
Full-time and Part-time Day Unit Faculty Course Materials Under the Day Contract - - Please Note-This 

does not apply to DCE day/evening/weekend/summer adjunct faculty (DCE Contract Applies)  

 

Faculty are required to distribute course materials to each student and forward a copy to the immediate 

supervisor prior to the conclusion of the add/drop period.  The course materials shall include all materials listed 

on the attached Checklist for Course Materials. (Form XIII-E2).   

 

COURSE MATERIALS & SLOs 

Please note that Course Materials Form E-2 has the requirement to include Student Learning Outcomes  (SLOs)  

The SLO principle statement provides protective language for faculty as follows: 

1) SLOs are faculty-driven. 

2) Protects academic freedom rights during the process of producing SLOs. 

3) Ensures that SLOs will not be evaluated in any way, including the content of SLOs, students achievement of 

SLOs, the results of SLO assessments, or the methods used to assess the SLOs. 

4) Provides protections regarding how SLO information is used and distributed. 

5) Provides  administrative support and funding for SLO training and professional development that may 

include, but not limited to, reassigned time, stipends, and other related items 

 

PROCESS AND ACADEMIC FREEDOM 

The confidentiality of all course materials shall be maintained and the  employer may not distribute these 

materials to anyone and may not retain a copy of these materials without your permission.  The immediate 

supervisor must return all course materials to the faculty member by the end of the fifth (5th) week of classes.  

If items on the checklist are missing or if the immediate supervisor has concerns, the faculty member will be 

advised in writing and will be given fourteen (14) calendar days to submit the missing items and respond to the 

concerns.  The intent of this 14 day response period serves two (2) purposes: 

1)  To give the faculty member the opportunity to correct an oversight without a negative comment being placed 

in the summary evaluation. 

2)  To insure that students have all of the items on the checklist. 

 

NB: Please note that faculty have full freedom in the selection of course materials. If the faculty member 

believes that a directive from the immediate supervisor to change the course materials infringes upon academic 

freedom,  then the faculty member has the right to initiate the grievance process.   Full freedom in selecting 

course materials includes full freedom to: 

 

1) Select all reading materials, 

2) Adopt SLOs, 

3) Adopt teaching procedures, 

4) Give Assignments and/or supplemental reading, 

5) Select tests, 

6) Determine the basis for student grading, 

7) Determine the criteria for evaluating student performance, and 

8) Determine attendance policy. 

 

Teaching Procedures - As stated above, the procedures that a faculty member establishes in their course 

materials are covered under academic freedom. These procedures could include, for example, no cell phones in 

class and/or no recordings of lectures.  I recommend that if you adopt procedures such as no audio or video 

recording of class lectures, that you clearly incorporate that statement in your course materials.  However, there 

is an exception to the no recording of class lectures.  A student could request a reasonable accommodation 

because of a disability and the basis of the accommodation should be reviewed and recommended by the 

coordinator of disability services consistent with college procedures.  This recommended accommodation could 

be the recording of class lectures.  A college policy that governs the recording of class lectures is a mandatory 

subject of bargaining because it impacts the faculty member’s working conditions and academic freedom.  If the 



college adopts a policy regarding the recording of class lectures, the chapter leadership, the president of the 

MCCC, and the Chairperson of the MCCC Negotiating team should be notified so that a demand to bargain can 

be issued. Here are some points for faculty and the leadership to consider in policies allowing recording of class 

lectures. 

 

–Disability Services Accommodation - Bargaining 

•Video/Audio Captured Lectures  

–May not be shared 

–May not be used against faculty or students 

–Protected under federal copyright laws 

–May not be published 

–Must be deleted when material no longer needed 

–Students sign release 

•MGL chapter 272, Section 99C 

–Cannot be done secretly 

 

OFFICE HOURS 

Full-time Faculty Office Hours 

1) All faculty are required to submit their preferred office hour schedule at the beginning of the semester and 

post their office hour schedule by the end of the first week of classes. 

2) Office hours are required on campus unless a faculty member is approved to hold office hours at an off 

campus instructional site. 

3) If a faculty member is assigned one (1) or more online course(s) as part of the faculty member’s day unit 

workload, the faculty member may, at the faculty member’s discretion, conduct one (1) weekly office hour 

online. Notwithstanding the above, faculty members may be allowed to conduct more than one office hour 

online upon the approval of the College President or President’s designee. The additional on-line office hour is 

discretionary. 

4) Faculty are required to maintain four (4) office hours per week over four (4) days unless a faculty member 

has a reduced instructional workload. 

5) For faculty with reduced instructional workloads, one (1) office hour is reduced for each three (3) credit hour 

course reduction.  This means that the number of days required for office hours is reduced by one (1) day for 

each office hour reduced. 

6) Faculty can advise students during their office hours. 

 

Adjunct Faculty Office Hours 

Adjunct faculty are not required to submit and/or post office hours under the day contract.  If you are a day/unit 

part time faculty member, then there is no requirement to post/ hold/provide office hours.   

 

If you have any questions, do not hesitate to contact me. 

 

Dennis Fitzgerald 

MCCC Grievance Coordinator 

170 Beach Road #52 

Salisbury, MA 01952 

 

email mcccfitzy@comcast.net 

tel   978-255-2798 

fax  978-255-2896 


