Asia University Guidelines for Faculty Applications for Class Adjustments (Makeup Classes) and Off-Campus Teaching
Amendments and Approvals:
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· April 18, 2006: Revised the regulatory framework and Articles 1, 2, 3, 4, 5, and 8, with the addition of Articles 6 and 7 at the 8th Administrative Meeting of the 94th Academic Year
· April 27, 2006: Issued by Asia University, Document No. 9501881
· June 12, 2023: Revised Articles 3, 4, and 6 at the 10th Administrative Meeting of the 112th Academic Year
· July 1, 2023: Issued by Asia University, Document No. 1130010673
Article 1:
In order to ensure a consistent process for faculty to adjust class schedules or locations due to absences or emergencies, these guidelines (hereinafter referred to as the "Guidelines") are hereby established.
Article 2:
Faculty members are expected to adhere to the scheduled class times once the semester begins. Any changes should be avoided to prevent disrupting the rights of students enrolled in required, remedial, or elective courses. Furthermore, faculty members should refrain from arbitrarily agreeing to student requests for class rescheduling to avoid complications in scheduling and classroom arrangements.
Article 3:
If faculty members need to take leave due to personal, medical, official, or other types of leave (such as marriage leave, maternity leave, bereavement leave, etc.), they must complete the "Asia University Faculty Application for Class Adjustment (Makeup Class)" (see Attachment 1, hereinafter referred to as the "Application Form") before the leave date. This form should be submitted to the department or program head for approval, after which it is forwarded to the Office of Academic Affairs for final approval. In cases of emergency situations (such as being suddenly called to attend a meeting or an acute illness), faculty members should immediately notify the department head, program director, and the Office of Academic Affairs (including the Registration and Course Affairs Group) by phone. Alternatively, they may inform the class representative or post a notice in the classroom. The Application Form must be submitted afterward.
Article 4:
Before submitting the Application Form, faculty members should coordinate with their students regarding the rescheduled class time and classroom booking. After obtaining approval from the department or program head, the application should be submitted to the Office of Academic Affairs. The following principles should be followed when selecting makeup class times:
1. Makeup classes should be held during regular class periods and should not cause scheduling conflicts for students.
2. For daytime programs, makeup classes should primarily be scheduled during regular daytime class hours. For evening or continuing education programs (including the evening division of undergraduate programs and master's professional programs), makeup classes should be scheduled within the respective evening program hours.
3. If no appropriate time is available for makeup classes, faculty members may only reschedule the class to a different time with prior consent from the students (with signatures as proof). In such cases, faculty members must ensure that the rights of the students to receive a quality education are safeguarded with suitable alternative arrangements.
Article 5:
Faculty members planning to conduct off-campus teaching activities during scheduled class times must complete the "Asia University Faculty Off-Campus Teaching Application" (see Attachment 2) and obtain approval from the department or program head and the Student Affairs Office before submitting it to the Office of Academic Affairs for final approval.
Article 6:
If a faculty member fails to process the necessary paperwork for class adjustments or makeup classes, leading to an infringement of students' educational rights, full-time faculty members will be subject to sanctions according to the university’s faculty evaluation guidelines. In serious cases, the matter may be referred to the Faculty Evaluation Committee. Adjunct faculty members will have their teaching hours deducted in accordance with Article 16 of the "Asia University Guidelines for Faculty Teaching Hours and Hourly Compensation" and may be referred to the appropriate faculty evaluation committee for further action.
Article 7:
Any matters not addressed in these Guidelines shall be handled in accordance with the relevant regulations of Asia University.
Article 8:
These Guidelines shall take effect after approval by the Administrative Meeting and ratification by the President. Amendments will follow the same procedure.

