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Information for Instructors - Undergraduate
Faculty of Engineering and Applied Science

Fall 2023-24

This document summarizes some key information and policies that are most relevant to
instructors of undergraduate courses in the Faculty of Engineering and Applied Science. It is
intended as an aid to instructors and does not replace the relevant calendar regulations and other
policies to which reference is made when appropriate.

1. Key dates

dates to be aware of are as follows.

First day of lectures: Wednesday, September 6, 2023.

Last day of lectures: Monday, December 4, 2023.

Examinations period: December 7-15, 2023. See 1.1.2 below.

Last day to drop courses without academic prejudice: Tuesday, October 31, 2023. General

20% of the course grade be returned to students by this date.

¢ Semester break days (no lectures): October 9 - 10, 2023.

e Statutory holidays (no lectures): October 2, 2023, and November 13, 2023.

e Lectures will follow an alternate day schedule: October 4, 2023 - Monday schedule;
October 12, 2023 - Tuesday schedule; November 17, 2023 - Monday schedule.

2. Course syllabus and evaluations

evaluation and deadlines, be made available to students before the end of the first week of the
semester. Normally this should be provided on the course Brightspace page, but could
alternatively be provided on paper or via @mun.ca e-mail. The syllabus must also be provided to
the academic unit (Department or Undergrad office). As part of the FEAS Continuous

required information as well as details about how the course relates to the CEAB Graduate
Attributes (GA) and GA indicators, so instructors are encouraged to use this template. The
reviewed syllabus for previous offerings of the course should be available from the Department or
relevant instructors. The course description is taken directly from the university calendar and
cannot be changed without Senate approval through the appropriate Department and Faculty
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https://www.mun.ca/university-calendar/general-information/4/
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committees. The Department Curriculum Committee reviews the GA indicators, so they should
only be changed with approval from that committee.

1.1. Evaluations

The overall method of evaluation for a course is a decision of the academic unit (General
changes from approved past practice without consulting with the Department Curriculum
Committee.

The schedule of evaluations should be fixed at the start of the semester and clearly communicated

concerning the schedule of evaluations, in particular:

e Evaluations generally cannot extend beyond normal class/laboratory time without prior
approval from the Associate Dean (Undergraduate Studies).

e No evaluation can take place or be due in the last two weeks of lectures or between the end
of lectures and the start of the exam period. Exceptions to this are for laboratory exams,
project presentations and term/project reports that are assigned in advance of the last two
weeks and made known in the course syllabus.

that graded work worth 20% of the course grade must be returned to students by the last day to
drop without academic prejudice, so components of the evaluation should be scheduled
sufficiently in advance of that deadline to allow for grading and return to students.

Changing the schedule by more than one week should occur only in exceptional circumstances and

1.1.1. Return evaluated work and release of grades

Graded evaluations, except final evaluations (e.g., final exams or term papers) should be returned

due regard to student privacy as discussed in section 2, below.

Course grades and results of final exams should not be discussed with students until the Registrar
releases them, normally about one week after the end of the exams. To prevent the unintended
release of final exam (or final report) grades, these items should be marked as hidden in the
Brightspace grade book.

To facilitate departmental promotions meetings, course final grades are required to be submitted
about three days before the scheduled release by the Registrar’s office. The precise deadlines and
schedule for promotion meetings is circulated a few weeks before the end of the semester.
Instructors must manage their time to ensure that grading is done in a timely manner.
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1.1.2. Final Examinations

Final exams are scheduled by the Registrar’s office and may be scheduled at any time during the
exam period. Information required for the scheduling of final exams is collected by Adrian Dobre
early in each semester. After the schedule is released to students (by the Registrar’s office), it is
very difficult to change the schedule, so it is important that accurate information is provided in a
timely manner. Instructors cannot change the final exam schedule, room assignment or exam
format after the schedule is released. Instructors should plan to attend the final exam, and we
cannot promise to accommodate instructors' preferences for schedule.

regarding alternate evaluation for students who, for acceptable cause, are unable to write the
evaluation other than final exams should be included in the course syllabus. While the FEAS policy
indicates that, in the case of evaluations other than final exams, a student may apply to have it
deferred, it is the purview of the instructor to choose the most appropriate remedy, which may
include, for example, deferral of in-class work or alternative allocation of marks as per general

Deferred final exams are scheduled by the relevant department or the undergraduate office in
coordination with instructors and students. It is the instructor's responsibility to ensure that the
exam paper and any needed materials are available at the coordinating office no later than the
business day before the exam is to be written (i.e., if the exam is scheduled on Monday, then the
office needs the paper by Friday). Invigilators will be provided for deferred exams, but the
instructor should ensure that, as much as possible, they are available during the exam to answer
questions if necessary. Grades for deferred exams should be submitted in a timely manner after
the exam is written.

2. Privacy

Instructors will often be in possession of personal private information related to students and
must take care not to disclose it either intentionally or otherwise. Some examples of student
personal private information are:

e Name and contact information

2023-07-20 2:33 AM Page 3 of 5


https://www.mun.ca/engineering/undergraduate/undergraduate-policies/conduct-of-final-examinations/#d.en.211353
https://www.mun.ca/engineering/undergraduate/undergraduate-policies/conduct-of-final-examinations/#d.en.211353
https://www.mun.ca/engineering/undergraduate/undergraduate-policies/deferred-evaluations-policy/#d.en.211816
https://www.mun.ca/engineering/undergraduate/undergraduate-policies/deferred-evaluations-policy/#d.en.211816
https://www.mun.ca/university-calendar/university-regulations-undergraduate/6/7/#6.7.2
https://www.mun.ca/university-calendar/university-regulations-undergraduate/6/7/#6.7.5
https://www.mun.ca/engineering/media/production/memorial/academic/faculty-of-engineering/faculty-of-engineering-and-applied-science/forms/ApplicationDeferredExams_WorkTerm.pdf
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Student number (id)

E-mail address

Grades

Registration status

Any information about accommodations (Blundon Centre)

e Age, sex, gender identity, national or ethnic origin, sexual orientation ...

As a general rule, it is best to use Brightspace or @mun.ca e-mail to communicate with students
and to only communicate an individual’s own information to them. Do not post personal
information publicly (e.g., in e-mail, on a door, or notice board). Do not leave documents with
private information (e.g., marked assignments, mid-terms etc.) in a public place for students to
pick up. Graded materials should be returned directly to the students.

If a privacy breach occurs, either accidentally or unknowingly, we are obligated to report it as

3. Academic Integrity

[t is important that we help our students to understand the importance of academic and
professional integrity and that we demonstrate our commitment to it by holding everyone to a
as well as links to the relevant policies and regulations. Students should be given clear instructions
about specific expectations, for example

e the forms of collaboration (e.g., group work) that are acceptable and unacceptable;

e what aids and resources are permitted to be used both on in-class and take-home work;

are required to be reported to the unit head. For minor offences, an attempt can be made to reach
a suitable resolution at the instructor level, but all major offences should be escalated to the unit

have a Continuous Improvement (CI) process for our undergraduate programs and that certain
data be collected as part of those processes. The departmental Curriculum Committees (CC) are
responsible for the CI process for the relevant programs, and the FEAS Curriculum Committee
coordinates activities between the departmental CC. Instructors are required to participate in
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https://www.mun.ca/policy/browse-or-search/browse-procedures/university-procedure/?procedure=106
https://www.mun.ca/policy/browse-or-search/browse-procedures/university-procedure/?procedure=106
https://www.mun.ca/engineering/undergraduate/academic-integrity/
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S

%“*fes.ﬂ?- INFORMATION FOR INSTRUCTORS m

UNIVERSITY

these processes as specified by the CC (see Article 3.02 (a) and (b) of the MUNFA collective
agreement and Article 14.02 (b) of the LUMUN collective agreement).

expectations, and these are further refined by the relevant CC to a set of GA Indicators for each
program. The CI process requires that we map the indicators to courses where they are delivered
at three levels (Introduced, Developed and Applied) and identify assessment tools that are used to
evaluate students' progress on these indicators. These indicators and levels are listed on the
course syllabus and should only be revised in consultation with the relevant CC. In many cases, the
assessment tools are student grades on particular course items (e.g., a specific report or test), and
instructors may be asked to provide the grades for these particular items for all students.
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