
 

 

Memorandum of Understanding  
Process for Emergency Requests to Shift In-Person Courses to Online or Hybrid Modalities  

 
In Fall 2023, WWU’s Academic Coordinating Commission (ACC) & Faculty Senate approved guidelines for 
all permanently approved online and hybrid modality courses. While these policies provide important 
oversight, they do not fully address the need for rapid flexibility during emergencies that disrupt normal 
teaching and learning. Recent experiences (e.g., public health crises, environmental hazards, or other 
unforeseen emergencies) have made clear that faculty and students require a rapid response protocol 
that allows instruction to continue safely and effectively. 
 
This MOU establishes a temporary and narrowly tailored procedure by which the management team 
may authorize short-term shifts in modality for courses not previously approved as online or hybrid 
under ACC policy. The purpose is to protect faculty autonomy, ensure instructional continuity, and 
support student success in the face of circumstances beyond the control of the university or the faculty 
member. Any temporary shift granted under this MOU will be followed by the appropriate ACC approval 
process should ongoing or permanent changes be sought.  

Emergency Protocol Steps 

1. Faculty Request 
○ A faculty member may request to their Dean (or designee)  that the emergency protocol 

be applied to shift their course to an online or hybrid modality. 
○ Faculty members are not required to provide extensive documentation of the 

emergency, only sufficient information to demonstrate the disruption. 

2. Dean Review 
○ The Dean (or designee) will review the request to ensure it aligns with the scope of this 

emergency protocol.  
○ If a request is approved, the Dean (or designee) will notify the Department Chair that a 

request for an emergency change in modality has been approved.  
○ If a request is approved, the Dean (or designee) will notify the appropriate college 

curriculum committee of the approved emergency change.    
 

        3.   Curriculum Committee Determination 

○ The college curriculum committee chair (or designee) will determine if the request 
meets the criteria for a temporary shift in modality. 

○ Approval will be guided by the following principles: 
i. Instructional Continuity: The proposed shift should reasonably allow students 

to continue making progress toward course outcomes with minimal disruption 
to learning. 

ii. Student and Faculty Safety: The proposed shift should reduce or eliminate 
exposure to conditions that pose a credible risk to student and faculty health, 
safety, and well-being, as well as equitable access to instruction. 

iii. Faculty Agency and Protection: The proposed shift should uphold the faculty 
member’s ability to adjust instructional methods and modality in response to 
changing conditions without penalty or undue administrative burden. This 
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criterion affirms the institution’s commitment to supporting faculty autonomy 
and professional judgment during emergencies. 

○ These principles are not meant to establish rigid thresholds but to guide decision-
making in unpredictable and varied emergency contexts. The curriculum committee 
chair (or designee) retains discretion to consider the totality of circumstances and to 
grant approval when the proposal aligns with the spirit of these criteria. 

        4.   Notification and Coordination 
○ If granted, the department chair (or designee) will coordinate with the faculty member 

and appropriate staff to notify students of modality changes.  
○ The college curriculum committee chair  will notify the WWU Academic Coordinating 

Commission (ACC) of the temporary change and will ensure appropriate steps are 
followed should a more permanent change to the course modality be considered. 

Implementation and Scope 

● This MOU is intended solely for emergency circumstances beyond the reasonable control of 
faculty or the university. 

● Short-term shifts from in-person to hybrid or online modalities may be authorized for the 
duration of a single academic quarter. If the emergency extends beyond that term, 
departments should make every reasonable effort to reassign the course to a faculty member 
able to deliver it in person, in alignment with the modality advertised to students. If such 
reassignment is not feasible due to ongoing emergency conditions or staffing constraints, a 
formal request must be submitted to ACC for review and potential approval of an extended or 
permanent modality change. 

● Temporary approval under this MOU does not substitute for or replace the ACC’s permanent 
modality approval process. 

● Faculty will be supported in making the temporary shift, including access to relevant resources 
for online and hybrid teaching.  

● All instructional design, grading, and engagement decisions during an emergency shift to hybrid 
or online modality remain under the purview of the assigned faculty member. This MOU does 
not authorize the use of AI-assisted or automated instructional tools in lieu of faculty 
instruction. It also does not alter existing university or departmental policies regarding academic 
integrity or the use of AI-assisted tools. 

Timeliness of Decisions 

To ensure instructional continuity during emergencies, a decision on the faculty member’s request will 
be made within two business days of receiving it. If additional information is required to make the 
decision, the faculty member will be notified immediately, and the request will be prioritized for 
expedited review. 

Appeals 

If a request for a temporary shift in modality is denied, the faculty member may submit a written appeal 
to the Dean within ten (10) business days. The appeal should briefly explain how the request addresses 
instructional continuity, student safety, and faculty flexibility. The Dean will review the appeal and issue 
a final decision.  


