Proposed Process for Updating Faculty Office Hours

The purpose of this process is to make the keep faculty contact information and office hours up to date
and available to the campus community in an easy and efficient manner. Each faculty member will be
able to submit their hours for oY by the division office, kupdate their hours on the campus web site,
and print out a form to be posted outside their office from a single, user-friend! interface.

User is prompted via email at the beginning of semester to enter or update office hours and contact
information. User may continue to be prompted until a submission is received.

Mail box location (Bldg, Room #)
Phone/voice ma Alternate phone number
District email addres Alternate email address

Department * Division *

* = Required field
A = Field initially pre-filled from existing database



Once submitted, the user has the option to preview and print a form to be posted outside office
entrance.
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omatic’email reminder to sleep until the next semester or session.

sent to the division dean and secretary, and IT Department

icular fields. Dean could respond with approval/disapproval via
email.

All information entered is available in a database which can be accessed by authorized personnel via a
database query and downloaded as a CSV or spreadsheet file.

The data would also be accessed by the campus website to populate appropriate pages with the
information provided (unless the user has opted out, then it would only show the user’s name, division,
and department, and “Withheld” would appear in place of the remaining information). A directory could
be divided alphabetically by name, by division, or by department. It could also be searched.

Historical data may need to be archived for a period of time (3 years?) for audit purposes.



