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Policy Statement: 
 

Faculty responsibilities 

Marian University does not wish to impose a rigid body of codified rules upon faculty members. The 
university does, however, have certain legitimate expectations concerning the conduct of professional 
academics. The following statements outline in a general way the obligations incumbent on faculty 
members of Marian University. A faculty member's primary responsibility lies in the area of educating 
students. However, there is also a responsibility to give continued application of time and talents to 
improve one's education and teaching, to seek professional achievement in one's discipline, to support a 
liberal arts education, and to support the mission of Marian University.  

Adherence to University Regulations 

An organization can operate effectively and consistently only if it has policies and rules to guide it and its 
members. Each faculty member has a responsibility to know these regulations and to make every 
reasonable effort to adhere to them. If questions of interpretation arise, clarification should be sought 
from the chairperson or Dean of the school, the Faculty Senate Executive Committee, or the Chief 
Academic Officer. The material in this Faculty Handbook represents an attempt to summarize those 
current regulations pertaining directly to the faculty. Any new or amended policies developed between 
this edition of Faculty Handbook and its next revision will be approved by the Faculty Senate, 
Administration and the Board of Trustees. Changes will be disseminated in writing to the University 
Community.  

Principal Occupation 

A faculty member is appointed with the expectation that she/he will be principally occupied with the 
academic growth and development of students during the academic year. Teaching will normally be the 
primary concern and occupation. Direction of individual learning projects is encouraged, but not to the 
detriment of the classroom teaching, student advising and governance duties.  

 

 



 
Course Offerings and Content 

All course offerings should be in accord with the general requirements of Marian University, the needs of 
the academic division majors, and the needs of the student body. Each instructor is responsible for 
planning and presenting the assigned course material; establishing course objectives and requirements and 
making them known to students; selecting and ordering texts and supplemental materials; preparing, 
administering, and grading papers and examinations; and assigning grades  

Absences 

Faculty members are expected to meet their classes punctually. If a faculty member is unable to meet a 
class, notification should be given the dean and the secretary of the academic school. Extended absences 
of five days or more should be approved by the Dean of the school.  

Office hours 

Faculty members are required to maintain regular office hours. While the University does not specify the 
number of hours per week during which a faculty member must be available to students, it expects that 
the number of hours be adequate with reference to the number of students assigned to the faculty member 
for academic advising and to the number of students in her/his class(es). The Department Chair or 
Program Director or Dean of the school and/or the Chief Academic Officer may request a faculty member 
to increase her/his office hours if a need arises. 

      Procedure 

1. During the first class meetings, faculty members will announce his/her regular office hours. 
2. Faculty member will submit a copy of their office hours to the Dean of their school.  The dean of 

the school will prepare and maintain a master list of faculty office hours of faculty within their 
respective school available for reference. 

3. Faculty members are required to inform their students and the dean of their school of any 
permanent changes in their regular office hours. 

4. On occasions that a faculty member is unable to hold office hours, the Dean is to be informed. 
For anticipated absences, faculty members should post a notice on their office doors. The Dean’s 
office will post notices regarding unanticipated absences. 

 

Student Advising 

Since the fundamental objective of Marian University is to assist students to develop their interests in 
order to reach their full personal and professional potential, the University emphasizes the role of its 
faculty in the advising of students.  

Guidelines for Student Advising 

Although there are other offices that provide specialized counseling, such as the Counseling and Career 
Center and Campus Ministry to which the student may be directed for professional and personal 
assistance, the faculty member has a special and unique mentorship role that may take these forms: 

a. Advising of the student with regard to the student’s work in classes taught by the faculty member; 
b. Serving as program advisor in the student's major area to assist the student in setting academic 

goals, and to help insure that University and school requirements are met and understood by the 



 
student, and that electives are planned to coincide with the student's personal and career 
objectives; 

c. Recognizing when the student needs professional assistance with problems of a personal nature or 
resulting from academic skill deficiencies and directing the student to the appropriate office or 
person from whom such assistance is available.  

 

The faculty member is not authorized to make representations or commitments on behalf of the 
University that are contrary to or not supported by authorized University policies, regulations or 
procedures.  

Governance 

Faculty members share responsibility for the governance of the University and are expected to regularly 
attend academic school (or library) and Faculty Senate meetings. Faculty should be available to serve on 
school and University committees.  

Service to the University Community 

Faculty are encouraged to participate in on-campus community service including summer registration of 
freshman students, involvement in University testing programs, and emergency teaching or proctoring 
duties. Faculty are required to take part in major academic events such as commencement and University 
convocations.  

Academic Cooperation 

While members of the faculty have a primary responsibility to their own department, they are also 
members of the larger collegial community and should, therefore, make a sincere effort to work 
cooperatively with members of other academic divisions.  

Deadlines 

Each faculty member is responsible for meeting the appropriate deadlines established by the Chief 
Academic Officer, the Office of the Registrar, and the Campus Bookstore. 

 


