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POLICY PURPOSE 
 
As a student-centered university, Concordia has built its reputation offering a personalized approach in 
the areas of teaching, support, and advising.  As faculty, this value is affirmed by ensuring students 
have consistent scheduled opportunities to meet individually with course instructors.  The purpose of 
office hours is to provide opportunities for student-faculty interaction outside the formal classroom 
instruction, when students can consult with their instructors on various course questions. 
 
In recommending a policy the following were considered: 
 

 The need for students to have reasonable access to faculty/instructors outside of regular class time.    
 

 The need to be respectful of faculty/instructor workload. 
 

 The need to abide by Section 8.5.3 of the Collective Agreement (for full-time faculty). 
 

o “Teaching responsibilities shall also include maintenance of regular, posted office hours at 
times of ready access for students, colleagues, non-academic service employees of the 
institution and administrative officers; …” 

 

 The need to account for the large variation in class sizes at Concordia, especially in cases of very 
small classes where set and/or rigid office hours would be unlikely to meet the needs of students or 
be an efficient use of instructor/faculty time. 
 

 The need to address the growing number of courses delivered in on-line (or alternative) fashion. 
 
POLICY 
 
1. Faculty office hours are to be included in the course syllabus. 
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2. Faculty office hours are to be posted in locations appropriate to the course such as the office door 
and/or on-line (Department/faculty website and/or CCMS). 

 
3. Designated office hours are dependent on enrolment and method of course delivery:  

 

 For regular enrollment classes (10 or more students) a minimum of 1 on-campus office hour per 
3 hours of lecture or laboratory. 

 For low enrollment classes (9 or fewer students) the choice of 1 on-campus office hour per 3 
hours of lecture or a stated open-door (drop-in) policy or a stated policy of consultation by 
appointment. 

 When evening courses are part of an instructor’s assignment, one on-campus office hour should 
be scheduled in the evening, normally the hour before the class begins. 

 For alternative delivery courses, typical in-person office hours may not be effective for the 
student contact.  Instructors are encouraged to develop mechanisms for individual student 
interaction that are best accommodated by the format of the course and must share the means 
for individual contact with the students through the syllabus.  As examples, this may include 
designating specific hours in the week when students will be guaranteed  return emails (similar 
to office hours on-line), defining a minimum response time for responses to emails or phone 
calls, or designating times when direct phone availability is an option. 

 
Instructors, at their discretion, may wish to provide additional office hours. 

 
4. Student-instructor interaction during office hours may take place in the form of face-to-face 

meetings, electronic interactions (ex. email, CCMS) or telephone conversations. 
 
5. Office hours should be chosen as to maximize student accessibility. 
 
6. Instructors teaching multiple courses with multiple office hours have the option of making posted 

office hours available to all students regardless of course or assigning specific office hours to 
specific courses.   

 
7. If an instructor is not able to be present during their scheduled office hours the instructor should 

make reasonable efforts to inform students (ex. CCMS notification) ahead of time.  
 
8. In additional to the regular scheduled office hours instructors/faculty should make reasonable 

attempts to be available for consultation by appointment at a time mutual to the student and to the 
instructor/faculty member.  This may include phone and/or electronic (ex. email, CCMS) 
discussions. 

 
9. Normal office hours are to be maintained until the completion of the final examination period.  If a 

final examination conflicts with a posted office hour, an alternative hour should be posted for that 
week. 

 
AUTHORITIES AND OFFICERS 
 
A list of authorities and officers for the policy: 

 
a. Approving Authority: UAC 2013 
b. Designated Executive Officer: Vice-President Academic 
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c. Procedural Authority: Deans of Faculty 
d. Procedural Officer: Deans of Faculty 

 
RELATED LEGISLATION 
 
RELATED POLICIES AND DOCUMENTS 
 
 
 
 


