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[bookmark: _Toc424327940][bookmark: _Toc566463559][bookmark: _Toc173326652]
Welcome to the 2026–2027 Teaching Resources, Policies, and Procedures guide for instructors at the University of Maryland School of Social Work (SSW). This document is designed to support your teaching by providing essential information about curriculum structure, instructional expectations, academic policies, and available resources. 

Whether you are a new or returning instructor, we encourage you to use this guide throughout the academic year. While not every section may apply to you, we hope this resource helps you feel informed, supported, and connected to our shared mission of preparing the next generation of social work professionals.

Appendix A offers onboarding guidance for new part-time instructors and Appendix B provides a comprehensive Quick Start Checklist covering everything from course setup to grading timelines and end-of-semester wrap-up.

	
	
	



[bookmark: _Toc1861938382][bookmark: _Toc1560174086][bookmark: _Toc585184966][bookmark: _Toc2107000812]Faculty Practicum Liaisons and Faculty Seminar Instructors can visit the OPE’s website to review all policies related to these roles.
2
[bookmark: _Toc237358449][bookmark: _Toc1440690784][bookmark: _Toc1259326829]SECTION I: TEACHING RESOURCES 
[bookmark: _Toc237358450]Student and Instructor Support Key Contacts

	If you have questions about...
	Contact
	Role

	Payment, contracts, textbooks, and general onboarding procedures
	Scott Stafford

Prism Shilling
	Director of Academic Affairs

Program Coordinator for Research & Academics

	MSW Program, curriculum, syllabi requirements, assignments, and any classroom or school concerns
	Karen Hopkins
	Associate Dean for Academic Affairs

	MSW program at USG
	Henriette Taylor
	Director of the MSW Program at The Universities at Shady Grove

	Online MSW program
	Nakiya Schurman
	Director of the OMSW Program

	Academic calendar, important dates, grading and registration information
	Jamila Savage
	Associate Director of Records and Registration

	Anti-oppression related content and classroom experiences 
	Neijma Celestine-Donnor
	Associate Dean of Strategic Initiatives and Organizational Engagement for the Office of Access, Strategic Initiatives and Support (OASIS)

	Accommodations, classroom issues (unprofessional behavior, conflict, academic integrity, and reporting plagiarism), student well-being
	Dawn Shafer
	Associate Dean of Student Affairs

	Plan of study, class offerings, and curriculum options
	Alex Cosentino-Tich
	Career and Academic Advisor



[bookmark: _Toc237358451]Additional Student Support Services
· Accommodations: Students must request through the Office of Educational Support and Disability Services
· Well-Being
· Baltimore and Online Students: Student Counseling Center
· USG students: Center for Counseling & Well-being


[bookmark: _Toc393125019][bookmark: _Toc1025888216][bookmark: _Toc1695214583][bookmark: _Toc1999949806][bookmark: _Toc2074272850][bookmark: _Toc2067644185][bookmark: _Toc173326654][bookmark: _Toc237358452]Instructional, Technology, and Pedagogical Support

	Support Area
	Team/Office
	Contact/Details

	University IT systems (UMID, email access, Blackboard login, Zoom access, Duo two-factor authentication)
	UMB Center for Information Technology Services (CITS)
	help@umaryland.edu 
410-706-HELP (4357)

	Classroom technical assistance (Baltimore)
	SSW Informatics
	ssw-informatics@ssw.umaryland.edu 
410-706-7232
SSW Building Room 4E39

	Classroom technical assistance (USG)

	Office of Information Technology  
	301-738-6363
Building III, Room 2101


	Course design, Blackboard and Zoom support, online teaching ideas, multimedia tools and technologies
	Instructional Design, E-learning and Assessments (IDEA) Team
	ideateam@ssw.umaryland.edu 
410-870-9663
Mon-Fri, 8am-4pm

	Teaching development, workshops, consultations
	Associate Dean for Academic Affairs

UMB Faculty Center for Teaching and Learning
	Karen Hopkins


facultycenter@umaryland.edu 




[bookmark: _Toc173326653][bookmark: _Toc577613422][bookmark: _Toc1969566015][bookmark: _Toc145930594][bookmark: _Toc224602220][bookmark: _Toc237358453]Course Coordinators
Course coordinators are faculty members responsible for overseeing certain multi-section courses within the SSW. They can share slides and other teaching materials, provide guidance on required assignments, and serve as a resource on course content. 
If you are teaching a course with a course coordinator for the first time, please schedule a time to meet before the start of the semester.

	Course Number
	Course Name
	Coordinator

	SOWK 600
	Social Welfare & Social Policy
	Corey Shdaimah (Fall 26) Amanda Lehning (Spring 27)

	SOWK 610
	Structural Oppression and Its Implications for Social Work
	Tamara Hicks

	SOWK 630
	SW Practice w/ Individuals
	Everett Smith

	SOWK 631
	SW Practice w/ Communities & Organizations
	Megan Meyer

	SOWK 632
	SW Practice w/ Groups & Families
	Mary Hodorowicz

	SOWK 645
	Human Behavior and the Social Environment
	John Cagle

	SOWK 670
	Social Work Research
	Roderick Rose  

	SOWK 690
	History of Oppression and Resistance Prerequisite
	Amanda Lehning

	SWCL 700
	Advanced Clinical Interventions
	Joan Pittman

	SWCL 744
	Assessment, Diagnosis, And Intervention Planning
	Paul Sacco


[bookmark: _Toc1022938546][bookmark: _Toc281065291][bookmark: _Toc1643926531][bookmark: _Toc375501905]
For information about the full MSW Curriculum, see Appendix C.   

[bookmark: _Toc237358454]SECTION II: PREPARING FOR THE SEMESTER
[bookmark: _Toc237358455]Course Logistics and Setup
[bookmark: _Toc237358456]Course Scheduling and Enrollment Logistics
The Associate Dean for Academic Affairs and the Director of the PhD programs assign faculty for courses each academic year. For MSW courses, the Director of Academic Affairs will collect teaching preferences in January for the upcoming academic year. You will receive your course assignment after preferences are reviewed, and schedules are finalized.
You can find semester course schedules, the UMB academic calendar, the SSW registration calendar, and other important dates on the Course Schedules and Calendars page. We recommend you check this site each semester to confirm that your course is listed correctly and the online schedule includes any special information (e.g., mandatory meetings, special exam times) in the notes field. 
[bookmark: _Toc1667174975][bookmark: _Toc868489480][bookmark: _Toc963158097][bookmark: _Toc1359703406][bookmark: _Toc237358457]Course Enrollment
· [bookmark: _Int_8489FEi3]The maximum enrollment for MSW courses is 26 students. The Office of Records & Registration (ORR) may add 1-2 students who require a course for progression and graduation. 
· Courses with fewer than 12 students enrolled may be cancelled, except in special circumstances (e.g., the course is a requirement for a fellowship program). Notifications about course cancellations will be sent at least one month before the first day of classes.
[bookmark: _Toc237358458]Course Formats
Understanding section codes helps you plan your course format and communicate expectations clearly to students. 
	Section ID
	Delivery Method
	Eligible To Register

	HG1, HG2, etc.
	Hybrid (In-Person and Online)
	USG students

	HY1, HY2, etc.
	Hybrid (In-Person and Online)
	Baltimore students

	IG1, IG2, etc.
	In-Person
	USG students

	IP1, IP2, etc.
	In-Person
	Baltimore students

	OA1, OA2, etc.
	Online Asynchronous
	Baltimore & USG students

	OS1, OS2, etc.
	Online Synchronous
	Baltimore & USG students 

	OM4, OM5, etc.
	Online Synchronous & Asynchronous
	OMSW students


Note: Students must register for courses in their program, unless they receive approval from the ORR. 
[bookmark: _Toc532898945][bookmark: _Toc1437852973][bookmark: _Toc1774138187][bookmark: _Toc172451326]Instructor Guidance by Format
· In-Person Courses
· On campus for all scheduled sessions. 
· Ensure classroom and meeting times are accurate in your syllabus. 
· Hybrid Courses
· In-person meetings are on odd-numbered sessions (1, 3, 5, etc.) and online sessions are on even-numbered sessions (2, 4, 6, etc.). 
· Please include variations to this schedule on your syllabus.
· Online Synchronous Courses
· Require real-time participation via Zoom or Engageli. 
· Include login instructions and participation expectations in your syllabus (e.g. cameras on/off, no driving during class). 
· Online Asynchronous Courses
· Students complete coursework independently each week.
· Set clear expectations for how often students should log in (at a minimum once per week).
· Use Blackboard tools to track engagement and support student success.
[bookmark: _Toc435434169][bookmark: _Toc1462059153][bookmark: _Toc840496725][bookmark: _Toc688874307][bookmark: _Toc74562859][bookmark: _Toc366785767][bookmark: _Toc173326663][bookmark: _Toc172586217][bookmark: _Toc208125192][bookmark: _Toc2099983012][bookmark: _Toc1014706331][bookmark: _Toc237358459]Course Design and Syllabus
[bookmark: _Toc1767305562][bookmark: _Toc1818710163][bookmark: _Toc753357242][bookmark: _Toc1369909487][bookmark: _Toc237358460]Concourse Syllabus
All MSW instructors are required to use Concourse, which ensures syllabi are consistent, accessible, and up to date. Instructors update the Concourse syllabus every semester to reflect any changes to assignments, due dates, readings, etc. 
[bookmark: _Toc237358461]Syllabus and Course Requirements 
[bookmark: _Int_sggpDgn3]While the Concourse syllabus includes fixed content (e.g. course description, learning objectives, SSW and UMB policies), you are responsible for updating the following:
· Meeting times and location
· Your contact information
· Course policies, including expectations related to attendance, participation, communication, assignment deadlines, late work, and extensions (as applicable)
· Topics covered
· Assignments and due dates
· [bookmark: _Int_4ID7KYj0]Each course must include two or more graded assignments. One of these must be graded and returned to students before the drop deadline, which is typically around week 9 of the semester.
· Class meeting schedule
· Required readings
For more information about Concourse syllabus, please visit the IDEA Team tutorial page.
[bookmark: _Toc237358462]Syllabus Language on AI Tool Usage
[bookmark: _Int_TLNkbqMc]The SSW AI Guidance is included in all Concourse syllabi under School-Wide Information and provides students with expectations regarding the appropriate use of generative artificial intelligence (AI) tools.
You should review the guidance and clearly communicate any course-specific expectations, restrictions, or permitted uses of AI tools within assignment descriptions, grading criteria, or other course materials, as appropriate.
For the full AI Guidance included in Concourse syllabi, see Appendix F.
[bookmark: _Toc237358463]Course Design Considerations
Before the semester begins, take time to review your course design, policies, and communication plans. Clear expectations and thoughtful course design can reduce confusion and support student success throughout the semester.
· Clearly communicate expectations regarding attendance, participation, communication, late work, and extensions in your syllabus.
· Ensure assignment instructions, grading criteria, and due dates are easy for students to locate and understand.
· Consider how course workload is distributed across the semester.
· Review course materials for accessibility, affordability, and relevance.
· Consider how you will communicate with students throughout the semester, including the use of Blackboard announcements, email, and course messages.
· Establish participation expectations that are appropriate for your course format (in-person, hybrid, synchronous online, or asynchronous online).
[bookmark: _Toc237358464]Course Materials
[bookmark: _Toc237358465]Required Textbooks
The following courses have at least one assigned textbook required: 
SOWK 600, SOWK 630, SOWK 632, SOWK 645, SOWK 670, SWCL 700, and SWCL 744.
· Instructors do not need to send textbook orders to the bookstore. 
· Prism Shilling collects that information via email 6-8 weeks before the semester.
[bookmark: _Toc96843300][bookmark: _Toc571565663][bookmark: _Toc173326667][bookmark: _Toc368382390][bookmark: _Toc886782382][bookmark: _Toc1651873426][bookmark: _Toc2060710626][bookmark: _Toc722247028][bookmark: _Toc504667854][bookmark: _Toc237358466]Ordering an Instructor Copy of a Textbook
Free instructor copies of textbooks are available through the publisher’s website (typically as an electronic version). For assistance, contact Prism Shilling.
[bookmark: _Toc1899438996][bookmark: _Toc1482769990][bookmark: _Toc173326668][bookmark: _Toc1291325026][bookmark: _Toc115313922][bookmark: _Toc1134979170][bookmark: _Toc596193093][bookmark: _Toc237358467]Course Readings on Blackboard
If the library has access to an article, provide a permalink to it in Blackboard. However, if the library does not have access, you may, according to copyright Fair Use laws:
· Post the article in Blackboard for one semester only
· Request permission from the copyright owner
[bookmark: _Toc215777089][bookmark: _Toc578618740][bookmark: _Toc173326670][bookmark: _Toc1095591687][bookmark: _Toc165345340][bookmark: _Toc132319761][bookmark: _Toc1867390938][bookmark: _Toc2093914033][bookmark: _Toc1124529191][bookmark: _Toc237358468]Textbook Affordability
Instructors should consider the cost of course materials. Strategies include:
· Selecting affordable or rental-friendly textbooks
· Using open educational resources (OER)
· Using articles accessed through the library
· Limiting the number of required texts
[bookmark: _Toc173326671][bookmark: _Toc1606794291][bookmark: _Toc915099727][bookmark: _Toc851559883][bookmark: _Toc1553513148][bookmark: _Toc237358469]Self-Authored Materials
If assigning your own textbook, ensure it is academically justified and does not create a conflict of interest.
[bookmark: _Toc237358470]Accessibility of Course Materials
You are responsible for ensuring that course materials are accessible to all students. If students are expected to access, review, or engage with content as part of a course, that content should be accessible. As you prepare your course, ensure that new materials are accessible and review existing materials for accessibility concerns.
Prioritize the following accessibility practices:
Apply Built-In Heading Styles
· Use built-in heading styles (e.g., Heading 1, Heading 2) to create a logical document structure.
· In PowerPoint, use templates and placeholders to organize content.
· Do not rely on bold text, larger font sizes, or color alone to indicate document structure.
Add Alternative Text to Images
· Add concise alternative text (Alt Text) to images, charts, diagrams, and other instructional visuals.
· Mark decorative images as decorative so screen readers can skip them.
Use Descriptive Hyperlinks
· Use hyperlink text that clearly describes the destination.
· Avoid generic link text such as "click here."
· Whenever possible, use the title of the article, webpage, or resource as the hyperlink text.
Use Clear and Accessible Design
· Use sans-serif fonts such as Aptos, Arial, Calibri, or Verdana.
· Give each document, presentation, and resource a unique and descriptive title.
· When using tables, clearly identify header rows and columns.
Avoid PDFs Unless They Are Accessible
· Use Word documents or HTML content when possible.
· If a PDF is required, ensure it has appropriate tags, reading order, and passes accessibility checks.
For additional information about accommodations and disability-related responsibilities, see Section V: Accommodations, Accessibility, and Disability Inclusion.
[bookmark: _Toc237358471]Course Setup in Blackboard Ultra
Once your syllabus and course materials are prepared, the next step is setting up your course in Blackboard Ultra.  Blackboard Ultra is the school’s learning management system (LMS) and the central hub for course materials, assignments, and communication. 
For step-by-step guidance on setting up your course, visit the Blackboard Ultra Instructor Guide. 
[bookmark: _Toc237358472]Access and Support
· Log in to Blackboard  using your UMID, password and DUO authentication. 
· For login issues: UMB CITS at 410-706-HELP or help@umaryland.edu. 
[bookmark: _Toc237358473]What You Need to Do in Blackboard
At a minimum, all instructors are expected to use Blackboard Ultra to support their course.  This includes at a minimum:
· Sharing the Concourse Syllabus (You do not need to provide a separate PDF or Word document)
· Posting course materials and content
· Creating and managing assignments and assessments
· Communicating with students using Announcements or Messages
· Providing feedback and grades through the Gradebook
[bookmark: _Toc237358474]Instructor Use of AI Tools
Instructors may use AI tools to support course planning, content development, and other instructional activities. When using AI tools, instructors should do so in accordance with UMB policies and guidelines and should: 
· Protect student privacy and confidentiality.
· Avoid entering student work, grades, advising information, or other FERPA-protected information into public AI tools.
· Use UMB-approved AI tools when working with University information.
· Review AI-generated content for accuracy, bias, and appropriateness before using it in teaching materials, grading support, or communications with students.
For more information, review the UMB Artificial Intelligence Guidelines.
[bookmark: _Toc237358475]Student Communications and Course Launch
[bookmark: _Toc237358476]University Email
Please use your ssw.umaryland.edu email for all email correspondence. UMB uses the Microsoft Office 365 Suite.
[bookmark: _Toc173326672][bookmark: _Toc490872559][bookmark: _Toc540166757][bookmark: _Toc1787070908][bookmark: _Toc969785740][bookmark: _Toc984533557][bookmark: _Toc1146316849][bookmark: _Toc237358477]Welcome Email
Send a welcome message to students at least one week before the semester begins.  Use the Announcements feature + email) to:
· Share course logistics (e.g., meeting times, room number, or Zoom link)
· Introduce yourself
· Outline your expectations and participation guidelines
· Assign any pre-class readings or activities
· Direct students to review the syllabus
For a sample welcome email, see Appendix G.
[bookmark: _Toc1980195232][bookmark: _Toc503224785][bookmark: _Toc2126520764][bookmark: _Toc1451871794][bookmark: _Toc237358478]Making Your Course Available
Courses remain unavailable until opened by the instructor.  You should make your course available at least one week before the first day of class.  All courses will automatically open to students on the first day of classes.

	[bookmark: _Toc151166632][bookmark: _Toc132784578][bookmark: _Toc1031351226][bookmark: _Toc743217309][bookmark: _Toc237358479]Preparing for the Semester Best Practices
Course Design and Planning
· Contact your course coordinator (if applicable)
· Review past course evaluations and personal notes from previous semesters
· Clarify assignment instructions, grading criteria, and due dates.
· Review course policies related to attendance, communication, late work, and extensions.
· Consider how course workload is distributed across the semester.
· Review any AI-generated content for accuracy, bias, and appropriateness before sharing it with students.
Accessibility and Student Access
· Review course materials for accessibility before the semester begins.
· Test links, videos, and tools in Blackboard.
· Ensure materials are organized and easy for students to locate.
· Consider affordability when selecting course materials.
Online Teaching Preparation
· Post an introductory video if teaching online.
· Contact the IDEA Team for course design or technology support.
· Complete the RSI and Academic Engagement Planning Form if teaching asynchronously.
· Open your Blackboard course at least one week before the semester begins.



[bookmark: _Toc1631440834][bookmark: _Toc1946202738][bookmark: _Toc173326674][bookmark: _Toc75258196][bookmark: _Toc24821501][bookmark: _Toc683562794][bookmark: _Toc1654318986]
[bookmark: _Toc237358480]SECTION III: DURING THE SEMESTER
[bookmark: _Toc237358481]Required Trainings
UMB requires all faculty to complete specific online training to comply with federal and state law. You will receive an email from UMB with details about these training requirements.  
The SSW also strongly encourages all faculty to attend one online training per semester. These sessions, sponsored by the Office of Access, Strategic Initiatives and Support (OASIS) and the Office of Academic Affairs, are designed to address emerging challenges in courses and practicum settings.
[bookmark: _Toc173326677][bookmark: _Toc1279841810][bookmark: _Toc1658272858][bookmark: _Toc2005614204][bookmark: _Toc1317545138][bookmark: _Toc81225883][bookmark: _Toc422584877][bookmark: _Toc237358482]Attendance and Engagement 
[bookmark: _Toc237358483]Early Attendance Monitoring 
If a student misses the first two classes and has not contacted you, notify the Office of Records and Registration (ORR).  The ORR will conduct outreach to determine whether the student requires support. 
[bookmark: _Toc237358484]Attendance Expectations by Course Format
· Attendance in In-Person, Hybrid, and Online Sync Courses
· Students who miss five (5) class sessions or more (both excused and unexcused) cannot pass a course.   
· If you have a student that is at risk of missing 5 class sessions, we encourage you to send a reminder email about the attendance policy.
· Instructors may also include additional attendance guidelines and expectations in your syllabus (e.g., policies on arriving late or leaving early). 
· [bookmark: _Toc173326678][bookmark: _Toc276056381][bookmark: _Toc1106158436][bookmark: _Toc406744122][bookmark: _Toc2110659889]If a student has missed 5 classes, email the Office of Records and Registration.
· Attendance in Asynchronous Online Courses
· Students who miss five (5) class modules or more (both excused and unexcused) cannot pass a course.
· [bookmark: _Int_HsD5UzYG][bookmark: _Int_f83tTQgR][bookmark: _Toc173326679][bookmark: _Toc1710947963][bookmark: _Toc1586622310][bookmark: _Toc2001177950][bookmark: _Toc1474401965]Students’ participation and attendance in asynchronous courses are assessed through their engagement and completion of weekly course activities, including discussion boards and other assignments. They are expected to log into the course on a weekly basis at a minimum. As an instructor, you can view students’ log in activity to ensure they are actively involved in the course (e.g., time spent in module, listening to or viewing lectures, etc.).  
[bookmark: _Toc237358485]Religious Observance Policy
Students are entitled to reasonable academic accommodation for religious observance, which may include an excused absence or alternative arrangements. These accommodations should not negatively impact grades, participation, or other measures of academic performance. Students should request accommodations in advance whenever possible. Instructors who need additional guidance to be in line with this policy should contact Dawn Shafer, Associate Dean for Student Affairs.

[bookmark: _Toc173326680][bookmark: _Toc504994515][bookmark: _Toc2051597311][bookmark: _Toc1363686512][bookmark: _Toc1907769797][bookmark: _Toc237358486]Grading Expectations
You must return at least one graded assignment by Week 9 (or the 9th class in summer) so students can make informed decisions about withdrawing before the drop deadline.  Every course is required to have a minimum of two graded assignments.  Instructors should strive to provide timely feedback and return graded assignments within two weeks whenever possible.
[bookmark: _Toc237358487]Communication and Proactive Engagement
Effective communication and proactive engagement can help students stay connected to the course, understand expectations, and address concerns before they become larger challenges.
[bookmark: _Toc237358488]Communication Expectations
Clear, timely communication helps students stay engaged, understand course expectations, and access support when needed. 
· Respond to student emails within 24 hours on weekdays and 48 hours on weekends whenever possible.
· Communicate important course updates through Blackboard Announcements and email.
· Notify students promptly of changes to course schedules, assignments, or expectations.
· Communicate changes consistently to all students whenever possible.
· Be available to meet with students by appointment or through another clearly communicated method.
[bookmark: _Toc237358489]Mid-Semester Feedback
Consider soliciting anonymous feedback from students around the middle of the semester (usually Week 6). Mid-semester feedback can help identify concerns, clarify expectations, and improve the learning experience while the course is still in progress.
Suggested questions include:
· What aspects of the course are working well?
· What aspects of the course are not working well?
· What suggestions do you have for improving your learning experience?
After reviewing student feedback:
· Reflect on student feedback and consider adjustments when appropriate
· Communicate any course adjustments made in response to student feedback
[bookmark: _Toc237358490]Instructor’s Role in Advising
Instructors play an important role in mentoring students and supporting their professional development. You may be asked for guidance on social work practice, career paths, professional goals, and navigating the profession. While instructors may provide mentorship and professional guidance, questions regarding degree requirements, course sequencing, academic standing, graduation requirements, and plans of study should be referred to Academic Advising.
For questions related to course planning, degree requirements and academic progress, please refer students to Alex Cosentino-Tich, Academic and Career Advisor.  Alex assists students in developing a plan of study and navigating curriculum requirements.
[bookmark: _Toc237358491]Supporting Students and Responding to Concerns
Throughout the semester, you may encounter situations that require flexibility, professional judgment, and collaboration with other offices. The guidance below is intended to support consistent and equitable responses to common student concerns.
[bookmark: _Toc237358492]Assignment Extensions
Requests for assignment extensions are common and often arise when students experience illness, family responsibilities, practicum demands, work obligations, or other unexpected circumstances.
· Grant reasonable extensions at your discretion.
· Clearly communicate expectations regarding assignment deadlines, extensions, and late work in your course syllabus.
· Apply extension decisions consistently across students whenever possible.
· Consider whether the student communicated proactively and whether the circumstances described are likely to affect their ability to complete the work.
· Clarify when appropriate that an extension on an assignment does not automatically excuse attendance requirements or participation expectations.
· Recognize that repeated extension requests, extended absences, or significant barriers to course completion may indicate that an Incomplete, withdrawal, or leave of absence should be considered.
Consult with the Office of Student Affairs and/or the Office of Records and Registration when you are unsure how to respond, believe a student may benefit from additional support, or believe alternative options should be considered.
[bookmark: _Toc237358493]Late and Missing Work
Establishing clear expectations around late work promotes fairness, accountability, and consistency across the course.
· Clearly communicate your late work policy at the beginning of the semester.
· Apply course policies consistently and fairly.
· Encourage students to communicate concerns before deadlines whenever possible.
· Maintain documentation of significant exceptions or alternative arrangements.
While flexibility may be appropriate in some circumstances, extensive end-of-semester requests to submit large amounts of overdue work can create inequities and make it difficult to accurately assess student learning.
[bookmark: _Toc237358494]Student Disengagement
Attendance and engagement are often early indicators that a student may be experiencing academic, personal, financial, health-related, or practicum-related challenges.
Consider early outreach when students:
· Stop attending class
· Fail to participate in an online course
· Miss multiple assignments
· Stop responding to communication
· Demonstrate a sudden change in engagement or performance
If concerns persist despite outreach efforts, consult with the Office of Records and Registration and/or the Office of Student Affairs to determine what support or next steps may be most appropriate.
[bookmark: _Toc237358495]Student Disclosures, Referrals and Escalation
Instructors are often the first individuals to notice when a student is struggling. Early communication and referral can help students access support before concerns become more significant. You should not serve as a counselor or case manager in your role as instructor. 
Consult with the Office of Student Affairs when a student:
· Experiences significant personal, health, financial, family, or other life challenges.
· Repeatedly requests extensions, accommodations, or other adjustments that may require additional support.
· Requests disability-related accommodations but has not been referred through the formal ESDS process.
· Demonstrates concerning or disruptive behavior.
For concerns involving academic integrity, Title IX, accommodations, or formal complaints, follow the procedures outlined in Section V: Institutional Policies, Compliance, and Reporting Responsibilities.
Practicum-Related Concerns
Students are encouraged to discuss practicum experiences in class when those experiences are relevant to course discussions. However, concerns or complaints about practicum placements may require additional support from the Office of Practicum Education (OPE). If a student raises practicum-related concerns, remind them to discuss the issue with their practicum liaison. Students may also be referred to their practicum coordinator when additional support or guidance is needed.
[bookmark: _Toc173326681][bookmark: _Toc148651947][bookmark: _Toc566834449][bookmark: _Toc1200811105][bookmark: _Toc2075467916][bookmark: _Toc237358496]Class Continuity and Emergencies
[bookmark: _Toc1359432658][bookmark: _Toc1754458589][bookmark: _Toc173326683][bookmark: _Toc1156092058][bookmark: _Toc1924564509][bookmark: _Toc1363516011][bookmark: _Toc2067545720][bookmark: _Toc237358497]Announcing Contingency Plans
· Clearly state in your syllabus what students should expect if the campus is closed during a regularly scheduled class time. 
· If the campus announces a closure, communicate any alternate plans to your students (this could include meeting online or completing an alternative assignment). Use the Announcements tool to post on the course home page and send simultaneous emails.
· [bookmark: _Toc1644283485][bookmark: _Toc1608160069][bookmark: _Toc173326684]In situations where you need to quickly inform students and lack internet access, call the IDEA Helpline at 410-870-9663. Leave your name, course number, and section so the IDEA Team can assist you efficiently. 
[bookmark: _Toc1899054114][bookmark: _Toc244992169][bookmark: _Toc1023204014][bookmark: _Toc1521445410][bookmark: _Toc237358498]Faculty Absence
· Faculty are expected to teach all scheduled sessions of their course. 
· If you are unable to teach or need to cancel a course session, you must notify students and Dean Hopkins. 
· Consider alternatives such as:
a. online modules
b. recorded lectures
c. a film viewing with a reflection paper
d. attendance at a campus lecture

	[bookmark: _Toc1322916736][bookmark: _Toc1711518159][bookmark: _Toc587682854][bookmark: _Toc1095305168][bookmark: _Toc237358499]During the Semester Best Practices
Course Management
· Monitor your course roster during the first week for newly added students
· Wait until after the add/change deadline to finalize group assignments
Student Engagement and Support
· Reach out early when students appear disengaged.
· Encourage proactive communication when challenges arise.
· Refer students to appropriate support services when concerns extend beyond your role.
Feedback and Reflection
· Provide timely, personalized feedback on assignments, within two weeks if possible.
· Consider administering an anonymous mid-semester feedback survey around Week 6. 
Instructor Presence and Engagement
· Maintain an active and visible presence throughout the semester.
· Initiate regular communication with students
· In online asynchronous courses, participate actively in discussion boards and other online learning activities.



[bookmark: _Toc373925077][bookmark: _Toc1418997584][bookmark: _Toc173326686][bookmark: _Toc1275481007][bookmark: _Toc668103292][bookmark: _Toc517021642][bookmark: _Toc384121121]

[bookmark: _Toc237358500][bookmark: _Toc744609664][bookmark: _Toc1037569635]SECTION IV: END OF THE SEMESTER
[bookmark: _Toc173326687][bookmark: _Toc1105627407][bookmark: _Toc1092092477][bookmark: _Toc1811399244][bookmark: _Toc1109396085][bookmark: _Toc237358501]Course Evaluations (SmartEvals)
Course evaluations help the SSW improve instruction, enhance the curriculum, and recognize teaching excellence. Encourage students to complete their evaluations by setting aside time in class or posting a reminder in Blackboard.
You can access your course evaluations through SmartEvals. The Office of Academic Affairs reviews all course evaluations and may reach out to discuss any concerns shared by students.
[bookmark: _Toc161414758][bookmark: _Toc748652985][bookmark: _Toc173326688][bookmark: _Toc988847044][bookmark: _Toc1046332730][bookmark: _Toc492256618][bookmark: _Toc946220987]Instructors who receive high quantitative scores and positive qualitative comments may receive teaching awards, including the Dean’s Teaching Awards and the Office of Academic Affairs Teaching Awards.
[bookmark: _Toc237358502]Final Grades and Grade Submission
Letter grades from A through C- and F are used for classroom courses. The Concourse syllabi include the SSW letter grade breakdown. The grade P (Pass) is used for practicum courses and SOWK 610 only.  
[bookmark: _Toc237358503]Submitting Grades
You will receive an email from Director Savage when Faculty Web in the Experience Portal is open for grade submission.  The email includes instructions, deadlines, and reminders about the incomplete grade policy. Submit final grades by the deadline posted on the SSW Registration and Important Dates calendar.  Once submitted, grades should not be changed except for mistakes or other rare circumstances. If you have any questions about submitting final grades, email the ORR.
We encourage instructors to provide students with a reasonable opportunity to review grades on individual assignments and final grades before they are submitted to the ORR. 
[bookmark: _Toc237358504]Managing End-of-Semester Requests
As the semester concludes, you may receive requests related to grades, missing work, extensions, incompletes, or other academic concerns. 
· Apply course policies consistently across students.
· Document significant exceptions, extensions, or special arrangements.
· Base grading decisions on the criteria and expectations outlined in the syllabus.
· Avoid adjusting grades solely because of a student's desired outcome (e.g., graduation, academic standing, employment, or financial aid requirements).
· Refer students to the Office of Records and Registration when questions arise regarding withdrawals, incompletes, academic standing, or graduation requirements.
· Consult with the Office of Student Affairs when significant personal circumstances may be affecting a student's ability to complete the semester successfully.
· [bookmark: _Toc892377450][bookmark: _Toc414694268]Consider whether an Incomplete may be more appropriate than repeated extensions when a student is unable to complete substantial portions of the course.
[bookmark: _Toc173326689][bookmark: _Toc1276659051][bookmark: _Toc2039304708][bookmark: _Toc1398080635][bookmark: _Toc504290370][bookmark: _Toc237358505]Incomplete Grade
An incomplete grade may be given under exceptional circumstances for a student who, because of illness or circumstances beyond their control, is unable to complete the course requirements by the end of the semester. Students on academic probation are not eligible for an Incomplete, except in Practicum courses. Please contact the SSW Office of Records & Registration to determine if a student is eligible for an Incomplete.
For the full Incomplete grade eligibility and procedure, see Appendix E.
[bookmark: _Toc1870023540][bookmark: _Toc1284905545][bookmark: _Toc173326691][bookmark: _Toc1553854692][bookmark: _Toc1365525549][bookmark: _Toc1126479268][bookmark: _Toc1374029405][bookmark: _Toc237358506]CSWE Competency Assessment
CSWE requires the SSW to annually assess student performance. At the SSW, the following courses include assessments: SOWK 600, SOWK 610, SOWK 630, SOWK 631, SOWK 632, SOWK 645, SOWK 670, advanced policy, SWCL 700, SWCL 744, and SWOA 701. 
[bookmark: _Int_wZ5vA9k9]The CSWE Core Competency Assessment Rubrics are included in the Blackboard sites for all of these courses, and instructors enter data directly through Blackboard. Instructors are required to include the assignments that are part of competency assessment. If you have any technical difficulties submitting your competency data, please contact the IDEA team.
The Associate Dean of Academic Affairs will send an email with the due date for competency assessment data (typically soon after the deadline for final grades).

	[bookmark: _Toc124695572][bookmark: _Toc429648426][bookmark: _Toc1892792207][bookmark: _Toc1925898423][bookmark: _Toc237358507]End of Semester Best Practices
Final Grades and Communication
· Provide students with a reasonable opportunity to review assignment grades and understand their standing in the course before final grades are submitted.
· Encourage students to raise grading questions before final grades are submitted (if possible).
· Communicate clearly about any remaining assignments, extensions, or incomplete grade arrangements.
Course Closure
· Encourage students to complete course evaluations by explaining their purpose and value.
· End your course intentionally with a reflective activity, summary discussion, or closing message.
· Review this article on ending a course with purpose for ideas and examples.
· Recognize student accomplishments and contributions to the learning community.
Reflection and Improvement
· Review course evaluations and personal reflections while the semester is still fresh in your mind.
· Identify assignments, activities, or policies that were particularly successful.
· Make notes about areas you would like to revise in future semesters
· Review this resource page on revising your course using course evaluations for additional ideas and strategies.



[bookmark: _Toc1443929059][bookmark: _Toc1649365817][bookmark: _Toc1048342333][bookmark: _Toc1687546819][bookmark: _SECTION_V:__INSTITUTIONAL][bookmark: _Toc237358508]SECTION V:  INSTITUTIONAL POLICIES, COMPLIANCE, AND REPORTING RESPONSIBILITIES
[bookmark: _Toc237358509]Academic Integrity and Academic Misconduct 
The SSW is committed to fostering a learning environment grounded in academic integrity and professional conduct in alignment with the NASW Code of Ethics, the USM Policy on Academic Integrity, and the UMSSW Academic Catalog.  Instructors are expected to uphold these standards and respond to concerns in a fair, consistent, and educational manner. 
[bookmark: _Toc237358510]Academic Misconduct
Academic misconduct includes, but is not limited to:
· Cheating: Using unauthorized materials or assistance in academic work.
· Plagiarism: Presenting another’s words, ideas, or data as one’s own without proper citation.
· Self-Plagiarism: Reusing one’s own work across multiple courses without permission.
· Fabrication/Falsification: Creating or altering data or information dishonestly.
· Facilitating Dishonesty: Assisting others in committing academic misconduct.
· Unauthorized Collaboration: Working with others on individual assignments without approval.
· [bookmark: _Int_d1IwVs7F]Misrepresentation: Falsely representing oneself or one’s work.
· Use of Unauthorized Tools: Using technologies or platforms not permitted by the instructor (e.g., AI tools, tutoring websites).
Problematic behavior may also include actions such as falsifying practicum documentation, threatening or coercing others, violating practicum site rules, or engaging in conduct that jeopardizes the safety or integrity of the school community.
[bookmark: _Toc237358511]Instructor Responsibilities
When concerns arise, instructors should:
· Address concerns in a timely manner.
· Discuss the concern with the student whenever appropriate.
· Document relevant information and communications.
· Submit an Academic Integrity Concern Report when plagiarism or other academic misconduct is suspected.
· Consult with the Associate Dean for Student Affairs regarding serious, repeated, or unresolved concerns. 
[bookmark: _Toc237358512]Use of AI Detection Tools
Academic integrity decisions should not be based solely on the results of an AI detection tool.  Instead, AI detection tools should be used with caution and results should be treated only as potential indicators of misconduct rather than definitive evidence. Concerns about unauthorized AI use should be evaluated alongside the student's work, course expectations, and other available information.   

[bookmark: _Toc237358513]Restorative Response
The SSW uses a restorative approach that emphasizes education, accountability, and professional growth. Depending on the situation, responses may include reflective conversations, assignment revisions, academic integrity education, or other restorative measures designed to help students understand the impact of their actions and recommit to ethical academic and professional conduct.
[bookmark: _Toc237358514]Escalation to the Student Review Committee (SRC)
In cases where misconduct is severe, repeated, or unresolved through restorative efforts, the matter may be referred to the Student Review Committee (SRC). The SRC reviews formal allegations of academic dishonesty and unprofessional conduct and may recommend actions such as probation, suspension, or dismissal.  
For complete SRC policies and procedures, refer to the Academic Catalog.
[bookmark: _Toc237358515]Student Concerns and Complaints 
Before concerns develop into formal grievances, students may raise concerns related to courses, practicum, or interactions with faculty or staff through the student concern form, which is reviewed by the Office of Academic Affairs.  Depending on the nature of the concern, it may be shared with other relevant offices (e.g. OASIS, Student Affairs, Practicum Education, Dean's Office, and/or UMB Office of Accountability and Compliance, etc.). Students may also email the Associate Dean directly.  
The SSW prioritizes support, open dialogue, and providing training when addressing student concerns and complaints about instructors.  If a concern involves your course or conduct, you may be contacted to participate in a resolution process. 
This could include:
· Meeting with the student
· Providing relevant documentation
· Participating in a facilitated conversation or mediation
[bookmark: _Toc1731690261][bookmark: _Toc284272608][bookmark: _Toc173326695][bookmark: _Toc469035896][bookmark: _Toc1338007318][bookmark: _Toc960375155][bookmark: _Toc1674643124][bookmark: _Toc237358516]Student Grievance Committee
The Student Grievance Committee (SGC) reviews formal student grievances related to faculty, administrators, or staff actions.  Discrimination complaints are handled through the Office of Accountability and Compliance.  
Common grounds for grievances include:
· Arbitrary or capricious grading, including:
· Assigning a grade based on something other than the student’s performance
· Applying grading standards inconsistently between students
· Substantially and unreasonably departing from the grading criteria stated in the syllabus
· Violations of due process
· Violations of the University’s Academic Integrity Policy
If a grievance is filed involving your course or conduct, you may be asked to:
· Meet with the student and/or committee
· Provide relevant documentation (e.g., syllabus, grading rubrics, communications)
For the full SGC policy and procedures, refer to the Academic Catalog.
[bookmark: _Toc237358517]Student Protections and Legal Responsibilities
[bookmark: _Toc237358518]Title IX and Mandatory Reporting
All faculty are required by law to complete online training on Title IX each year.   
Instructors may receive disclosures from students related to sexual misconduct, harassment, discrimination, or interpersonal violence. Under Title IX, all faculty and staff at UMB are considered Responsible Employees and are required to report such disclosures to the university.
[bookmark: _Toc237358519]Reporting Obligations
If a student shares information about:
· Sexual harassment or assault
· Dating or domestic violence
· Stalking
· Gender-based discrimination

[bookmark: _Int_KEFW6jql]You are required to report the disclosure to the Office of Accountability and Compliance (OAC), even if the student requests confidentiality. You are not expected to investigate or ask for details, just listen, support, and report.  Title IX Coordinator Contact: 410-706-2281 or titleix@umaryland.edu 
[bookmark: _Toc237358520]Family Educational Rights and Privacy Act (FERPA) and Student Privacy
FERPA is a federal law that protects the privacy of student education records. As an instructor, you are responsible for safeguarding student information and ensuring compliance with FERPA guidelines.
Key Responsibilities:
· [bookmark: _Int_M9L2ajeY]Do not share student grades, attendance, or performance with anyone other than the student (unless authorized or in accordance with SSW policies and procedures).
· Avoid public disclosure of student information (e.g., do not post grades with names or ID numbers).
· Use UMB email for all student communication to ensure confidentiality.
· Secure student data on your devices and in cloud storage (e.g., gradebooks, feedback files).
For more information, visit the UMB FERPA Policy.
[bookmark: _Toc1847885522][bookmark: _Accommodations,_Accessibility,_and][bookmark: _Toc237358521]Accommodations, Accessibility, and Disability Inclusion
UMB adheres to Americans with Disabilities Act (ADA) and prohibits discrimination based on disability in all academic activities.  The SSW is committed to fostering an inclusive learning environment through both accommodations and proactive course design.
[bookmark: _Toc237358522]Instructor Responsibilities
Instructors are responsible for implementing accommodations approved through the  Office of Educational Support and Disability Services (ESDS).  Accommodations are not retroactive and must be supported by an official letter.
· Students initiate the accommodation process with ESDS
· Students are responsible for providing their accommodation letter directly to instructors and discussing how accommodations will be implemented in the course.
· Implement accommodations as outlined in the accommodation letter.
· Do not offer informal accommodations outside the ESDS process, as this may create equity and legal concerns.
· Make course materials available in advance (when possible) to support accessibility.
· Service animals are permitted under the ADA and do not require formal accommodation through ESDS. Emotional Support Animals are not permitted in SSW facilities. 
· Review these Best Practices for Accommodating Students with Disabilities.  
For questions about accommodations or accessibility concerns, contact Dawn Shafer.
[bookmark: _Toc1400841073][bookmark: _Toc254344979][bookmark: _Toc2070022112][bookmark: _Toc2049219][bookmark: _Toc237358523]Universal Design and Accessibility
The SSW encourages instructors to support accessibility through proactive course design, including the use of Universal Design principles and accessible course materials.
· Disability and Accessibility at the SSW 
· This page outlines the SSW’s commitment to accessibility and provides guidance on how instructors can proactively design their courses to support all learners. It includes information on legal responsibilities, best practices, and how to connect students with support services.
· IDEA Knowledge Base - Accessibility 
· This resource hub offers practical tools and strategies for making your course materials more accessible. Whether you are designing slides, creating assignments, or facilitating discussions, these tips can help ensure your teaching is inclusive and aligned with Universal Design principles.



[bookmark: _Toc237358524]Conclusion

Teaching at the School of Social Work is both complex and impactful. As an instructor, you play a critical role in shaping students’ learning, professional development, and preparation for social work practice. Your work directly contributes to the SSW’s mission and the success of our students.
This guide is intended to support you in navigating your responsibilities throughout the semester, from course preparation to responding to student situations as they arise. You are not expected to manage these responsibilities alone. When questions or challenges come up, we encourage you to reach out for guidance and support.
The Key Contacts section at the beginning of this document is your best starting point for connecting with the appropriate office or colleague. The Office of Academic Affairs is also available to support you in your teaching and help you navigate complex situations.

Thank you for your commitment to teaching and for the important role you play in our learning community.

[bookmark: _Toc237358525]APPENDIX A: Getting Started as a New Instructor

CONTRACTS AND HR
· Adjunct faculty will receive a contract from Prism Shilling via email from docusign.umaryland.edu. After contracts are submitted, new instructors will be contacted by a HR representative from UMSSW to assist you in scheduling your mandatory intake appointment. This must be completed prior to the first day of class.
UMID/EMAIL AND OFFICE 365	
· All instructors utilize Microsoft Office 365 for communication, document generation, and collaboration. Look at this resource for an overview of UMB managed technology services.
CAMPUS ID  
· Campus IDs are required to enter all campus buildings in Baltimore and USG. We strongly recommend that you acquire your ID prior to the first day of teaching.
SIGN UP FOR CAMPUS EMERGENCY ALERTS
· Baltimore: http://www.umaryland.edu/alerts/ or 410-706-8622.
· USG: https://shadygrove.umd.edu/campus-resources/public-safety/campus-alerts or 301-738-6000
TEXTBOOK REQUESTS
· To request a desk copy of the textbook for your course, visit the publisher’s website. Publishers now only provide electronic versions for free. Email Prism Shilling if you need assistance. 
TECHNOLOGY SUPPORT
· New instructors must meet with the IDEA Team no later than one month prior to the start of semester for guidance on blackboard, teaching technology, and other aspects of course design.
· For support with classroom technology, contact the SSW IT Department in Baltimore and the Office of Information Technology at USG.
PARKING
· If you wish to park in a garage on campus, please review the faculty/staff link for Baltimore or USG, depending on your teaching assignment(s)
COMMUNICATION TOOLS  
· To download letterhead, power point templates, and SSW logos here
SUPPORT SERVICES & COPY CENTER
· Baltimore instructors can learn more about building access, mail, supplies, and other resources at the SSW Support Services portal. 
· USG instructors can make their own copies at machines on each floor of Building III with your ID and the copy code: UMBGSW.
ADJUNCT WORKSPACE
· Baltimore’s adjunct office is room 1E04 of the SSW building. The code is 5231. 
· USG instructors can access 2 desks in Building III, 5th Floor, Room 5125. The code is 8436.
MEETING SPACE  
· If you need private space for a student meeting, please reserve a room in Baltimore. Email Director Henriette Taylor to reserve a room at USG.
PEDAGOGICAL SUPPORT
· All new instructors receive additional pedagogical support from the Office of Academic Affairs.  This includes:
· New instructor orientation (6 weeks before the first week of classes)
· Planning meeting with Associate Dean for Academic Affairs to review Blackboard site, Concourse syllabus, assignments, and other course materials (1 week before the first week of classes)
· One 60-minute teaching observation and debrief session (middle of the semester)
· Explore resources, trainings, and best practices in the Faculty Center for Teaching and Learning
· Online Teaching Community
· Course Development Program
· [bookmark: _Toc324644082][bookmark: _Toc1353076878][bookmark: _Toc12628874][bookmark: _Toc1638888857]Individual teaching consultations
[bookmark: _Toc237358526]APPENDIX B: Instructor Checklist
[bookmark: _Toc1510457323][bookmark: _Toc386013467][bookmark: _Toc1610849557][bookmark: _Toc1359615285][bookmark: _Toc237358527]Pre –Semester Setup
Course Assignment and Logistics
· Confirm course details on the course schedule
· Meet with your course coordinator (if applicable)
· Request an instructor copy of required textbook (if applicable)
· Enter add/drop, withdrawal, grading, and other important dates on your calendar
For new instructors only:
· Complete HR onboarding and required intake appointment 
· Obtain your UMID, UMB email access, and Office 365 access 
· Meet with the IDEA Team to review Blackboard, teaching technologies, and course design support
Syllabus and Course Design
· Review and update your Concourse syllabus
· Verify meeting times, location, and contact information
· Update assignments, due dates, and required readings
· Review/update attendance, communication, late work, and extension policies
· Confirm the course includes at least two graded assignments
· Ensure at least one assignment will be graded before the drop deadline
· Confirm assignment instructions, grading criteria, and due dates are clear 
· [bookmark: _Int_NpkT93Mw]Confirm that major assignments and workload are reasonably distributed 
Accessibility and Course Materials
· Use built-in heading styles in documents
· Add alternative text to images
· Use descriptive hyperlinks
· Ensure PDFs are accessible or replace them with Word/HTML versions
· Test links, videos, and embedded resources
· Consider opportunities to reduce the cost of course materials, when feasible 
Blackboard Preparation
· Update Blackboard course content
· Confirm that assignments, due dates, points, and Gradebook settings are accurate 
· Upload syllabi, readings, assignments, and other course materials to Blackboard
· Make your Blackboard course available one week before the semester begins
Online Teaching Preparation (if applicable)
· Post an introductory video
· Complete the RSI and Academic Engagement Planning form (asynchronous courses)
Campus and Technology Preparation
· Obtain your campus ID
· Verify access to your classroom, teaching space, and required technology
· Identify the appropriate technology support contact for your teaching location
Student Communication
· At least one week before classes begin, send a welcome email to students to introduce yourself and share logistics about your course
· [bookmark: _Toc1159440719][bookmark: _Toc1952772187][bookmark: _Toc1720180612][bookmark: _Toc140607804]Communicate participation expectations and any pre-class activities
[bookmark: _Toc237358528]Ongoing Responsibilities During the Semester
First Two Weeks: Enrollment and Attendance
· Monitor enrollment changes and newly added students
· Ensure late-added students receive your welcome email and course access/information
· Report students who miss the first two classes and have not contacted you to the Office of Records and Registration
· Wait until after the add/drop period to finalize group assignments
Grading and Feedback
· Return at least one graded assignment before the drop deadline
· Provide timely feedback on assignments (approximately two weeks)
· Document significant exceptions, extensions, or special arrangements
Communication
· Respond to student emails within 24 hours (weekdays) and 48 hours (weekends)
· Notify students promptly of major course updates, such as changes to schedules, assignments or expectations, through Blackboard Announcements and email
· Maintain regular and substantive interaction (RSI) (asynchronous courses)
· Contact students who stop attending, disengage, or miss multiple assignments
· Send communication to students who are approaching attendance limits
· Consider administering an anonymous mid-semester feedback activity or survey around Week 6.
Student Support
· Consult Student Affairs regarding concerning student situations
· Refer academic planning questions to Academic Advising
· Refer disability accommodation requests through the ESDS process
· Implement accommodations as outlined in official ESDS letters.
· Submit the Academic Integrity Concern form when academic misconduct is suspected
· Consult with Student Affairs regarding serious, repeated, or unresolved concerns.  
[bookmark: _Toc934653108][bookmark: _Toc58820861][bookmark: _Toc92415105][bookmark: _Toc2091243936][bookmark: _Toc237358529]End-Of-Semester Wrap Up
Course Closure
· Encourage students to complete course evaluations
· End the course intentionally with a reflection activity, summary discussion, closing message, or other meaningful concluding experience.
· Complete CSWE Competency Assessment (if applicable)
Final Grades
· Provide a reasonable opportunity to review grades before final grade submission
· Submit final grades via Faculty Web in the Experience Portal by the posted deadline
· Respond to grade-related questions when appropriate
· Document significant grade exceptions or special arrangements
· If applicable, confirm student Incomplete eligibility with the Office of Records and Registration
· Submit required Incomplete documentation and establish deadlines and expectations to the student
Reflection and Improvement
· Review course evaluations and identify recurring themes
· Record ideas for future course revisions

[bookmark: _APPENDIX_C:_MSW][bookmark: _Toc237358530][bookmark: _Toc1506200162][bookmark: _Toc611991838][bookmark: _Toc1544008893][bookmark: _Toc686114925]APPENDIX C: MSW Curriculum
The MSW program offers a 60-semester credit program and 36-credit accelerated Advanced Standing program for those who have completed a BSW degree within the last 5 years. Explore more about course offerings and descriptions.
The MSW program has 27 credits in the foundation or generalist curriculum and 33 credits in the advanced curriculum (Advanced Standing students take one additional elective for a total of 36 credits).  Students complete their advanced courses based on their selected concentration - Clinical or Leadership, Policy, and Social Change (LPSC) (previously Macro).
[bookmark: _Int_V180dVqE]Students at the Baltimore and USG campuses can choose either concentration as well as a secondary concentration. Students in the OMSW must choose the Clinical concentration. 
Most students complete the program in two-three years. 
Course Prefixes and Prerequisites
Course numbers in the MSW curriculum follow a prefix system that indicates the course level and focus:
· SOWK: foundation, advanced policy, or generalist elective courses
· SWCL:  advanced Clinical courses
· SWOA: advanced LPSC courses
Some courses have prerequisites, which you can find listed on the Course Offerings and Descriptions webpage.  
[bookmark: _Toc1878676056][bookmark: _Toc1367783696][bookmark: _Toc767123500][bookmark: _Toc1883246843][bookmark: _Toc237358531]Foundation Curriculum
	Course # 
	Course Title 
	Cr. 

	SOWK 600 
	Social Welfare and Social Policy 
	3 

	SOWK 610 
	Structural Oppression and its Implications for Social Work 
	3 

	SOWK 630 
	Social Work Practice with Individuals (taken with SOWK 635) 
	3 

	SOWK 631 
	Social Work Practice with Communities and Organizations (typically taken with SOWK 635) 
	3 

	SOWK 632 
	Social Work Practice with Groups and Families (taken with SOWK 636) 
	3 

	SOWK 635 
	Foundation Practicum I
	3 

	SOWK 636 
	Foundation Practicum II 
	3 

	SOWK 637 
	Foundation Practicum Seminar I 
	0 

	SOWK 638 
	Foundation Practicum Seminar II 
	0 

	SOWK 645 
	Human Behavior & the Social Environment 
	3 

	SOWK 670 
	Social Work Research 
	3 

	Total Credits
	27


[bookmark: _Toc318401694][bookmark: _Toc288823364][bookmark: _Toc2006212805][bookmark: _Toc313965541][bookmark: _Toc237358532]Advanced Curriculum
	Clinical 
	LPSC
	Cr.

	Any Advanced Policy
	Any Advanced Policy
	3

	SWCL 700 Advanced Clinical Interventions
	SWOA 701 Advocacy
	3

	SWCL 744 Assessment, Diagnosis, & Intervention Planning
	One Core LPSC Methods
	3

	One Core Clinical Methods 
	One Core LPSC Methods
	3

	Any Clinical Methods
	One Core LPSC Methods
	3

	Elective
	Elective
	3

	Elective*
	Elective*
	3

	SWCL 794 & SWCL 795
	SWOA 794 & SWOA 795
	12

	Total Credits 
	33


* Advanced Standing students take 3 extra elective credits


[bookmark: _Toc237358533]APPENDIX D: Instructor Presence and Regular and Substantive Interaction (RSI) in Online Asynchronous Courses
Online asynchronous instructors must ensure their courses include regular and substantive interaction (RSI) and meaningful opportunities for academic engagement.   These are federal requirements for online education. 
RSI refers to instructor-initiated interaction that is:
· Regular: Occurs consistently throughout the course.
· Substantive: Focuses on course content and supports student learning.
Students should experience a consistent instructor presence throughout the course, including meaningful communication, feedback, and engagement with course activities.
In a standard 15-week course, aim for at least two meaningful instructor-student interactions per week. In shorter summer sessions, increase the frequency as appropriate.
What You Need to Do
· Complete the RSI and Academic Engagement Planning Form each semester. 
· If you believe your course may be out of compliance, contact the IDEA Team for support
[bookmark: _Toc237358534]Examples of RSI and Engagement Activities
	Type
	Examples

	Regular and Substantive Interaction

	· Post weekly announcements (video or text) to provide updates, reminders, or content guidance.
· Participate actively in discussion forums. 
· Respond to student questions and clarify complex topics via email, discussion boards, or course messages.
· [bookmark: _Int_ck9ZsAG2]Provide timely feedback on assignments (e.g. within one week)
· Share video lessons with guided activities or follow-up prompts.
· Offer real-time opportunities for student interaction.
· Facilitate group work, peer feedback, or other collaborative learning activities. 

	Academic Engagement

	· Monitor student activity using Blackboard analytics (e.g., logins, time spent, and module progress).
· Reach out to students who are inactive or struggling. 
· Track participation in discussions and course activities
· Respond to student inquiries within 24–48 hours.



Important Notes
· Automated feedback (e.g., in quizzes) does not count as RSI.
· Peer-to-peer interaction only counts if you are actively involved (e.g., giving feedback or moderating).
[bookmark: _Toc237358535]APPENDIX E: Incomplete Grade
An incomplete grade may be given to a student who is unable to complete the course requirements by the end of the semester for circumstances beyond their control. Students on academic probation are not eligible for an Incomplete, except in Practicum courses. Please contact the SSW Office of Records & Registration (ORR) to determine if a student is eligible for an Incomplete.
The grade of “I” may only be considered for a student who:
· Has met the attendance requirements, AND
· has completed half of all coursework with at least a grade of “B” (or a grade of passing for a pass/fail course), AND
· There is a reasonable expectation that the student will pass the course by the conclusion of the incomplete period. 
The discretion to grant an “I” is up to the instructor, even if a student meets the eligibility requirements. An instructor cannot give an incomplete unless the eligibility requirements are met. 
Incomplete Grade Procedure:
· Submit an Incomplete Grade Form 
· Determine a deadline for the student to submit the remaining coursework (no later than 6 weeks from the last day of the semester).
· The ORR will provide instructors with the applicable deadlines and procedures for submitting the Supplemental Grade Form. 
· Submit the grade change via the Supplemental Grade Form to convert the “I” to a letter grade, no more than one week after receiving the student’s completed work. 
· If the student does not meet the deadline, the “I” will automatically convert to an F.

[bookmark: _APPENDIX_E:_Syllabus][bookmark: _APPENDIX_F:_GUIDANCE][bookmark: _Toc237358536]APPENDIX F: Guidance on Artificial Intelligence (AI) Tool Usage
The following policy is now included in all Concourse syllabi under the School-Wide Information:
Guidance on Artificial Intelligence (AI) Tool Usage
Generative artificial intelligence tools, software that creates new text, images, computer code, audio, video, and other content, are widely available. Well-known examples include ChatGPT or CoPilot for text and DALL•E for images. This guidance applies to all such tools, including those released during the semester. 
AI tools may be used in limited ways to support, not replace, your academic work. The use of AI tools should enhance your understanding and critical thinking, not replace your intellectual engagement and analysis. 
Any prohibited or allowable use of AI tools will be specified by your instructor in the assignment descriptions. Review common examples below.  
Commonly Prohibited Use 
· Citation Accuracy: Do not use sources that are cited by AI tools without reading those sources yourself. This is crucial because: 
· AI tools can create citations for sources that do not exist. 
· AI tools may cite real pieces of writing, but the cited content may be inaccurate.  
· Confidentiality and Privacy: You may not copy the academic work, discussion posts, or reflections of another student into any type of AI tool as their privacy cannot be guaranteed on these platforms. Similarly, do not include identifying practicum recordings, client notes, and personal information in your AI prompts. 
· Assignment Completion: The use of AI tools to complete assignments on your behalf is strictly prohibited. This includes papers, exams, discussion board posts, self-reflections, practicum process recordings, presentations, and other graded work. All assignments should reflect your independent thinking, analysis, and synthesis of course materials.  
· Assessments: You must not use AI to obtain or generate answers on any assessments, including exams and quizzes.  
Commonly Permissible Use 
Examples of generally acceptable uses include: 
· Proofreading or polishing a final draft of written work 
· Checking grammar, clarity, or organization 
· Assisting with proper formatting (for example, APA formatting) 
· Generating study aids (such as practice questions or summaries) based on your own notes 
· Exploring concepts or clarifying understanding of course materials. 
· Generating audio or visual media to enhance presentations and projects. 
Citing AI Tools 
In accordance with current APA guidelines, you should cite AI tools when their use meaningfully contributes to or influences your work.  This may include, but is not limited to, situations in which AI tools are used for idea development, content generation, analysis, or other substantive contributions.  Guidance for citing generative AI tools is available through the APA Style website:  Citing generative AI in APA Style.  
Bias and Inaccuracy 
AI algorithms replicate systematic biases found in academic and popular media and may provide inaccurate information. It is crucial to approach AI-generated content critically and use your content knowledge or seek information from reputable secondary sources to verify any potentially biased or inaccurate information.
Connection to Academic Integrity 
[bookmark: _Int_WmjCxXvs]Use of AI tools must comply with the SSW Academic Integrity Policy. Improper or undisclosed use of AI may constitute academic misconduct, including plagiarism, fabrication, or use of unauthorized tools. Potential consequences could include grade penalty or failure, redoing of the assignment, an additional assignment, or academic integrity reporting in accordance with the Student Handbook. Students are responsible for reviewing and adhering to all relevant policies in the Student Handbook. 
 
Reminder: Any prohibited or allowable use of AI tools will be specified by your instructor in the assignment descriptions. 




[bookmark: _Toc237358537]APPENDIX G: Welcome Email Example
(Also recommended to be shared as an announcement in Blackboard Ultra)

Hello everyone,
Welcome to [COURSE NUMBER] ([COURSE TITLE]). I’m looking forward to working with you this semester and exploring ({this topic)} together. As we learn together, I think you should know these things about me. 
{(share one or two sentences about your experiences, background, or passion for the course}).
The Blackboard course site is now available, so I encourage you to log in, review the Course Welcome materials, and read the syllabus. Our first class is [DATE], and course activities will follow the schedule outlined in Blackboard.
[For an asynchronous course:] Although this is an asynchronous course, we will have a required course orientation on [DATE] from [TIME] via Zoom: [LINK]. This will give us an opportunity to meet, review course expectations, and answer any questions you may have.
Please be sure to obtain the required course materials before the semester begins as detailed in the syllabus. Please note that there is a required text for this course: [textbook citation]. [Include any information about acceptable editions, digital options, or cost-saving recommendations.]
Enjoy the rest of your break, and I look forward to meeting you soon.
Best,
[Instructor Name], [Credentials]
[Title]
University of Maryland School of Social Work
[Email] | [Phone]



[bookmark: _Appendix_F:_Full-Time][bookmark: _Toc237358538]Appendix H: Full-Time Faculty Policies
[bookmark: _Toc987936003][bookmark: _Toc498156368][bookmark: _Toc173326710][bookmark: _Toc124713084][bookmark: _Toc65389170][bookmark: _Toc351966214][bookmark: _Toc1454798867][bookmark: _Toc237358539]UMB Faculty Policies
Understanding your rights and responsibilities as a faculty member is essential to navigating your role effectively within the university. The UMB Faculty Policies page serves as a central resource for official policies that govern faculty conduct, appointments, evaluations, and academic responsibilities across UMB.
Faculty are encouraged to review this site to:
· Stay informed about university-wide expectations and procedures.
· Understand policies related to academic freedom, promotion and tenure, and professional conduct.
· Ensure alignment with institutional standards when making decisions about teaching, research, and service.

This resource helps faculty make informed decisions and maintain compliance with university guidelines while supporting a fair and consistent academic environment.
[bookmark: _Toc2840315][bookmark: _Toc158507948][bookmark: _Toc295269655][bookmark: _Toc807205576][bookmark: _Toc237358540]Teaching Expectations and Workload
The following are effective as of 7/1/2022
	Rank
	Teaching Load
	Research
	Service

	Pre-Tenure/Assistant Professors 
(10 month)
	40% teaching = 4 courses
	50% research
	10% service 
expected to attend FO meetings and serve on 2 committees

	Tenured/Associate or Full Professors 
(10 month)
	40% teaching = 4 courses
	40% research
	20% service
expected to attend FO meetings, serve on at least 2 committees, and take on leadership roles, such as chair, co-chair, course coordinator, or serving on a search committee

	Clinical Professors (any rank) if primarily hired as teaching faculty 
(10 month)
	80% teaching = 7 courses
	 
	20% service
expected to attend FO meetings, serve on at least 2 committees, and take on leadership roles, such as chair, co-chair, course coordinator, or serving on a search committee



[bookmark: _Toc303362058][bookmark: _Toc172394087][bookmark: _Toc1641379041][bookmark: _Toc1028244437][bookmark: _Toc237358541] Teaching Expectations
All tenure-track faculty should teach at least 1 course per year unless special arrangements are made with the Dean.
Summer courses can be part of full-time faculty workload. 
Faculty at any rank and in any track who teach a MSW course beyond their workload will receive $6,000 per course.
[bookmark: _Toc187796774][bookmark: _Toc1003718565][bookmark: _Toc1682529190][bookmark: _Toc711498643]Course Load Definitions
· Teaching one course means being the instructor of a 3-credit MSW or PhD level course.
· [bookmark: _Int_G8mDjoWv]Co-teaching a course is considered a ½ course load and teaching a 1-credit course is considered a 1/3 course load. Compensation and workload credit is adjusted in these cases.
Course Scheduling and Assignments
· Associate Dean for Academic Affairs/Director of the PhD Program does not guarantee that all courses can be scheduled based on faculty preference.
· Faculty may be asked to teach a course at a different time, format, or location than preferred
Course Cancellation Options
If a course is cancelled, full-time faculty have the following options to meet their course load:
· take a different course or section assigned to part-time faculty,
· use an existing buyout or release in their bank,
· teach an additional course the following semester (in special circumstances).

[bookmark: _Toc777732692][bookmark: _Toc1979902026][bookmark: _Toc173326711][bookmark: _Toc1599070970][bookmark: _Toc161228013][bookmark: _Toc981728589][bookmark: _Toc1439581501][bookmark: _Toc237358542]Course Buyouts, Releases, and Banks
[bookmark: _Toc1184000065][bookmark: _Toc794917954][bookmark: _Toc173326712][bookmark: _Toc1841676347][bookmark: _Toc723200341][bookmark: _Toc698870211][bookmark: _Toc1654101007]Buyouts
Faculty can buy out of a course using funds from internal and external grants at a rate of 15% salary. Course buyouts must be used during the grant period. Any exceptions must be approved by the Dean.
[bookmark: _Toc888630148][bookmark: _Toc2053616956][bookmark: _Toc173326713][bookmark: _Toc9718744][bookmark: _Toc1129399050][bookmark: _Toc672405111][bookmark: _Toc1968028711]Releases
Faculty at any rank or title can earn 1 course release per year for each of the following leadership roles:
· Chair of FEC
· Chair of APT
· Chair of Faculty Search Committee (tenured or tenure track search only)

Faculty at any rank or title can earn 1 course release per year for the following reasons:
· Part of new hire package for tenure-track and tenured faculty
· Special circumstances as approved by the Dean, Associate Dean for Academic Affairs, or PhD Program Director
· Coordinator of RA Scholars program
· Stats Consultant for SSW
· Chair of SSW Human Subjects Protection Committee
Faculty at any rank or title can also earn 1 course release by serving as the chair of 3 completed dissertation committees (10 committees if member) in the SSW PhD program
All course releases should be used within the same year but must be used no later than 2 years after receiving the release. Course buyouts and releases should be reported annually to the Office of Academic Affairs via the workload survey. 
Any courses “banked” before July 1, 2022, are exempt from any policies on time limits.
[bookmark: _Toc1348633712][bookmark: _Toc1760884864][bookmark: _Toc173326720][bookmark: _Toc270736243][bookmark: _Toc205078974][bookmark: _Toc194079660][bookmark: _Toc1738557378][bookmark: _Toc237358543]Independent Study (SOWK 798)
Faculty can serve as instructors of an independent study. Faculty interested in doing so should consult with the Associate Dean for Academic Affairs to learn more about requirements and the approval process. Teaching SOWK 798 is not counted towards workload.
[bookmark: _Toc1255885165][bookmark: _Toc1319817667][bookmark: _Toc2027409072][bookmark: _Toc1206174611][bookmark: _Toc237358544]New Course Development
[bookmark: _Toc173326721][bookmark: _Toc479310756][bookmark: _Toc1130420134][bookmark: _Toc2014521255][bookmark: _Toc416111868]Faculty interested in developing a course should contact the appropriate curriculum committee.
[bookmark: _APPENDIX_G:_Adjunct][bookmark: _Toc237358545]APPENDIX I: Adjunct Faculty Policies and Advancement
[bookmark: _Toc1802746444][bookmark: _Toc134067801][bookmark: _Toc286397657][bookmark: _Toc184645647][bookmark: _Toc237358546]UMB Policies for Adjunct Instructors
 The UMB Faculty Policies page includes general policies that apply to all instructors.
[bookmark: _Toc1048720487][bookmark: _Toc1488141070][bookmark: _Toc818277401][bookmark: _Toc1476767232][bookmark: _Toc237358547]UMSSW Adjunct Faculty Levels
All adjunct faculty appointments are non-tenure track, for one semester, and terminable at the discretion of the Associate Dean of Academic Affairs. 
Adjunct instructors are critical to our educational mission. The SSW has developed its own internal structure to recognize the experience and contributions of adjunct instructors.  
· Adjunct I ($4,500): New instructors start at the level of Adjunct Faculty I. Adjunct Faculty I are hired to provide instructional services and are neither tenured nor eligible for tenure and appointed to teach specific courses and compensated on a course-by-course basis. Adjunct faculty hired to teach practice classes shall hold the terminal degree in social work, the MSW, and their appointment does not have to be reviewed by the Advancement, Promotion, and Tenure (APT) Committee. 
· Adjunct II ($5,000): In addition to the qualifications required for an Adjunct Faculty I, Adjunct Faculty II are determined by the University to have a consistent record of high-quality instruction, have a record of teaching at least three years at the SSW and a total of 12 courses of three credits or more, have a series of high-level performance evaluations over the course of at least twelve full semester courses at the University, and have made a written request to the Associate Dean for Academic Affairs.
· Adjunct III ($5,500): In addition to the qualifications required for an Adjunct Faculty II, Adjunct Faculty III are determined by the University to have a consistent record of high-quality instruction, have a record of teaching at least ten years at the SSW and a total of 20 courses of three credits or more, have a series of high-level performance evaluations over the course of at least twenty full semester courses at the University, and have made a written request to the Associate Dean for Academic Affairs.
 
To apply for a change in adjunct faculty status, please complete this form. Adjuncts receive credit only for courses taught at the UMSSW when applying for adjunct promotion. After review and approval by the Associate Dean of Academic Affairs, we will confirm your status with an official letter and update your HR profile.
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