
 

 
 

Arts Division Faculty Responsibility Memo  
Approved by Dean Celine Parreñas Shimizu 
revised 10.30.2023 
 
The following policies and practices are foundational for ladder faculty and should be reviewed 
annually. This memo will be available, updated as needed, on the Arts Academic HR website. 
 
CODE OF CONDUCT. The Faculty Handbook, the Faculty Code of Conduct, the Abusive Conduct 
Policy and the UCSC Principles of Community outline behavior we are all expected to exhibit.  All 
members of our community and the public are to be treated with respect and consideration. 
 
PRESENCE.  As outlined in policy, faculty are “obligated to have a significant presence on campus, 
to meet classes, to keep office hours…to be accessible to students and staff, to be available to 
interact with university colleagues, and to share service responsibilities throughout every 
quarter…of active duty…” from the beginning to the end of each quarter as detailed in the campus 
academic and administrative calendar.  Please make note of departmental events that you are 
expected to attend as faculty, as well as Arts Division events, particularly the annual Fall 
Convocation, the Winter Retreat, and the Spring Celebration.  
 

● Absences.  Faculty must request in advance approval for absences (for reasons other than 
illness or personal emergency) from the Department Chair. Chairs may, on a discretionary 
basis, approve short leaves for attending a conference, etc. It is inappropriate for faculty 
members to arrange for a class to be "covered" without consulting the Chair.  Leaves of 
absence must be requested and approved in writing. The Chair may approve a leave of up 
to seven calendar days; a leave of longer duration, submitted to the Chair, is subject to 
approval by the Dean. If a leave is out of the country for any reason other than a faculty 
member’s conference presentation, performance, film showing, or exhibition opening, 
faculty should first contact the Chair for approval and the Chair should contact the Arts 
Division’s Human Resources office (Katie Arnold, katiea@ucsc.edu) for additional guidance 
before submitting the request to the Dean. Should you require a medical leave, please 
contact the Academic Personnel Office (Academic Employee Leave staff). 

 
● Workload.  While sabbatical and research leaves should be part of the annual Curriculum 

and Leave Planning process, late leave requests or course relief that affects the curriculum 
and workload assignments must be negotiated in consultation with the Department Chair 
and approved by the Chair and Dean. Faculty may not be relieved of a course assignment if 
another qualified instructor is not available. Approved medical leaves are an exception to 
the late leave request guidance and advance notice does not apply. 

 

https://arts.ucsc.edu/hr/academic-human-resources
http://www.ucop.edu/academic-personnel-programs/programs-and-initiatives/faculty-resources-advancement/faculty-handbook.html
http://www.ucop.edu/academic-personnel-programs/_files/apm/apm-015.pdf
https://shr.ucsc.edu/news-events/news/memo_23_02_15.html
https://shr.ucsc.edu/news-events/news/memo_23_02_15.html
http://www.ucsc.edu/about/files/princecommprint.pdf
https://www.ucop.edu/academic-personnel-programs/_files/apm/apm-025.pdf
https://registrar.ucsc.edu/calendar/academiccalendar.html
https://registrar.ucsc.edu/calendar/academiccalendar.html
https://apo.ucsc.edu/about/contacts/index.html
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● Class schedules.  Faculty are expected to meet classes at all times advertised in the 
schedule and to hold the class in the format approved by CCI, e.g. online, in-person, hybrid. 
Changes to class format may only be made in the case of health, climate, access, etc. 
emergencies necessitating a switch to remote. If a faculty member has a medical reason for 
needing to teach remotely, an accommodation may be requested via Disability 
Management Services. Faculty may not reduce student contact hours by abbreviating the 
length of classes or the number of times they meet, nor improperly delegate instruction to 
teaching assistants or staff technicians. All rescheduling of classes must be in consultation 
with the Department Chair. Classes should also be held in the assigned classroom, studio, or 
lab, barring exceptional guidance from the Chair and/or Division in the case of an 
emergency. Holding classes in locations other than those assigned may impact student 
accessibility. 

 
● Office hours.  Scheduled weekly office hours are expected of all ladder faculty and 2-4 

hours is the norm. Your department may set expectations for the number of office hours 
required and the faculty should post the office hours online (e.g. on Canvas). 
 

● Department administrative service.  Department service is an obligation for ladder rank 
faculty.  Faculty in-residence should make themselves available for committee service at 
any time during regular working hours when they are not in class or engaged in other 
scheduled university service. Faculty self-governance is one of the founding principles and 
great strengths of the University. It is important that everyone participate fully and willingly. 
Faculty should further ensure that they are responsive to their department’s and the 
division’s leadership and administrative staff. Finally, faculty participation in departmental 
and divisional events is highly encouraged as it contributes to student, faculty, and staff 
morale and creates the lively and engaged environment for which the arts are known.  
 

● Senate administrative service.  All ladder rank faculty are urged to volunteer for service on 
Senate committees. It is essential that we continue to advocate for the Arts and illuminate 
the significance of our less traditionally recognized creative research and activities.  
 

● Service guidelines: In addition to your department’s guidelines, review the CAP memo 
which outlines appropriate levels of service for professors at different ranks.  

 

Faculty on course release or a non-teaching quarter are still considered in-residence and 
therefore are under the same expectations as above with the exception of a teaching reduction.  
Faculty on sabbatical or approved research leave are exempted from service.  

 
SAFETY. 
We are very fortunate to have a divisional Arts safety team to work with you and your 
departmental staff. Judy Van Leuven (judy@ucsc.edu) and Greg Perkins (gsperkin@ucsc.edu) are 
available to strategize on the most effective means to advocate for and promote safety in your 
studios, production and music labs, performance spaces, etc. for our entire community.  
 

https://shr.ucsc.edu/benefits/disability_srvcs.html
https://shr.ucsc.edu/benefits/disability_srvcs.html
https://senate.ucsc.edu/committees/cap-committee-on-academic-personnel/cap_recstofacilitatereviewoffiles_082021.pdf
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EMPLOYMENT. 
● Only the Dean can approve appointments of academic titles. It is essential that faculty do 

not negotiate "employment contracts" with readers, teaching assistants, research 
assistants, lecturers, or others without first consulting their Department and the Divisional 
Academic Human Resources Office. The Department is responsible for managing its 
resources within the Curriculum and Leave Planning (CLP) allocation. Informal arrangements 
may not be honored and may be a violation of a contract, resulting in students going unpaid 
or being unprotected and departments being unaware that funds were committed.  
 

● Supervision of teaching assistants.  Because faculty members have influence over student 
employees' academic progress, it is imperative that faculty expectations of their TAs’ 
schedules and duties be established at the start of the quarter. A “Description of Duties” 
checklist must be completed prior to the initial instruction session and signed by both 
instructor and TA.  Faculty should complete the TA assessment sheet after the conclusion of 
the course. Faculty are also responsible for approving TAs’ monthly timesheets. Please 
contact your Department if you have any questions and your Department may follow up 
with the Academic HR office.  
 

● Workers compensation issues. For any work-related injury that may arise from someone 

you supervise, please contact your department and Katie Arnold (katiea@ucsc.edu), in the 
Division Academic Human Resources Office, as soon as possible. 
 

● Outside employment.  Faculty may pursue a variety of endeavors for financial gain that are 
not directly related to their field or discipline.  However, such endeavors must not interfere 
with the faculty member’s full-time commitment to the University (APM 025). Contact the 
Arts Academic HR office should you have questions.  

 
IMPORTANT CAMPUS POLICY/REPORTING RESOURCES: 
 

● Title IX: Sexual violence and sexual harassment policy. Faculty have specific obligations 
regarding mandated reporting with respect to Title IX complaints brought to their attention. 
The campus policies on sexual violence and sexual harassment with which you should be 
familiar are located at  http://hdpiu.ucsc.edu/index.html. In addition, the state of California 
requires faculty take Sexual Harassment Prevention Training every two years through the 
UC Learning Center.  Please note that it is a new campus policy that you must be up-to-
date on this and all other mandated trainings before any sabbatical may be approved by 
the dean.  
 

● Bias Reporting: Reports of discrimination should be made to the Equity and Equal 
Protection (EEP) office. You may also solicit complaint resolution from the UCSC 
Ombudsperson at this same site.  
 

● Abusive Conduct (new policy): All UCSC employees are subject to the Abusive Conduct 
policy. You may report abusive conduct here. 
 

http://apo.ucsc.edu/policy/capm/012.025.html
http://hdpiu.ucsc.edu/index.html
https://shr.ucsc.edu/training/learning-center/checking-my-employees-compliance-in-the-uc-learning-center.html
https://biasresponse.ucsc.edu/
https://biasresponse.ucsc.edu/
https://news.ucsc.edu/2023/02/uc-policy-abusive-conduct.html
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● Faculty Code of Conduct: Should you believe a faculty member to be in violation of the  
Faculty Code of Conduct you may file a complaint on the reference site. You may contact 
the Academic Employee Relations Director for guidance.  
 

● Whistleblower: If you suspect that a UCSC employee is engaged in improper governmental 
activities, you may file a  Whistleblower complaint. Please review the site for additional 
information.  
 

● Employee Assistance Program (EAP): If you have problems of a personal nature that 
interfere with your well-being and ability to perform his or her job, please contact the EAP 
for available support.  

 
OTHER MISCELLANY:  
 

● Office usage. Faculty who are away on extended leaves should expect to share or release 
their offices/studios during their leaves to replacement faculty. Chairs have delegated 
authority from the Dean to reallocate space within their own departmental allocated space. 
Faculty offices / studios may be changed and/or shared, following consultation with the 
faculty member.   

 
● Working with Communications, Events, & Marketing Office (CEMO): When your event has 

been approved and is in the beginning planning stages, CEMO know by filling out the events 
kick-off form: https://arts.ucsc.edu/administration/artsevents/submit 

 
● Travel reimbursements. When a personal vehicle is used in lieu of air travel to the same 

destination, the lesser of the following costs will be reimbursed: 1) airfare plus 
transportation costs to and from airport, or automobile mileage cost plus the cost of meals, 
lodging and parking while in transit.  For travel exceeding 24 hours, lower-cost, longer-term 
parking options should be used.  Supporting cost comparisons are to be use to evaluate 
what UC would have paid, which can be obtained by a Connexus-related agency or 
Standard Commercial Air Carrier prior to or at the time of booking the trip. Please review 
the UC travel guide  as well as the Divisional Business Office travel frequently asked 
questions.  

 

https://apo.ucsc.edu/policy/capm/002.015.html
https://apo.ucsc.edu/about/contacts/index.html
https://whistleblower.ucsc.edu/
https://shr.ucsc.edu/benefits/eap/
https://arts.ucsc.edu/administration/artsevents/submit
https://login.ucsc.edu/idp/profile/Shibboleth/SSO?shire=https://ucsso.travelprefs.com/Shibboleth.sso/SAML/POST&target=https://ucsso.travelprefs.com/profiler&providerId=https://ucsso.travelprefs.com
https://financial.ucsc.edu/Pages/travel_guide.aspx
https://arts.ucsc.edu/business-office/travel-faq
https://arts.ucsc.edu/business-office/travel-faq

