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1. Absence due to illness or other emergency must be reported to the reception desk 

(and/or outreach staff, if applicable) and the Dean of Academic Affairs by 8:00 a.m. on 
the day of the absence. Class cancellations will be posted as noted above in 5.9 Class 
Cancellation Policy. For these absences, fill out the Leave Request Slip found on the 
LCOOC website under the Faculty & Staff Documents page and submit to the Dean of 
Academic Affairs  

2. Requests to be absent from the campus to attend professional meetings or to transact 
other official college business should be written and directed to the Academic Dean in 
advance of the intended absence and noted on the faculty member’s Outlook Calendar. 
If the absence will result in a class cancellation, the Class Cancellation Policy should 
be followed as noted in 5.9 above.  

3. Adjunct faculty also need to notify the Dean of Academic Affairs and appropriate staff 
as outlined in 5.10.1 above. Adjunct faculty may also be subject to prorating of pay for 
class cancellations.  

4. If a need should arise for substitute faculty to teach one or more classes, a request for a 
substitute should be submitted by the faculty member to the Dean of Academic Affairs 
for approval as far in advance as possible.  

 
 
5.11 CLASSROOM ENVIRONMENT 

 
The classroom environment is the designated place for teaching and learning. As such, it is 
imperative to maintain a respectful, free, and open atmosphere for knowledge exchange 
between students and College staff. If irreconcilable issues within the classroom arise, these 
issues shall be dealt with outside the classroom in a manner consistent with the conflict 
resolution principles in the Employee Handbook. 

 
 
5.12 TEXTBOOKS 

 
Course textbook orders are due in the Canvas Textbook Dropbox at least six weeks prior to 
registration for the following semester. Full-time faculty members are responsible for 
submitting the orders for instructor copies. Adjunct faculty should consult with the Academic 
Dean for current textbooks being used. Adjunct Faculty textbooks must be returned to the office 
of the Dean of Academic Affairs. 

 
 
 
5.13 LEARNING MANAGEMENT SYSTEM  
 
The Dean of Academic Affairs administers the Learning Management System (LMS) to ensure 
optimal performance, manage user accounts, safeguards user privacy and data, and provide 
technical support for college faculty, adjunct, and students. 
Instructure Canvas is the official LMS supported by the College. This policy applies to all full 
time and adjunct faculty who use LCOOC’s instance of Instructure Canvas. 


