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Definition: The purpose of this policy is to establish a statement of expectations regarding 
faculty availability to students. 

Authority: The President of the University. 

Scope: This policy sets forth guidelines developed to meet the need to be sensitive to the 
student's need for predictable and routine access to faculty assistance; the faculty 
member's need to manage a busy schedule; and, institutional and real constraints 
of space and time. 
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The following guidelines establish consistent expectations for CSUSM instructional 
faculty, with reference to the regular scheduling and holding of routine office hours and/or 
other arrangements that ensure instructor availability to students. These guidelines attempt 
to be sensitive to the student's need for predictable and routine access to faculty assistance; 
the faculty member's need to manage a busy schedule; the multiplicity of faculty roles, 
instructional modes, and instructional settings; and institutional and real constraints of 
space and time. In adopting these guidelines, the faculty and administration of CS USM 
affirm the pedagogical importance of instructor availability to students, through regularly 
scheduled office hours or other means. We also commit ourselves to providing the best 
possible support for faculty, so that office hours can be held by as many faculty as possible, 
as described in these guidelines. The one-on-one, face-to-face meeting, in the private 
setting of an instructor's office hours, remains the ideal standard for instructor availability 
to students, and every CSUSM faculty member should maintain regularly scheduled office 
hours, as outlined herein. 

II. FACULTY OFFICE HOURS AND AVAILABILITY TO STUDENTS 

Instructional faculty members at CSUSM are expected to adhere to the following 
guidelines, with regard to the scheduling and holding of office hours: 
1) Instructors teaching one or two classes, for a total on-campus assignment of 1-4 units*, 

should regularly schedule and hold at least one (1) hour of office hours per week (50-60 
minutes in duration). 

2) Instructors teaching two or three courses, for a total on-campus assignment of 5-8 
units*, should regularly schedule and hold at least two (2) hours of office hours per 
week. 

3) Instructors teaching three or more courses, for a total on-campus assignment of 9 units* 
or more, should regularly schedule and hold at least three (3) hours of office hours per 
week. 

4) No instructor should be required to schedule and hold more than three (3) hours of 
regularly scheduled office hours per week. 

5) Instructors may consider offering additional office hours by appointment, beyond those 
that are regularly scheduled. 

6) Office hour days, times, and locations should be included in the course syllabus. 
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7) Online instructors should consult the campus policy on Online Instruction, for guidance 
on office hours and other means of ensuring their availability to students. 

8) In cases of instructors teaching in non-traditional roles and/or in off-campus settings (in 
field or in service settings, perhaps as field or clinical supervisors), who therefore 
cannot feasibly hold scheduled office hours, such faculty should make themselves 
routinely accessible to students by appropriate available means and modes of 
communication, as determined by the nature of the instructional role and/or setting. 
Instructors should explore the use of communication technologies that provide 
mediated face-to-face communication, in place of or in addition to conventional, in
person office hours, especially in situations where the latter may not be provided for 
students, due to off-campus instructional settings, online instruction, etc. Just in case 
an individual faculty member finds it impractical to adhere to these guidelines, 
alternative arrangements should be made by agreement between the faculty member 
and the department chair or appropriate administrator. 

9) Departments are encouraged to clarify their own expectations and standards for office 
hours and instructor availability to students, in their RTP Standards. 

*Excluding supervision course assignments, which already stipulate student contact hours. 
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