academic honesty are fully articulated in the Code of Academic
Integrity as published in The Scot® Key and form an essential part of the implicit contract
between the student and the College. The Swmt@Key is available on the College’s website.
Any questions regarding the Code and its implementation should be referred to the
Dean of the Faculty.

Communicating Expectations. The College makes considerable efforts to communicate
to students the meaning and the importance of academic integrity, including attention
during new student orientation and in conjunction with the First-Year Seminar Program.
As also indicated in the Code of Academic Integrity, “The faculty member shall inform
the students of regulations that apply to academic integrity in work for the course and
make clear to what extent he/she will accept prior work, papers submitted for another
course, collaborative effort, and the exchange or use of information.” Faculty should
consider taking advantage of the following opportunities for such communication:

a statement in the course syllabus (see sample statement);

discussion in class at one or more points in the course;

individual student conferences, as appropriate; and/or

conversations between students and the teaching apprentice or upperclass
majors.
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Additional opportunities for such communication will arise in connection with writing
assignments and bibliographic instruction. Faculty are encouraged to direct relevant
inquiries on such matters to the Director of Writing, to the Writing Center, and to any of
the reference librarians. Particular attention also should be directed to appropriate use
of materials available on-line through the internet.

Vio lations of the Code of Academic Integrity. Faculty confronting instances of
academic dishonesty should follow the policies as described in the Code of Academic
Integrity. After a faculty member has established to his or her own satisfaction that an
incident of academic dishonesty has taken place, and if the faculty member chooses to
deal with the incident directly (rather than refer the matter to the Judicial System),
he /she should take care to:

¥ arrange for a conference with the student before assigning a grade;

¥ consult with the Dean of the Faculty prior to a response, to determine if there
is evidence on the part of the student of previous violations of the Code;

¥ determine a proper response or penalty (faculty may wish to consult with the
Dean of the Faculty or with their department or program chair in this
regard); and

¥ file a full and documented report with the Dean of the Faculty, which shall be
entered in the personnel file for the student.



Faculty who suspect an infraction of the Code of Academic Integrity at the end of a
semester and need additional time before submitting a final grade should assign a grade
of I (incomplete).

Sample Statement
The College’s understanding and expectations in regard to issues of
academic honesty are fully articulated in the Code of Academic Integrity
as published in The Scot® Key and form an essential part of the implicit
contract between the student and the College. The Code provides a
framework at Wooster to help students develop their own personal
integrity.

While you are a student at this college, you will be treated as an adult.
You are expected to know and abide by the rules of the institution as
described in The Sot® Key and the Handbodk of Sdected College Policies
<www.wooster.edu/ policies>. Particular attention should be directed to
the appropriate use of materials available on-line through the Internet. It
is important that you read and understand the ethical use of information.
Whether intentional or not, improper use of materials can be considered a
violation of academic honesty.

Cheating in any of your academic work is a serious breach of the Code of
Academic Integrity and is grounds for an F for the entire course. Such
violations include turning in another person’s work as your own, copying
from any source without proper citation, crossing the boundary of what
is allowed in a group project, and lying in connection with your academic
work. You will be held responsible for your actions. If you are unsure as
to what is permissible, please contact your course instructor.

SAM PLE STATEMENT ON RECORDING CLASSROOM ACTIVITIES

No student may record or tape or photograph any classroom activity without the
express written consent of [insert name of faculty member]. If a student believes that
he/she is disabled and needs to record or tape classroom activities, he/she should
contact the Office of the Secretary to request an appropriate accommodation.



