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Class Cancellation Policy

To:
CU/VŠM Faculty

Fr:
David Griffin, Academic Affairs Dean for Central Europe


Dr. Branislav Lichardus, Rector of VŠM 

Re:
Class Cancellation Policy

Da:
September 2007
As you know, we are obligated to provide the contact hours our students have paid for and expect: 50 academic hours in the IEP, Bc., BSBA, and Mgr. programs, and 30 in the MBA program. The City University of Seattle Faculty Handbook states that faculty must: 

· teach for the proper contact hours

· cover planned absences from class

It goes without stating that you should immediately notify your academic supervisor, preferably in writing, that you will be unable to attend a class session. This will allow your supervisor the opportunity to post a sign so your students are not waiting endlessly for you to appear.  

Please follow these guidelines in dealing with unavoidable absences from the classroom:

· In case of illness, please do not come around if you are sick - you will only give whatever you have to the rest of us!  However, at the first available opportunity, please let your supervisor know your plan to make up missed contact hours.

· In case you have some pressing personal business and need to rearrange your teaching schedule, please do so well in advance with the cooperation of your supervisor. You will be expected to provide a plan to cover the missed classes (which may include having another instructor “cover” for you with your lesson plans, rescheduling class meeting times, or extending future class sessions).

· In case of unforeseeable circumstances, please let your supervisor know immediately. Again, you are expected to provide a plan to cover the missed classes.

Finally, in the interest of maintaining academic integrity, we must endeavor to meet student expectations for instructor presence in the classroom. If you have the good fortune not to be sick or miss class for any reason, your record will be appreciated and will serve as an example for all of us!

