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POLICY STATEMENT  
Central Ohio Technical College’s Faculty Workload policy establishes standards for faculty workloads for full-time and 
part-time faculty. All faculty are expected to meet their workload obligations as defined in this policy. Failure to comply 
with the policy requirements may result in corrective action, up to and including termination. Termination action under 
this policy requires approval of the Board of Trustees.  

 
Purpose of the Policy  
This policy outlines faculty workload requirements, consistent with the college’s mission and objectives, and aligns with 
ORC 3345.45, which seeks to support and recognize faculty contributions while ensuring consistent, efficient, and 
effective deployment and monitoring of faculty workloads. 
 
Definitions  
 

Term Definition 

Credit hour As defined in the Code of Federal Regulations (34 CFR § 600.2), an amount of work represented in 
intended learning outcomes and verified by evidence of student achievement that is an institutionally 
established equivalency that reasonably approximates not less than: 
(1) One hour of classroom or direct faculty instruction and a minimum of two hours of out-of-class 
student work each week for approximately fifteen weeks for one semester or trimester hour of credit, or 
ten to twelve weeks for one-quarter hour of credit, or the equivalent amount of work over a different 
amount of time; or 
(2) At least an equivalent amount of work as required in paragraph (1) of this definition for other 
academic activities as established by the institution, including laboratory work, internships, practica, 
studio work, and other academic work leading to the award of credit hours. 

Full-time faculty Contracted to provide teaching, teaching-related activities, service, and professional development on 
either a nine-month or 12-month contract. 

Part-time faculty Contracted to teach on a course-by-course basis. 

 
Policy Details  

 
I. Full-Time Faculty 

A. Scheduled Hours 
1. Each faculty member shall serve the college forty (40) hours per week of the official college calendar for 

which the faculty member is contracted. 
a. In addition to scheduled class and office hours, the faculty member is expected to spend the 

remainder of the forty (40) hours meeting the duties and obligations of the position description found 
in the Agreement between COTC and the United Faculty/COTC, AFT/OFT. 

b. A faculty member shall not be assigned duties that are in conflict with one another. Should 
assignments conflict, the faculty member and the assigning authorities shall, after consultation, 
determine which assignment shall take preference. If the assigning authorities and the faculty member 
cannot agree, the assignment shall be made by the appropriate administrator. 

c. Where the college assigns such duties at times conflicting with office hours, the faculty member shall 
not be required to reschedule the office hours affected. 
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2. A faculty member shall not teach more than four (4) consecutive hours without a thirty (30) minute break. 
Exceptions shall be made upon consultation between the designated administrator and the faculty 
member. 

3. A faculty member who teaches Saturday and Sunday on a regular basis shall receive two (2) consecutive 
non-workdays during the following week. A faculty member who teaches one (1) day of the weekend 
shall have two (2) consecutive non-workdays, which shall include one (1) week-end day plus one (1) 
workday. 

4. All full-time faculty are on contract for the full academic year. However, full-time faculty are not required 
to be on-campus during breaks between semesters and during Spring Break. Twelve-month faculty may 
submit a request(s) to work up to 10 weekdays during the break periods during each academic year and 
when the college is open for business in exchange for time off during the academic terms. Requests for 
alternate scheduling must be in writing and must include a plan for covering classes during the requested 
period. Requests must be made in full-day increments. Requests must be submitted with reasonable notice 
and are subject to the review and approval of the appropriate administrator. The decision of the 
administrator is final and not subject to the grievance procedure. 
 

B. Office Hours 
1. For one to twenty (1-20) hours of load (both teaching and non-teaching), a minimum of six (6) office 

hours shall be posted and made available to students each week. At least two (2) of the six (6) hours must 
be face-to-face/in-person. Faculty members who are teaching all (100%) of their courses in an online 
format may conduct all six (6) office hours virtually. Office hours should be scheduled at times that are 
convenient for students (including, where applicable, appropriate consideration of evening students and 
the location of classes being taught). Office hours may be held at any campus facility. 

2. If the faculty member’s teaching load is greater than 20 hours, additional office hours are required each 
week as follows: 
a. 21-24 teaching hours = One (1) additional office hour per week 
b. 25 or more teaching hours = Two (2) additional hours per week 

 
C. Teaching Load 

1. Each faculty member shall be scheduled with a normal teaching load or compensated for overload 
assignments. 

2. Teaching load shall be defined as: 
a. both on-campus and off-campus assigned class lecture; 
b. both on-campus and off-campus assigned laboratories; 
c. both on-campus and off-campus clinical labs; 
d. practicum experience, internship, and directed practice; and 
e. distance learning. 

3. Faculty are expected to devote at least 80 percent of their total workload to teaching-related activities. 
Normal teaching load (80%) shall be defined as sixteen (16) to twenty (20) contact hours per week each 
semester for a total of: 
a. Thirty-six (36) contact hours per contract year for a faculty member employed on a nine-month 

contract, OR 
b. Fifty-four (54) contact hours per contract year for a faculty member employed on a 12-month 

contract. 
4. Contact hours to credit hours are calculated using the following criteria: 

a. One lecture hour equals one credit hour which equals one contact hour. 
b. Two laboratory hours (with out-of-class work) equal one (1) credit hour which equals two (2) contact 

hours, or three laboratory hours (without out-of-class work) equals one (1) credit hour which equals 
three (3) contact hours. 

c. Clinical, directed practice, practicum, co-op, internship, and field experience: 
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1) ADN and LPN - Three (3) clinical hours equal one (1) credit hour which equals three (3) contact 
hours.  

2) BSN and HLT – Four (4) practicum (HLT) or practicum/clinical (BSN) hours equal one (1) credit 
hour which equals four (4) contact hours.  

3) DMS – Five (5) directed practice hours equal one credit hour which equals five (5) contact hours. 
4) RESP and ECE – Six (6) practicum (RESP & ECE) or field experience (ECE) hours equal one 

credit hour which equals six (6) contact hours. 
5) DMD, CIT, and LET – Seven (7) internship/practicum hours equal one (1) credit hour which 

equals seven (7) contact hours. 
6) SWA and ENGR– Ten (10) practicum (SWA) or co-op (ENGR) hours equal one (1) credit hour 

which equals ten (10) contact hours. 
7) ACCT – Twelve (12) field experience hours equals one (1) credit hour which equals twelve (12) 

contact hours. 
8) RAD – Twelve (12) to sixteen (16) directed practice hours equals one credit hour which equals 

twelve (12) to sixteen (16) contact hours. 
5. Normal teaching preparation load shall be defined as up to four (4) disparate courses per semester, 

regardless of class size or duration. A faculty member who is required to prepare more than four (4) 
courses per semester shall receive the equivalent of one (1) hour of overload compensation per extra 
course preparation. 

6. Nine-month faculty are required to teach in person one (1) course per semester. Twelve-month faculty are 
required to teach on campus one course per semester for two (2) of the three (3) semesters assigned.  

 
D. Contact Hour 

1. A contact hour shall be defined as fifty (50) minutes of lecture or fifty (50) minutes of college laboratory. 
Clinical (directed practice) hours in Nursing shall be computed as one and one-fifth (1 1/5) contact hours 
per sixty (60) minutes of clinical. Assigned "to be arranged" shall count toward faculty load requirements. 

2. The hours allocated to clinical assignment in Allied Health shall be determined prior to the beginning of 
each term in accordance with the following:  
a. Diagnostic Medical Sonography Technology (DMS), Radiographic Science Technology, and 

Respiratory Therapy Technology faculty will receive five (5) clinical contact load hours for each 
clinical section assigned up to six (6) students. Sections with less than three (3) students enrolled will 
be redistributed to other sections. No load changes based upon student enrollment numbers will be 
made after the first day of the semester. 

b. Surgical Technology and EMS Technology faculty will visit each student every week. Faculty 
members receive one hour for each student plus an additional hour for each different clinical class 
assignment (e.g., M/W, T/Th) at each location visited. 

3. Full credit shall be given when the faculty member has total and direct responsibility; pro rata credit shall 
be given for these same activities in which faculty members have shared responsibilities. 

4. For each practicum experience, internship, and directed practice as these terms are defined by the Ohio 
Department of Higher Education, with related duties, a faculty member shall receive contact hours for the 
seminar portion of the course based on the number of credit hours assigned to the seminar, if a seminar is 
required. Contact hours for monitoring the student at the site of a practicum experience, internship, or 
directed practice will be based on the total number of students visited in all sections as follows: 
a. Practicum Experience-- contact hours for monitoring students at site of experience: 

 
Number of Students  Hours 
1-3    1 
4-7    2 
8-11    3 
12-15    4 
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b. Internship and Directed Practice-- contact hours for monitoring students at site of experience: 
 
Number of Students  Hours 
1-3    1 
4-7    1.5 
8-11    2 
12-15    2.5 

 
The contact hours for practicum experience, internship, and directed practice will be paid only for the 
number of weeks in which the student is attending the experience. For example, if students are only at 
the site for five (5) weeks, the contact hours will be paid for only five (5) weeks. 

 
5. Lecture— 

a. Additional load hour(s) will be provided in accordance with the following schedule. Class size shall 
be determined based upon enrollment of the 14th day of the semester: 

 
 Number of Students  Contact Hours 
 75 to 99       .5 
 100 to 149     1.0 
 150 or more     1.5 

 
b. The Curriculum Committee may make recommendations to the college regarding class size for new 

classes. 
 

c. When course caps are adjusted, the associated faculty will be notified. 
 

d. Faculty members may petition through their designated administrator regarding class capacity. 
  

e. Final determination of class size is at the sole discretion of the college. 
 
6. New class assignment within forty-eight (48) hours of start semester—One (1) load hour shall be 

provided to a faculty member if the college assigns a new class (a class that has never before been taught 
by the faculty member) within forty-eight (48) hours of the start of the semester (i.e., for a 3-hour class, 
the faculty member would receive four (4) load hours).  

7. When two low-enrolled (fewer than 12 students combined) duplicate in-person courses are scheduled on 
extended campuses, the assigned faculty member shall receive a load assignment of 1.5 times the standard 
load for a single course. The faculty member will alternate between campuses for in-person instruction, 
while students at the other campus will participate via teleconferencing from their designated location. 

 
E. Special and One-Time Assignments 

1. Faculty Program Directors. 
a. A full-time faculty member designated as a faculty program director (in areas needing a program 

director) of an educational program shall receive six (6) hours of reassigned time per semester of 
service. 

b. Faculty program directors are appointed by and report directly to their designated administrator and 
serve a renewable term by mutual agreement between the designated administrator and the faculty 
member. 

c. In addition to performing the regular duties of a faculty member as outlined in Article IX, Position 
Description of Faculty, faculty program directors work collaboratively with the designated 
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administrator to provide leadership in the following ways pertaining to the daily operations of the 
faculty member’s program or department:   

1) Reviewing and developing the long-term planning, including accreditation, if appropriate, of 
the program or department. 

2) Recruiting and interviewing candidates for part-time teaching assignments. 
3) Making recommendations to the designated administrator regarding the hiring of part-time 

faculty for teaching duties in the program or department. 
4) Conducting part-time faculty evaluations (the faculty program director shall determine when 

and in what manner such evaluations are performed and may request the assistance of other 
full-time faculty members in undertaking such evaluations). 

5) Being involved with master scheduling. 
6) Being involved with staffing classes. 
7) Keeping abreast of budgetary matters pertaining to the program or department. 
8) Convening meetings during which faculty work on curriculum and program review and 

assessment. 
9) Convening meetings during which faculty work on new program and curriculum development. 
10) Generally providing support for and direction to the assigned program or department. 
11) Working with other faculty program directors, as well as with college administrators, on 

matters of interdivisional or college-wide concern. 
d. Work does not include supervising, hiring, disciplining, or evaluating full-time program or 

departmental faculty. 
2. Non-Nursing Lead Faculty. 

a. A full-time faculty member designated as lead faculty in areas other than nursing shall receive one (1) 
hour of reassigned time per semester of service. The one (1) hour of reassigned time will apply to 
meeting the normal teaching load defined within this policy. 

b. At the discretion of the provost, by mutual agreement between a full-time faculty member and the 
appropriate division dean, a full-time faculty member who is not a faculty program director may serve 
a renewable term as the “lead faculty” within their program or department.  

c. The non-nursing lead faculty will work collaboratively with the divisional dean and the designated 
administrator in the following ways: 

1) Consulting on scheduling in the lead faculty’s area. 
2) Consulting on staffing in the lead faculty’s area to include participating in reviewing CVs, and 

interviewing and recommending candidates for part-time teaching, as needed. 
3) Contributing to/consulting with the administration’s supervisor in hiring, evaluation, and 

discipline of non-teaching staff within the department/program. 
4) Consulting with the coordinator of part-time faculty and/or the dean on matters pertaining to 

the lead faculty’s area.  
5) Connecting full-time faculty to part-time faculty to facilitate collaboration and communication 

(i.e., in the sharing of syllabi, the ordering of texts, extending invitations to meetings, 
coordinating lab prep and training, and ordering instructional supplies). 

6) Keeping abreast of budgetary matters pertaining to the program or department. 
7) Convening meetings during which faculty work on curriculum and program review and 

assessment. 
8) Working with faculty program directors, as well as with college administrators, on matters of 

interdivisional or college-wide concern. 
9) Work does not include supervising, hiring, disciplining, or evaluating full-time program or 

departmental faculty. 
3. Nursing Lead Faculty. 
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a. Nursing faculty members teaching the didactic portion of clinical-based nursing courses will be 
designated as the lead faculty and will be responsible for providing clinical leadership for and clinical 
management of the clinical learning experiences. 

b. Nursing faculty members designated as lead faculty for a clinical-based nursing course shall receive 
reassigned time per semester based upon the number of part-time teaching assistants (bachelor’s 
prepared) assigned to the course in accordance with the chart below:  

 
# 

Assistants 
Load 
Hours 

# 
Assistants 

Load 
Hours 

1 0.80 9 3.20 
2 1.10 10 3.50 
3 1.40 11 3.80 
4 1.70 12 4.10 
5 2.00 13 4.40 
6 2.30 14 4.70 
7 2.60 15 5.00 
8 2.90   

 
c. Full-time faculty supervise the activities of teaching assistants. The intent of the lead faculty 

designation is to compensate the faculty member for this additional element of supervision. 
Specifically, this level of supervision includes providing additional direction to the clinical teaching 
assistant regarding the design of the student’s clinical experience; visiting the clinical site of each 
assigned teaching assistant at least one time per semester and as needed; documenting an assessment 
of the learning that is occurring; and conducting face-to-face or virtual meetings with assigned 
teaching assistants at least one time per semester. 

4. Faculty One-Time Assignments. 
a. In any given semester, a faculty member who has a normal teaching load may be given a one-time or 

special temporary assignment (e.g., the preparation of a formal accreditation report or other special 
project with defined deliverables). Reassigned time shall be granted by the provost for the special or 
one-time assignment in the semester. 

5. Faculty Assignments as BPA Commander. 
a. A full-time faculty member designated as the commander of a BPA academy shall receive fifteen (15) 

hours of reassigned time per academy. The hours shall be divided by the number of terms across 
which the academy spans. 

6. Faculty Assignments as Clinical/Practicum Coordinator 
a. A full-time faculty member designated as a program clinical/practicum coordinator shall receive four 

(4) hours of reassigned time per semester. 
7. Faculty Assigned as DMS Lab Coordinator. 

a. A faculty member designated as a DMS lab coordinator shall receive one (1) hour of reassigned time 
per semester of service. The one (1) hour of reassigned time will apply to meeting the normal 
teaching load defined within this policy. 

8. Faculty Assigned Responsibility for the Nursing Preceptor Course. 
a. A full-time faculty member responsible for the Nursing preceptor course shall receive six (6) hours of 

reassigned time per semester. “Preceptor experience” applies to programs in the health technologies 
during which the student is assigned to practice experiences under supervision at an external agency 
by an employee of the agency. To assure proper coordination, the faculty member coordinating the 
experience monitors and mentors the nurse preceptors, provides the clinical education plan, visits the 
student at least twice during the experience, provides the final grade, and is responsible for the course 
in which the student is enrolled. 
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F. Departmentally-Related Assignments 

1. A designated administrator may assign academic assignments to a faculty member whose course 
assignments are less than a full-time instructional load. 

2. If such assignments and instructional load total more than thirty-six (36) contact hours for a nine (9) 
month appointment, or fifty-four (54) contact hours for a twelve (12) month appointment, the faculty 
member shall be paid an overload. 

 
G. Overload/Off Duty Semester 

1. Defined - Overload occurs when a faculty member exceeds the normal teaching load as defined in Section 
I.C. above. 

2. All load hours in excess of twenty (20) hours in any semester shall be paid as overload in the semester in 
which they are worked.  

3. Annual excess load hours [hours in excess of thirty-six (36) for 9-month faculty or fifty-four (54) for 12-
month faculty] which were not considered to be overload hours during the course of the year shall be paid 
as overload during the spring semester. 

4. In order to maintain the quality of education and address student learning needs, management and the 
union discourage excess overload hours but recognize the occasional need for greater than ideal course 
loads to accommodate program and enrollment needs. 

5. The best-qualified faculty member, as determined by education, training, experience, and relevant 
pedagogy, shall be offered course assignments. When each of the above are deemed equal, the faculty 
member with the most years of seniority shall be offered the assignment. Should that faculty member 
refuse the assignment, the assignment shall be offered to the next most senior faculty member. 
a. No one outside the bargaining unit shall be offered the opportunity to teach before bargaining unit 

members have had the right of refusal of overload hours up to a total of twenty-eight (28) contact 
hours per semester. 

6. Off-duty semester assignments shall be limited to a maximum of twelve (12) contact hours. 
 

H. Individual Studies 
1. Upon approval by the designated administrator and the provost, a faculty member may volunteer to direct 

students in individual studies as defined by the Ohio Department of Higher Education. Such courses shall 
not be part of the faculty member's normal workload.  

 
I. Mentoring 

1. All new full-time faculty members shall be required, in their first year of employment, to participate in 
the Faculty Mentoring Program as developed by the Mentoring Task Force. 

2. Mentoring assignments may be given for up to two (2) semesters and compensation will be based upon 
one (1) of the following: 
a. Release time based upon an agreement between the faculty member and the college: 

1) Semester 1 = 1 to 4 load hours 
2) Semester 2 = 1 to 2 load hours 

b. Monies for professional development activities at the end of the mentoring assignment can be used 
within the twelve (12) months immediately following the conclusion of the mentoring relationship. 
The monies will accrue to the mentor at the following rate(s): 
1) End of the First Semester of the assignment = $650.00 
2) End of the Second Semester = $350.00, if the assignment is needed 

 
J. Tutoring 

1. A full-time faculty member designated as a tutor in the Center for Student Success (CSS) in the subject 
matter expertise shall receive up to two (2) hours of reassigned time per semester of service. For each 
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reassigned hour, the faculty member will perform thirty (30) hours of tutoring in the CSS. The reassigned 
time will not apply to meeting the normal teaching load defined within this policy and will not apply to 
calculating overload. Tutor assignments are at the discretion of the provost. 
 

II. Part-time Faculty 
A. Part-time faculty pay is based upon the COTC board-approved Part-time Faculty Schedule in effect for the 

semester. 
B. The number of contact hours taught by a part-time faculty member cannot exceed twelve (12) per semester, 

which equates to twenty-nine (29) work hours per week using the Safe Harbor Calculation Method in 
accordance with the Affordable Care Act. Average hours worked per week, including all job assignments at 
the college shall not exceed 29 hours throughout the duration of the adjunct agreement. All exceptions must 
be approved by the provost. 

C. Part-time faculty teaching in the Associate Degree in Nursing (ADN), Practical Nursing (PN), or the Ohio 
Peace Officer Basic Training programs and Nursing Clinical Teaching Assistants are paid via timesheet for 
their actual hours worked and are limited to a maximum of twenty-seven (27) hours per week. All exceptions 
must be approved by the provost. 
1. Part-time Nursing faculty teaching in the BSN program will not be paid on timecards and will be paid via 

load hour employment agreements. 
2. Part-time faculty are not permitted to work in both timecard and load hour employment agreements (no 

hybrid). 
3. On rare occasions when a Part-time Nursing faculty (ADN or PN) substitutes for a regular Nursing 

faculty member, payment shall be made via stipend. 
D. For each course contracted, adjunct faculty are expected to provide the following: 

1. Class preparation 
2. Classroom and/or online instruction 
3. Grading and record keeping 
4. Student communication outside of the scheduled class time 
5. Communication with peers and supervisors and participation in department meetings when possible 
6. Participation in any required college training, and 
7. Compliance with the Federal Educational Rights and Privacy Act (FERPA). 

 
PROCEDURE 

I. All faculty are classified as exempt employees, with the exception of part-time faculty teaching in the Associate 
Degree in Nursing (ADN), Practical Nursing (PN), or Police Officer Basic Training programs and Nursing 
Clinical Teaching Assistants.  

II. Designated academic affairs personnel will assign all teaching duties related to their area of oversight. 
III. Faculty may be required to teach a combination of days and/or evening, at different locations, and/or in a variety 

of modalities. 

 
Responsibilities  
 
Position or Office Responsibilities 

Academic Deans and 
Provost 

1. Jointly develop standards with the Chancellor of Higher Education for instructional workloads for full-
and part-time faculty in keeping with the college’s mission 

2. Enforce the faculty workload policies and procedures. 
3. At least once every five years, review the policy and submit the board-approved revised policy to the 

Chancellor. 

Board of Trustees 1. Take formal action to adopt the policy consistent with the standards developed by the Chancellor. 
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Position or Office Responsibilities 

2. Approve recommended termination actions resulting from faculty’s failure to comply. 

 
Resources  
Advance Ohio Higher Education Act, OCR 3345.45, Standards for instructional workloads for faculty; faculty workload 
policy, https://codes.ohio.gov/ohio-revised-code/section-3345.45  
Ohio Department of Higher Education Standards for Instructional Workloads, 
https://dam.assets.ohio.gov/image/upload/highered.ohio.gov/sb1/Standards_for_Instructional_Workloads.pdf  
Code of Federal Regulations, 34 CFR § 600.2, https://www.ecfr.gov/current/title-34/subtitle-B/chapter-VI/part-600  

 
Contacts  
 
Subject Office Telephone E-mail/URL 

Faculty workload Office of Academic Affairs 740-755-7827 ferenchak.7@mail.cotc.edu 

 
History  
Issued: 09/01/2025 (SB 1 compliance) 
Revised: 12/16/2025 (Board of Trustees approved) 


