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Part-Time Adjunct Faculty Teaching Directives
DePaul University’s Part-Time Adjunct Faculty Information Sheet, which is enclosed, out-lines part-time faculty responsibilities, university policies and procedures, including those related to compensation benefits, and employment parameters. 
In addition to those university requirements, all part-time adjunct faculty teaching for the School’s undergraduate programs are expected to follow the following teaching directives: 
1. Technology Access: The instructor must have reliable access to the Internet and e-mail, and access to computer hardware and software that meet the minimum requirements for using DePaul’s learning management system, Desire2Learn (D2L). If you are teaching an online class, your computer hardware and software must also meet or exceed the School’s minimum technical specifications. 
	
	Windows
	Macintosh

	Operating System
	Windows 10
	macOS 10.14 Mojave (or later)

	Processor Type
	Core i5 or i7 processor (or equivalent)
7th generation or higher

	Memory
	8 GB RAM (or greater)

	Hard Drive
	250 GB SSD (or greater)

	Devices
	Camera and Microphone



2. Communication with Students: Instructors are expected to conduct all e-mail communications regarding DePaul matters with the e-mail account that the University will establish for him/her. Instructors are expected to respond to student’s queries within 24 hours of receipt on weekdays and 48 hours over the weekend. 
3. Instructional Tools: Prior to teaching their first course, instructors are expected to learn how to use the tools in the course delivery platform(s). 
4. Instructional Methods: Instructors must adopt pedagogies effective for promoting students’ mastery of competencies and/or learning outcomes, using training courses and materials provide by the School and DePaul. Instructors are expected to participate in coaching, if available, when first teaching in the School, and to request assistance with problems from the School’s staff and administrators. 
5. Commitment to Quality: The instructor is expected to be committed to student learning and to engage in ongoing improvement of his or her teaching, including through observation of his or her teaching and through regular participation in faculty development activities sponsored by DePaul University and in assessment processes related to the improvement of the School’s programs. 
6. Assessments: The instructor is expected to assess learning and competence attainment of students enrolled in the course following the School’s Assessment Principles and utilizing the forms and formats provided by the School. The course should include a variety of assessments throughout the course’s progression. The instructor must submit grades online and complete School student assessment forms by the announced deadlines. 
7. Enrollment: The instructor is expected to ensure that only students officially enrolled in the course are permitted to participate, and to report any irregularities to administrators. 
8. Restriction on Costs, Services, and Promotion: The instructor is expected to refrain from charging students directly for materials or services related to the course, or using the course environment to promote products or recruit clients regarding non-DePaul related enterprises. 
9. Responding to Student Concerns: Refer students as follows: 
a. Registration: scpsadvising@depaul.edu 
b. Technical problems: TSC (Help Desk) at 312-362-8765 
c. Non-technical problems with an online course: scps@depaul.edu 
d. Academics: faculty mentors and/or academic advisors 
e. Financial or other challenges: DePaul Financial Aid or DePaul Dean of Students 
10. Policy on Student Work Retention: Faculty should follow the university policy in retaining and disposing of student work: http://rm.depaul.edu/Records/Coursework.aspx  
11. School and University Procedures: As a member of the part-time adjunct faculty body of DePaul University, you are expected to familiarize yourself and comply with all applicable School policies and procedures, in addition to DePaul’s. This includes information posted online: https://scps.depaul.edu/faculty-and-staff/faculty-resources/Pages/default.aspx .
For instructors teaching on-campus courses: 
A. Course Plans: The instructor is expected to understand the School’s approach to course development to plan courses that are designed to enable students to achieve specified learning outcomes and/or competencies. The instructor should use the School’s most recent Syllabus Template to develop his/her own syllabus including activities, materials, assignments, and assessments aligned with specified outcomes. The instructor is expected to provide his/her syllabus to the appropriate School staff by the deadline indicated. 
B. Course Materials: The instructor is expected to order textbooks and course materials through the online system at depaul.bncollege.com. If the instructor is using supplementary online tools/packets, it is the responsibility of the instructor to assure that these are coordinated with the bookstore for student purchase and access.
C. Course Review: If a course that the instructor teaches is selected by the School’s Teaching, Learning, and Assessment (TLA) Committee for review for the purpose of critical reflection and constructive feedback, the instructor is expected to participate in the review process. Full and timely participation, along with the outcomes of TLA’s review, will be instrumental in future scheduling decisions by the college. 
D. Instructional Hours: In four-credit courses, the instructor is expected to ensure he/she de-livers all thirty (30) hours of instruction during the quarter, spread over ten (10) weeks, and utilizes the 11th week (Finals Week) to supervise and/or collect all remaining deliverables (final exam, paper, etc.). In two-credit courses, the instructor is expected to ensure he/she delivers all fifteen (15) hours of instruction during the quarter; depending on the course schedule, either spread over five (5) weeks, utilizing the 6th week (Finals Week) per above; or over ten (10) weeks, utilizing the 11th week (Finals Week) per above. The instructor must not take the initiative to shorten the length of the class session, which must last three and a quarter (3.25) hours, including a 15-minute break period. 
E. Instructor Absences: If the instructor must miss a class, he/she is expected to notify all students enrolled in the course as soon as possible, via at least two communication modes such as D2L e-mail, telephone and/or text. He/she is also expected to immediately inform the staff of the campus where he/she teaches, first trying to reach the administrator, and then, if not successful, the campus desk attendant on duty. Thus, the instructor is expected to make every effort to ensure that a student does not come to campus only to find the class session was canceled.. If the instructor misses a class session, he/she is expected to utilize the Finals Week to make up for that class in a full 3-hour instruction session. Every class session that is missed by the instructor must be made up for, no exception. 
For instructors teaching online courses: 
Course Structure: Instructors will teach the online course using the course design and delivery platform provided by the School, and assist in assessing and monitoring the currency and accuracy of the course and any related materials. 
A. Required Role and Responsibilities: Instructors guide student learning by establishing timelines, entering due dates into the online course in appropriate tools, and regularly communicating with students using the online learning platform, email and other tools as needed. 
B. Availability to Students: The instructor is expected to be available and involved in his or her course on a daily basis. Should an emergency arise, the instructor is expected to notify the School administrator and/or staff immediately if he or she will be unavailable to students at any time during the course. 
C. Identification: The instructor will not identify himself/herself as the author of the online course, unless he or she is in fact the author, or unless expressly agreed otherwise. 
D. Consistent Delivery: The instructor is expected to teach the course as it appears in the learning management system. Should problems arise, the instructor must inform the School administrator and must not make any modifications to the course before receiving approval from the administrator. 
E. Oversight: The instructor acknowledges that the School administrators or staff may enter courses to address documented student or faculty problems, provided that the instructor is given prior notice. 
F. Ownership: The instructor will be the owner of any additional intellectual property developed independently to teach the course; however, the instructor has no right to use, reproduce, publicly display, make derivative works of, or modify the course. 
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