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ARTICLE 13 - WORK RESPONSIBILITIES 
 

1. Standard Teaching Load.  In Fall and Spring semesters, each full-time Faculty member 
shall teach a minimum of fifteen (15) contact hours per week per semester concurrent 
with a nine-month contractual status (Florida Statutes, § 1012.82).  In cases where course 
contact hours taught by a full-time Faculty member in a given semester are not a factor of 
fifteen (15), Faculty may be required to teach up to eighteen (18) contact hours.  

A standard teaching load may include evening assignments, online/hybrid course(s) 
and/or an independent study course(s). Where the needs of the program permit, the 
College shall limit evening and weekend assignments to one (1) section per week.  
However, this clause shall not prevent a Faculty member from accepting additional 
evening and/or weekend assignments.  

The standard teaching load may include all course modalities, with up to fifty percent 
(50%) being the online modality. Additional online course(s) may be granted with the 
approval of the Dean. Final approval of additional online courses is at the discretion of 
the Provost. 

Course contact hours will be calculated at a ratio of 1:1 when determining the standard 
teaching load. Each Faculty member shall normally work a nine-month contract, not to 
exceed 169 duty days during the Fall and Spring semesters (excluding state approved 
holidays). This is the standard Faculty contract length. 

Faculty in specific health-related programs and other academic programs which require 
the duties and responsibilities of full-time Faculty members may receive an extended 
contract if their work assignment is expected to exceed 169 days. 

2. Work Reassignments.  Reassignment is the temporary freeing of a Faculty member 
from teaching workload responsibilities to accomplish specific duties as required by the 
College.  Reassignments are created and granted at the discretion of the College.  

The College may initiate reassignment for a specified beginning and end time, for a 
clearly defined purpose and to accomplish measurable outcomes.  The purposes for 
reassignment include:  

A. Undertaking duties that are beyond the scope of Faculty’s regular work 
responsibilities; and,  

B. Doing work which is necessary to advance the larger goals and mission of 
the College which will not otherwise be accomplished through existing 
personnel working under current job descriptions. 

Faculty are under no obligation to accept these assignments.  

The College will also grant reassignment for the positions of Program Chair and Lead 
Faculty to provide Faculty leadership of programs and/or departments within academic 
divisions.  

The maximum reassignments per semester shall not exceed forty percent (40%) of the 
standard teaching load.  Reassignments and any exceptions to the maximum 
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reassignments requires the approval of the Vice President of Academic Affairs/Provost 
and appropriate Dean or Director at least sixty (60) days prior to the beginning date of 
such reassignment.  

3. Faculty Work Hours and Responsibilities. Faculty have non-teaching duty days that 
are included in their contract and are identified on the Academic Calendar.  Faculty who 
cannot be available for these non-teaching duty days must submit a leave request form to 
the appropriate Dean or Director.  Faculty will hold student support hours and must be 
present to perform other non-teaching, instructional duties including, but not limited to, 
advising students, attending to professional development activities, or participating in 
other departmental or College activities, even if classes are not held.  The standard 
contract for Librarians is twelve (12) months. The standard contract for Counselors is 
twelve (12) months. 
 
Faculty members may have teaching assignments both on and off campus, day and 
evening, and at times, on the weekends.  Faculty members are professionals whose jobs 
require forty (40) or more hours of professional services to the College each week over 
five (5) consecutive calendar days.  Prior to each academic year, full-time Faculty shall 
develop annual goals with their Deans.  These goals shall include all components of the 
Faculty member’s workload responsibilities. 

 
The components of Faculty workload responsibilities include: (a) instructional and 
student support hours – twenty-five (25) hours per week; (b) professional development – 
three (3) hours per week (on average); (c) College service – eight (8) hours per week (on 
average); and, (d) Faculty advising – four (4) hours/per week (on average). As 
professionals, Faculty are not required to “clock-in” for these duties and it is recognized 
that these are minimums and that many Faculty devote more time to College activities 
and responsibilities. All full-time Faculty members are required to maintain a minimum 
of 25 hours per week physical presence on the campus of TSC unless written approval for 
an alternative location is provided by the College as outlined in Article 16. 

A. Instructional and Student Support Hours. The College shall establish a course 
schedule which meets the needs of students. Deans, Program Chairs and/or 
Program Lead Faculty will work with Faculty members to fill scheduling 
requirements and establish individual schedules which meet the needs of the 
students. It is the responsibility of the College to assign Faculty members to teach 
courses in their respective academic disciplines at times and locations and/or in 
instructional formats which meet the needs of students. 
 
Faculty must provide for a total time of at least twenty-five (25) hours in an 
instructional capacity, being available to and working with students in the 
classroom, directing lab activities and through student support hours. These hours 
must be scheduled at times reasonably convenient for students and clearly 
designated as hours during which Faculty members shall be available for student 
appointments. Faculty members are to be available to students during classroom 
contact and on-campus student support hours. Student support hours may be 
adjusted for assignments during non-traditional academic terms (i.e., less than 
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sixteen (16) weeks), online/hybrid and clinical courses to meet student needs.  
Any adjustments must be pre-approved by the Faculty member’s Dean. 

Student support hours denote regularly scheduled time periods during which 
Faculty shall be available for one-on-one consultations with students outside of a 
classroom setting, to provide instructional program related or similar academic 
assistance to students as needed. 

i. Student support hours shall be scheduled on campus in the Faculty 
member’s office. Faculty members may use a classroom or other 
appropriate campus locations (e.g., clinical settings). The availability and 
location of student support hours must be mutually agreed upon and 
approved by the Dean, and provided in writing to the Faculty member’s 
students and Dean and posted in the College’s Learning Management 
System by the end of the first week of class. 

ii. Each Faculty member shall publish and maintain a total of ten (10) student 
support hours per week during each semester of the academic year. 

(a) At least five (5) of these student support hours shall be scheduled 
in minimum increments of thirty (30) consecutive minutes over a 
period of not less than five (5) days. Classrooms shall not be the 
primary location for student support hours. Classrooms may only 
be used for this purpose if the Faculty member is assigned to that 
classroom immediately before and after the student support hours, 
and only if the classroom is not needed for class scheduling. 

(b) Faculty teaching online classes may schedule one (1) student 
support hour online for each class taught online. Online student 
support hours must be scheduled (consistent day and time) and a 
College approved platform such as Zoom, InSpace, or Teams must 
be used to conduct the student support hour. The link to the 
platform must be listed on the teaching schedule and on the 
syllabus. Faculty should be located on campus for the online 
student support hour. However, a written request to conduct the 
student support hour in an alternative location may be requested in 
accordance with Article 16. In the event the Faculty member’s 
entire program and/or load is comprised of online courses, the 
Faculty member shall be permitted to schedule a maximum of fifty 
percent (50%) of student support hours online. 

(c) Faculty whose instructional assignments include Health Sciences 
for which clinical or field experiences are required of participating 
students shall be permitted to schedule a maximum of fifty percent 
(50%) or five (5) of their required student support hours at the 
clinical or field site, in addition to their required clinical instruction 
hours. 
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(d) Faculty shall be available to students during normal College 
business hours and by appointment. 

(e) If Faculty members cannot meet their established student support 
hours, they must post notice to students within the College’s 
Learning Management System and at their office location.  In 
addition, a copy is to be sent to the Dean confirming student 
support hours have been cancelled during the week. Any 
cancellations of student support hours require make-up hours for 
the student time missed, or the Faculty member must take an 
equivalent amount of personal leave. 

(f) Due to contact hour variation among disciplines, some Faculty 
members may be required to teach beyond fifteen (15) contact 
hours to meet their teaching load.  In such cases, Faculty members 
whose normal teaching load exceeds fifteen (15) contact hours, but 
who teach less than five (5) classes shall reduce up to five (5) 
student support hours to compensate for each hour taught over 
fifteen (15). 

(g) In emergencies or other unusual circumstances, the Vice President 
of Academic Affairs/Provost or his/her designee may approve 
exceptions to the published schedules for individual Faculty 
members.  

B. Professional Development. Faculty members are expected to remain current in 
their respective fields to include teaching and learning, and are expected to 
participate in ongoing professional development on campus and in other venues.  
College funding for professional development may be available and is not 
guaranteed.  The general guidelines for Faculty professional development are as 
follows: 

i. Faculty will identify professional development/training needs at the start 
of each academic year.  Since it may not always be possible to identify 
needs at one particular time of the year, Faculty members are encouraged 
to notify their Dean as soon as they become aware of professional 
development/training opportunities to consider.  

(a) The common deadline for submitting professional development 
requests shall be established by the Vice President of Academic 
Affairs/Provost’s office each academic year. 

(b) All travel requests must be submitted for approval at least eight (8) 
weeks prior to the event when possible. Spend Authorizations shall 
be submitted within two (2) weeks of approval. 

ii. Professional development funds may be used to promote focused 
initiatives and help meet the strategic goals and objectives of Academic 
Affairs and the College.  These funds cannot be used for purposes other 
than expenses associated with professional development activities.  
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iii. Full-time Faculty may apply for professional development funds through 
their Dean. Pre-approval for any professional development activity is 
required by the Faculty member’s Dean and Vice President of Academic 
Affairs/Provost if appropriate.  All travel plans associated with 
professional development and training opportunities are to be discussed 
with the Faculty member’s Dean prior to submission of any paperwork. 

iv. The Vice President of Academic Affairs/Provost approves all professional 
development involving out-of-state travel prior to registration for the 
activity or incurring any travel-related expenses. 

v. The availability and quantity of professional development funds may vary 
due to limitations in the College budget. Consequently, Faculty members 
are advised that requests for activities may be partially funded, limited to 
one (1) activity per year or possibly denied.  Professional development 
opportunities at the Division level will be funded for events that have 
direct and measurable impact on campus goals/initiatives, strategic 
objectives and/or student success and completion. Additional cost, beyond 
that which is approved is the responsibility of the requester. 

 

C. College Service. 

i. Faculty shall participate in departmental and College-wide activities 
including, but not limited to, advising registered student organizations, 
participating in Faculty In-Service, and participating in College initiatives. 

ii. Faculty shall attend College commencement and/or pinning ceremonies, 
as appropriate each year.  

iii. Faculty are to perform any other duties required to fulfill their 
instructional, contractual and/or programmatic obligations as delineated 
elsewhere in this Agreement.  

iv. Faculty shall commit to continuous improvement of teaching and student 
support, and will assist the College with programmatic, local, state and 
federal compliance. Faculty members will encourage students to 
participate in student evaluations of instruction and review results with the 
supervising Dean each academic year. 

D. Faculty to Student Engagement. Faculty will fully participate in the Pathways to 
Persistence (P2P) process in a diligent and timely manner. 

4. Summer Teaching Assignments.  Summer teaching assignments are based upon need. 
There is no guarantee of teaching assignments during Summer term. To be considered, 
Faculty must submit a request to the Dean by the published deadline. Faculty Summer 
teaching assignments shall be awarded to the best qualified candidate based upon several 
factors including credentials, academic experience, work experience, student success, 
retention and completion rates. 
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The maximum contact hours taught during Summer terms shall not exceed fifteen (15) 
(or two hundred twenty-five (225) clock hours). In addition, Summer teaching shall not 
exceed ten (10) credit hours for any one (1) Summer session, or four (4) credit hours 
during the F session. The Provost reserves the right to approve exceeding these limits 
based on student and/or College needs.   

Faculty who are teaching during the Summer sessions shall be required to have two (2) 
student support hours for each course taught. The requirements of section 3 of this 
Article, Faculty Work Hours and Responsibilities, apply to student support hours and 
instructional hours during the Summer term. 

5. Alternate Instructional Modalities. 

A. Honor Modules. Faculty must become certified to teach honors courses and 
honors modules. The certification process consists of Faculty completing 
approved College workshops and agreeing to participate in ongoing activities.  
The agenda and length of the certification training will be determined by the 
Provost in collaboration with UFF-TSC. The following process will be used to 
select the Faculty: 

i. Only Honors certified faculty may submit a course proposal to the Honors 
Council. 

ii. The Honors Council will review all proposals and a make a 
recommendation to the Associate Vice President for Academic Affairs. 

iii. The Associate Vice President for Academic Affairs will make the final 
selection and determine the course release date in consultation with the 
Dean. 

In cases of student and/or programmatic needs, Faculty may be selected by the 
Associate Vice President for Academic Affairs in consultation with the Dean.  
The Associate Vice President for Academic Affairs’ decision is final. 

Honors courses contact hours will be calculated at a ratio of 1:1 when determining 
the standard teaching load.   

B. Directed Independent Study (DIS). To support student progression and 
completion, Faculty may be requested and/or selected to teach a course as DIS 
aligned with their academic preparation and other variables to include but not 
limited to student success rates, retention and availability.  The Provost shall have 
final approval. 

6. Meeting Course Load Requirements.  At times, Faculty members may not be able to 
meet their course load requirements.  When Faculty do not meet course load obligations, 
the Dean may:  (a) create a course load plan comprised of approved work equivalent to 
the course(s)/contact hours needed for the Faculty member to make his/her load; (b) 
extend the course load obligation to the next semester, if feasible and appropriate; (c) 
assign Faculty to teach course(s) in another discipline or area of need, if qualified; or, (d) 
recommend elimination of the position pursuant to a reduction in force.  The Dean will 
document course load amendments on Course Load Revision Form which shall be 
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provided to the Vice President of Academic Affairs/Provost for approval.  

7. Additional Teaching Faculty Responsibilities. 

A. Attendance. To comply with Federal Financial Aid requirements, attendance will 
be taken during the first two (2) weeks of class, after the sixty percent (60%) point 
in the term for a duration of one (1) week, and during the final week of class.  The 
specific date ranges that correspond with these times will be provided by the 
Director of Financial Aid for each term and session and communicated to Faculty.  
Daily attendance may be maintained at the discretion of the Faculty member or at 
the direction of the Faculty member’s Dean.  

For online classes, the following U.S. Department of Education Guidelines for 
academic attendance shall be used:  

i. An academic assignment submission may be counted as attending. 

ii. Taking an examination, interactive tutorial, or a computer-based 
instruction may be counted as attending. 

iii. Participating in an online discussion that is academically-related may be 
counted as attending. 

iv. Interacting online with Faculty about subject matter or to ask course-
related questions may be counted as attending. 

B. Student Grades and Academic Progress. Faculty shall keep students informed 
of their academic progress on a regular basis throughout the term or academic 
session. 

Faculty shall post within the Learning Management System student grades at 
three (3) critical points during Fall and Spring semesters: 

i. By the fourth (4th) week of the term; 

ii. At mid-term.  For students making below a “C” at this time, Faculty shall 
advise the student and/or refer the student to appropriate College 
resources; and, 

iii. Prior to the official withdrawal date for the course. 

Faculty teaching during Summer term will post mid-term grades for each student 
per the timelines of that session. 

Faculty are prohibited from publicly posting student names, student identification 
numbers and grades with respect to performance or conduct in a course. 

Faculty must retain records of final grades and last date of attendance for 
withdrawn students for a minimum of three (3) years.  Faculty are required to 
keep the final examination papers on file for one (1) year. 
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Faculty are required to offer final examinations and or final projects to all credit 
students (except those taking course work for audit) during the scheduled final 
examination period. 

C. Faculty Withdrawal of Students. Faculty members may recommend to the Dean 
the administrative withdrawal of student(s) based on excessive absences as 
published and defined in the Faculty member’s syllabus.  Administrative 
withdrawals must be applied fairly and equally to all students in a Faculty 
member’s class.  An administrative withdrawal may be recommended by the 
Faculty member until the official deadline for withdrawal each semester or 
session.  Administrative withdrawals shall be reviewed by the Dean and may be 
approved. 

8. Extra Teaching Assignments.  Extra teaching assignments are not guaranteed and shall 
be granted at the discretion of the College. This additional teaching assignment is beyond 
the Faculty member’s base contractual teaching load and is not granted until the teaching 
workload and workweek obligations, as defined in sections 1 and 3 of this Article, are 
met. Faculty will be compensated according to Article 23 Wages of this Agreement. An 
extra teaching assignment requires two (2) additional student support hours per week. 

Extra teaching assignments within a discipline shall be assigned by the Dean.  In making 
assignments, the Dean shall consider the best qualified candidate based upon several 
factors including credentials, academic experience, work experience, student success, 
retention and completion rates in determining whether to approve assignments.  

Any Faculty member who desires an extra teaching assignment should submit a written 
request (email shall suffice) to the Dean during the development of the course schedule or 
sixty (60) days in advance of class start. All extra teaching assignment requests are 
subject to approval of the Vice President of Academic Affairs/Provost.  

Librarians and Counselors are eligible to teach as an adjunct at the extra assignment rate 
if they are qualified for the teaching assignment and provided that the teaching 
assignment does not interfere with the Librarian’s or Counselor’s regular duties. 

9. Final Exam Week.  Faculty members are to be accessible and responsive to students to 
support their academic success and progression. As such, Faculty are expected to be 
available to students during final exam week. Faculty may adjust their student support 
hours during this week to ensure availability to students and support end of semester 
grading requirements as follows: 
 

A. Faculty are to post student support hours for final exam week at their office 
location and in the College’s Learning Management System. 

B. Faculty are to post a minimum of ten (10) student support hours over a three (3) 
day period during final exam week for the Fall and Spring semesters.   

C. During Summer semesters, Faculty members are to post two (2) student support 
hours for each course taught.  Specific hours will be determined in consultation 
with the Dean to meet student needs.  
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D. Out of office responses are not to be posted until the contractual period is 
complete. 

E. Fifty (50%) percent of the student support hours conducted during final exam 
week may be conducted at an alternative location according to Section 3. 

10. Librarians and Counselors.  Librarians and Counselors shall adhere to a minimum of a 
forty (40) hour work week scheduled as appropriate in accordance with the contract 
length approved by the Board of Trustees. 

A. Librarians (40 hours per week). Full-time Librarians shall work forty (40) hours 
per week on College activities.  Up to five (5) hours per week may be used for 
College service/professional development, as approved by the appropriate 
Administrator.  Professional activities in which Librarians participate during the 
remaining hours will be determined during conferences with the appropriate 
Administrator and evaluated annually.  Work schedules, goals, special projects 
and events shall be developed by the Librarian in collaboration with and approved 
by the supervising Administrator to ensure that adequate coverage is provided to 
meet student needs.  Librarians may teach classes when approved by the Provost.  

i. The primary responsibilities of a Librarian include but are not limited to 
library science/information, literacy curriculum and maintaining the 
professional integrity of content, collections and services of academic 
libraries. 

ii. Librarians are responsible for providing instruction and general student 
assistance in the use of print and online library resources as well as in the 
creation of new tools to enhance access to information to promote 
information literacy.  Instruction includes, but is not limited to, reference 
desk assistance, seminars, workshops, online tutorials, portions of 
College-sponsored conferences or in-service opportunities as assigned by 
the supervising Administrator.  Services will often be required at the 
reference desk, by phone or email and through in-person consultation. 

iii. Scheduled duties as assigned by the appropriate supervising Administrator 
are priority, and any changes must be approved by the supervising 
Administrator. 

iv. Librarians are eligible to teach extra course teaching assignments if they 
are qualified for the teaching assignment and provided that the teaching 
assignment does not interfere with the Librarian’s regular duties.  All 
teaching assignments including, but not limited to, embedded teaching 
assignments and credit courses are reviewed with and approved by the 
supervising Administrator.   

v. Librarians are responsible for ensuring library services are provided to 
meet the needs of students. 

vi. Librarians must participate in learning experiences by providing group 
and individual instruction outside of class in support of the curriculum and 
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co-curriculum, assessing the impact thereof and evaluating services. 

B. Counselors (40 hours per week). Full-time Counselors shall work forty (40) 
hours per week on College activities.  Up to five (5) hours per week may be used 
for College service/professional development, as approved by the appropriate 
Administrator.  Professional activities in which Counselors participate during the 
remaining hours will be determined during conferences with the appropriate 
Administrator and evaluated annually.  Annual schedules shall be developed by 
the Counselor in collaboration with and approved by the appropriate 
Administrator to ensure that adequate coverage is provided to meet student needs. 
Counselors may teach classes when approved by the Provost. 

i. The primary responsibility of Counselors is to engage in activities directly 
related to counseling.  To comply with all applicable accrediting agencies, 
each Counselor must satisfy the minimum certification requirements 
established by those agencies.  

ii. Counselors may teach all or part of a course as part of their contractual 
duties. Such teaching assignments and/or preparation shall not interfere 
with the scheduling of any of the Counselor’s professional duties as 
assigned by the supervising Administrator. 

 
 
 
 




