
 

 

Dietrich School of Arts and Sciences Faculty Office Hours Guidelines 

The Kenneth P. Dietrich School of Arts and Sciences is dedicated to providing students with 

meaningful, equitable, and prompt access to their instructors outside of scheduled classes. 

Regular faculty office hours are a key part of effective teaching, academic mentorship, and 

student support, and they are vital for encouraging student success, retention, and engagement. 

Office hours must be listed on course syllabi and in the learning management system, and they 

should be scheduled in a way that allows students to plan their academic and advising needs 

effectively. Office hours can be held in person, virtually, or through a combination of formats, 

depending on course modality and unit-level practice, as long as students have reliable and 

meaningful access to their instructors.  

As part of teaching effort, all faculty members teaching undergraduate or graduate courses are 

expected to hold regular, predictable, and clearly communicated office hours during the 

instructional weeks of the academic term. Office hours may be drop in, or faculty might ask 

students to sign up in advance for set hours. While instructional practices, class sizes, and 

patterns of student needs vary widely across disciplines, the Dietrich School requires a minimum 

of one set office hour per week while classes are in session. Faculty may consider increasing the 

number of scheduled hours they offer to minimize scheduling requests for additional meeting 

timings, particularly when they are teaching two or more courses or anticipate high demand.  

Departments and programs may create additional written office hour guidelines that align with 

disciplinary norms, modes of instruction, enrollment trends, and pedagogical approaches. 

Departments and programs can also set different or proportional expectations for tenure-track 

faculty, appointment-stream faculty, and part-time or adjunct instructors, in line with their 

workload and instructional duties. Individual exceptions to a unit’s stated guidelines may be 

approved by the unit head. These guidelines are intended to ensure meaningful faculty 

availability that supports student learning while fitting the nature of the unit’s curriculum. 

Regardless of the unit's model, office hours must be scheduled at consistent times when students 

can seek help. These hours cannot be fulfilled only through “by appointment” availability, except 

in the case of graduate seminars. Faculty should also clarify in writing for students that “by 

appointment” means they may email the instructor to set up an alternative meeting time during 

faculty working hours and outside regularly scheduled office hours if necessary. Faculty are also 

expected to offer reasonable opportunities for students to meet outside posted hours when 

conflicts arise or additional support is needed. If scheduled office hours are canceled, faculty are 

responsible for informing students and providing alternative arrangements. 

Unit-level office hours guidelines are subject to review by the Dean’s Office to ensure they align 

with the School’s commitment to student access, instructional quality, and equitable support 

across programs and modalities. 
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