Policy on Unanticipated Class Cancellations

This policy addresses situations in which it becomes necessary for an instructor to cancel class due to an unanticipated absence from campus.  An unanticipated absence is one for which an instructor does not have an approved travel authorization on record or has not otherwise received permission from the department head (or appropriate supervisor) to be absent from teaching responsibilities.

Absent for the day 
If you will be absent from one day of teaching, call the appropriate program coordinator as soon as you know you will be absent. 
· for ENG 101 and 100 level courses: First Year Writing Program Coordinator at  firstyearwriting@ncsu.edu or 515-4108. 
· for graduate courses (500 level and above): Graduate Program Coordinator at  graduate-english@ncsu.edu or 515-4106. 
· for undergraduate courses (200 to 400 level): Undergraduate Program Coordinator at undergrad-english@ncsu.edu or 515-4110.

Provide your email contact and request that the program coordinator place a sign on your classrooms’ doors (for face-to-face or hybrid classes) that indicate the class that is cancelled, the dates that the class will be cancelled, and email contact information for the instructor.

[bookmark: _GoBack]Contact your students by email and let them know of the cancellation. In this email, provide any information about alterations to homework, exam, or reading schedules as necessary. Afterward, complete the Absence from Campus form (available on the Faculty Resources page of the English Department website).

Absent for more than one class period
If you will be absent from teaching for more than one consecutive class period, first contact the appropriate program coordinator to post a notice of the class cancellation (see previous section: Absent for the day) and then complete the Absence from Campus form (available on the Faculty Resources page of the English Department website) and contact the appropriate program director:

· for ENG 101 and 100 level courses: Director of First Year Writing at  firstyearwriting@ncsu.edu or 515-4160. 
· for graduate courses (500 level and above): Director of Graduate Programs at   graduate-english@ncsu.edu or 515-4107. 
· for undergraduate courses (200 to 400 level): Director of Undergraduate Programs at undergrad-english@ncsu.edu or 515-4112.

In consultation with the appropriate program director, you should create a plan for providing instruction in your classes during your absence. Options include locating a suitable substitute instructor or temporarily changing the delivery format of the courses to allow for remote or asynchronous instruction.  

Contact your students by email and let them know of any cancellations and inform them of the plan for instruction in your absence. In this email, provide any information about alterations to homework, exam, or reading schedules as necessary.


