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DESCRIPTION:   Instructors are required to post their timetable/office hours for each semester outside their office for students to contact them, and also provide a copy to the Department Assistant (DA) for student enquiries.
STEPS:

1. DA sends timetable/office hour template via email requesting instructor timetable/office hours during the first week of the start of the semester with a deadline date (2 weeks from request date) to return.

2. Once instructor has completed their timetable/office hour template, they can either submit to DA electronically via email or print off a hard copy.
3.   
DA files hard copy in Department Procedures Binder under “Instructor Office Hours”.
REFERENCES:

1. “Instructor Timetable” template found under fieldbase “H” drive:

H:Math&Scie\S&T\Faculty\Instructor Timetable Template
ATTACHMENTS:

1. “Instructor Timetable” template
