International Faculty Association / Academic Affairs Meeting Notes (3.05.2020)
This document shares some information from SNU Administration about current plans to guide and support faculty to manage courses this semester.
Due to the current Covid-19 Virus Crisis, there are several important changes that will affect faculty and students’ teaching and learning experiences this semester. The following is an explanation of current guidelines and common questions and answers about the guidelines. 
SNU Covid-19 Management Plan Guidelines
1. During the first two weeks of the currently delayed Spring 2020 semester, there will be no face-to-face classes [starting with classes on March 16 (Mon) and running through March 29 (Sun)].
· Note 1: Before March 16th, no faculty should attempt to engage students in any coursework activities. The start of the semester is officially March 16th so no class activities should begin until then. Specifically undergraduates cannot be required to meet professors in person during this time period
· Note 2: For all faculty working with undergraduate students, during the time specified for non-face-to-face classes, faculty must not attempt to engage students in meetings on campus. Nor should faculty make course assignments requiring undergraduate students to come to campus or to meet with peers/faculty face-to-face. It is an issue of legality and ethics to ask students to do otherwise.
2. If the Covid-19 Virus Crisis continues, the time period for delaying the start of-face-to-face classes may need to be extended beyond March 30 (Mon). (For example, the requirement for online classes could be extended to the middle of April). 
· Note 1: The Ministry of Education requires by law that each semester includes 15 weeks of lecture. However, this policy has been amended to allow for universities to provide 15 weeks of instruction during in a 14 week time period. If the crisis continues, the Ministry of Education will consider additional amendments to this policy. 
· Note 2: The Ministry of Education currently does not allow for more than 70% of instructional time to be offered online. This means that in a regular semester, at least 4 weeks of instruction should be provided as face-to-face instruction. The university hopes to meet this expectation, but if the crisis continues, the Ministry of Education may decide to provide special approval to amend the policy to allow for more online instructional time.
· Note 3: Even though the semester timeline has been shortened, the Ministry of Education expects that students will be provided with 15 weeks of instructional material (regardless of time period).
3. During the non-face-to-face time period, faculty should generally refrain from asking students to be engaged in activities at the university. However it is expected that graduate students may be on campus for research activities, etc.
· Note: For all faculty working with graduate students who are conducting research, it is anticipated that some meetings and activities may take place on campus and in face-to-face meetings. Please use caution when deciding how to most effectively support students to make progress in their research (substitute online meetings when possible, etc).
4. Non-face-to-face instruction should provide a variety of activities, including real-time online lectures, video lectures using eTL, and homework assignments to be completed and shared online.
Q&A
1. Originally my class was scheduled to meet face-to-face on Mondays from 2-5pm. Do I have to keep this specified schedule in the online environment? 
No. You do not have to meet all students synchronously at this specified time, however, you cannot ask students to meet online at time periods that are not listed in your syllabus and that have not been agreed upon by all of the students in your class. If you want to make any changes to your syllabus with regards to when students must meet online, then you need to a) clearly specify these changes in your syllabus and b) you must get permission from each student to make the change.
Scenario: Instead of meeting online on Mondays from 2-5pm, I want to hold a face-to-face real-time lecture three times a week for three hours (Mon/Wed/Fri 2pm-3pm). You need to make this change in your syllabus and each student must agree to the change. 
2. How can I provide instructional materials for my classes?
The university is purchasing an educational license for all faculty and students to use the program Zoom. This means all SNU members will be able to use all functions of the program (including unlimited time for meetings). However, you must use your SNU email account to access this program because it will be purchased as a university license. You will receive information about how to log in and make an account from your department soon. 
3. Can SNU servers handle the synchronous online courses? 
No. The university has anticipated this challenge and has purchased additional server space and is making adjustments. However, the decision to purchase a university license for Zoom was made in part because the company and not the university provide the servers to support Zoom. So it is expected that all faculty and students can adequately make use of this tool.
4. Can I just use eTL to post all of my instructional materials online?
Currently SNU faculty members are offering more than 7,000 courses this semester. If every faculty member and their students use eTL to upload all of the instructional materials for all of their courses, the servers will be overextended. 
SNU has purchased more server space and is preparing to support more users on eTL, but faculty are generally encouraged to use eTL for providing feedback and making assignments and are asked to have students upload their actual assignments files (word, hwp, pdf, ppt, videos, etc) to some other platform such as Zoom, Google Drive / Google document, Dropbox, or another file sharing service to avoid overloading the university servers. 
**Please note that the eTL system has a fully prepared online English and Korean language manuals with screenshots and comments to guide faculty and students to use all functions of eTL.
5. What if a student cannot participate in the online activities (either synchronous or asynchronous)? 
The policy for handling attendance is similar as during the regular session. Students who are absent should provide medical notes of absence or provide other absence notices. Students with excused absences can be provided alternative assignments/ accommodations as needed. Faculty are encouraged to be flexible and consider that technology use can sometimes be challenging.
6. What happens if I become ill and cannot teach my classes (either synchronous or asynchronous / online or face-to-face)?
The policy for handling faculty attendance is similar as during the regular session. The department and college need to be notified about your illness. The department and college will need to work to make provisions for the faculty (for example, finding a substitute, developing/implementing make-up assignments, etc., or if necessary, canceling a course).
7. Are these any special grading policies or guidelines for online courses?
The policy for handling assessment is similar as during the regular session. Professors are encouraged to make lectures and assignments as interactive and as collaborative as possible. Faculty should refrain from requiring students to complete assignments that require travel to campus or that require students to meet in person. Faculty are encouraged to develop assessments that are appropriate for the online environment.
8. Do online courses need to include 3 full hours of lecture? 
No. Courses need to include 45 hours of Instructional materials. Faculty should plan for 3 hours of instructional time for each session (including breaks if meeting in real-time). The instructional time can and should include many different activities to account for 3 hours. 
Scenario: For example, one class session could be organized as follows:
· 2:00-2:30pm pre-recorded lecture, 
· 2:30-2:50pm whole class discussion (zoom – video/audio/chat functions)
· --10 minute break
· 3:00-3:15pm online quiz
· 3:15-3:30pm discuss quiz results
· 3:30-3:50pm students watch you-tube video (8 minute) and discuss/comment in small group chats
· --10 minute break
· 4:00-4:30pm students work in small groups to discuss and respond to questions in online discussion board

You can arrange your instructional time in other ways and using other activities. For now, faculty are asked to prepare instructional materials for March 16-29th. This could be extended if needed. The important point is that during the semester, students should be provided 45 hours of instructional content.

9. If I use online materials like Zoom or eTL, how can I check attendance? 
If you meet in real-time you can check attendance in usual way (however students may not be able to continuously support video and may have to rely on voice and chat options). Additionally, if you use eTL, you can set the assignments to record the dates and times students accessed the files (data about how long students spend watching videos, doing quizzes, etc., is all available in the eTL system). This can also be used as evidence of attendance when engaging in asynchronous online activities. 
10. Is it possible to connect Zoom to eTL?
[bookmark: _GoBack]If you add a Zoom url to eTL you will be able to check attendance and the class will be much faster. This is recommended rather than calling students in a Zoom chat room. If you have any questions regarding ZOOM, please visit http://zoom.snu.ac.kr to answer them.
11.  Can I apply for a video recording?
CTL can provide materials to support filming for large classes with lots of students, but your teaching assistant (GSI) will need to provide support for the filming.
12.  What is the change and add-on application (opposite)?
Because there is sufficient time in the academic calendar to allow for a drop/add period, this process will be the same as during the regular semester. Please make sure that the application process for allowing additional students to add to a class does not require any face-to-face interactions (conduct this process electronically). 

