PMBA Policy on Class Disruptions
Adopted September 29, 2021; revised August 8, 2025
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Overview

From time to time, situations arise in which a PMBA class session at one or more locations will need to
be cancelled. These situations could arise due to inclementweather, civil unrest, technology outages, or
personalemergencies faced by the instructor. This policy provides guidance to PMBA staff, IT staff, and
faculty on what they can expect in these situations. An abbreviated version of the policy will be shared
with PMBA students.

Because disruptions often have unique nuances, the disruption policy outlines a framework for
achieving desired outcomes rather than specifying absolute rules. Those who are authorized to make
decisions in a given situation are expected to use their best judgment given the guidance articulated in
this document and the nature of the specific disruption.

Top Priorities

The first priority is always the safety of students, faculty, and staff. Class should never be held in
instances where a natural disaster, civil unrest, etc. makes it unsafe to do so. The second priority is to
provide students with a complete educational experience according to the class plan developed by the
instructor. If the materials to be covered during a cancelled class session cannot be delivered in some
other way, the academic experience will be incomplete. In other words, losing one of the seven
synchronous class sessions is consequential for students.

Interaction with USC Columbia closure policies

Note that all PMBA sections (including sections that meet at regional sites) operate as USC Columbia
sections. The PMBA program will, in general, follow the guidance of the Columbia campus, but PMBA
staff at times may deem it prudent to close a regional site even though classes are being held as normal
on the USC Columbia campus in situations where the closure is initiated with the intent to keep students
and employees safe at PMBA classrooms outside of Columbia. In all other respects, in the event that
Moore School policy conflicts with USC Columbia policy, the USC policy shall dominate.

Closures of a Classroom due to Weather or Other Dangers

Students physically attend PMBA class sessions in a variety of locations. For that reason, class will
sometimes be held in some locations while circumstances force one or more of the other locations to
close for the evening.

Closing specific locations other than Columbia

PMBA administration has identified specific educational entities near each of our remote locations, and
our facility will close if officials at the specified entity cancel classes due to weather. See Appendix 2 for
reference locations. PMBA staff will monitor weatherrelated closing announcements and communicate
them to instructors and IT staff when known.

In addition to weather, civil unrestin urban areas can presenta dangerto our students and staff. PMBA
administration will decide when to close a site for potential unrest. We will not necessarily follow the
guidance from the reference entity because of the distance between the entity and our classroom.

When we decide to close a regional location on a given evening, PMBA staff willimmediately inform the
instructors and the enrolled students who would attend at that site that night. The default will be for
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the affected students to attend class via Zoom (if it is safe to do so). Instructors are encouraged to
communicate any additional instructions the students need to effectively participate in class that night.
The PMBA Tech Support person should also be informed.

Closing Columbia classrooms

If the Provost or other USC — Columbia official cancels in-person classes on a particular evening, then
students should not come to the Columbia classroom.

Depending onthe type of cancellation, virtual instruction might be allowed that day. If so, the instructor
is encouraged to conduct the class session remotely from their home. Faculty will need to communicate
if and how their students should attend the virtual class.

If the closure announcement prohibits all instruction, including virtual instruction, then the normal class
session for that night cannot be conducted. See Appendix 3 for various ways to cover materials in this
situation.

Closures of a Classroom due to Technology Disruptions

PMBA class sessions, especially those conducted on weeknights, depend on technology for successful
delivery. Due to the efforts and expertise of DMSB and USC IT staff, the vast majority of PMBA class
sessions start on time and are completed successfully. This portion of the policy provides guidance to
PMBA administrative staff, IT staff, and faculty regarding how they are expected to respond when some
course delivery technology fails.

Definitions

Cancelling a class session: this refersto contacting studentsto inform them the faculty member will not
be conducting the class session on its scheduled night.

Shutting down the assigned DMSB classroom: this refers to a decision to not deliver the class session
from the assigned room within DMSB.

Technology disruption: a software, hardware, or power issue that makes it impossible to deliver the
class session via Zoom and/or in person. This policy primarily addresses technology disruptions
occurring in the 24 hours preceding the start of class (6pm for eveningclasses). Click here to read about
technology disruptions occurring after the class starts.

Technology outage occurs within 24 hours before class starts

1. Weeknight courses are taught face-to-face to students in Columbia, on Zoom for all courses on
the third floor, and usually via Zoom to distance classrooms for classes taught from 324 or 334.
In general, if the class session can be delivered to one or more of these audiences and recorded
for viewing later by the other students, then the class session should be conducted at its
scheduled time and recorded.

2. If none of the technology is working (e.g., electrical outage) prior to class:

e The decision to cancel the class session will be made by the instructor in consultation
with the PMBA administrators. Information from IT staff regarding the nature of the
outage will be veryimportant in reaching the correct decision. However, because many
of our instructors can deliver the class session from their home or office when the
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classroom is inoperable, IT staff are not expected to make the decision to cancel the
class session.

e Thedecision to shutdown the assigned DMSB classroom will primarily fall to the IT staff,
although they should discuss the decision with the instructor and PMBA administration.
It will be based on the nature of the failure, the fact that all delivery modes are
inoperable in the classroom, and the likelihood that the technology will not be operable
within 30 minutes after the scheduled start of the class session.

3. No twotechnology disruptions are likely to be the same. The existence of the problem, its likely
cause, and the expected timeline for fixing the inoperable technology needs to be
communicated to all parties (instructors, PMBA administration, DMSB IT staff, DolT staff) as
soon as the outage is detected and verified. By workingtogether, decisions can be reached that
will minimize the effect of the outage on the PMBA program’s educational mission.

4, Avariety of stakeholders mustbe informed if it appears one or more delivery approaches will be
inoperable. These include (click here to see the contact info for these people)

e Faculty teaching that night (immediately so they can plan around the outage)
e Students affected by the inoperable system

e PMBA administrators

e Individual assigned the role of PMBA Tech Support

e DolTdirectors assigned for that night

e PMBA remote site coordinators

PMBA administrators and/or instructors can contact students. DMSB IT staff and/or PMBA
administrators can contact remote site coordinators. DMSB IT staff will be responsible for
coordinating with DolT directors regarding the outage.

5. Athorough investigation of the outage should be conducted with the results discussed at the
regular weekly meeting between PMBA administrators and DMSB IT staff. The goalis to learn
from the outage and minimize the likelihood that it disrupts classes in the future.

6. Some PMBA classes meet on Saturdays. DMSB IT staff have a policy of checking the classroom
technology three days in advance of the Saturday class and meeting with instructors to review
the technology a few days prior to the Saturday class. If any systems in the assigned classroom
are notworking and cannot be fixed before 5pm on Friday, DMSB IT should notify the instructor
and PMBA administrators, and the instructor and PMBA administrators will determine how to
best respond to the outage.

Technology outage occurs after class starts

When this type of technology outage occurs, the main goal is to help the instructor continue to
deliver class via any delivery method(s) still in operation. Another priority is to get the inoperable
technology back online. While the instructor is conducting class using the classroom PC and
whichever delivery system is working, the DolT director and DMSB IT staff should work on their
laptops to attempt to bring the failed system online. If successful, they should interrupt the
professor (if needed) so students who wish to attend on the previously inoperable system can join
the class session. Many of the fixes in the past have been simple, such as restarting Zoom.
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If the outage is more serious and especially if it affects more than one delivery method, the
instructor and their DolT director will have to make some quick decisions. DMSB IT will instruct the
director at the beginning of each term which DMSB IT staff member to contact depending on the
severity of the failure. The general principle still applies — if one delivery method still works, deliver
class as best as possible and record the session for later viewing.

For Saturday classes, the faculty member might not have a director or othertechnology specialist on
site forthe entire session. Forthat reason, DMSB IT staff prefers to review the first-floor classroom
technology with instructors a day or two before the Saturday class. If a technical problem arises
during the Saturday class and the instructor has not been given alternative instructions, they should
call the UofSC help line at 803-777-6411.

A detailed investigation of any outage that occurs during class and the response to the outage will
likely be conducted afterwards. The director’s report and the video from the session will be
reviewed. In addition, the instructor is welcome to email their observations about the outage to
PMBASupport@moore.sc.edu. Once DMSB IT staff has diagnosed the problem and resolved the
issue, they will send an update via email to the instructor and affected support staff. Instructors can
also email DMSB IT staff asking for updates about system problems.

Class disruptions due to Instructor Emergencies or Absences

On rare occasions, the assigned instructor for a PMBA course may face circumstances that prevent them
fromdelivering a class sessionin the usual manner. The circumstances might be known well in advance
or arise immediately before the start of class. This section provides general guidance on how faculty
should approach these situations.

Disruptions in which the Instructor Can Communicate

Who the instructor should contact depends on the facts and circumstances. If the circumstance that
keepsthe instructor out of the classroom is known more than a day in advance of the class session, the
instructor should describe the circumstances to PMBA administrators (see Appendix 1), and the
instructor and administrators will collaboratively devise an alternative delivery of the class

materials. Some options for covering the material are discussed in Appendix 3. In situations where the
disruptionis knownin advance of the class day, the instructor will be responsible for informing students
of the disruption and of the alternative delivery plans, but he or she may ask PMBA administration to
inform students instead. The individual assigned to PMBA Tech Support must be notified whenever a
class session will not be delivered in the usual manner. He or she will then coordinate with the DolT
director assigned to the class. For classes delivered via telepresence, the PMBA remote site
coordinators must also be informed.

If the circumstance arises unexpectedly on the day of the class session, the ability to devise a mitigation
plan and communicate it to students before class might be impossible. When possible, the faculty
member should communicate the problem to the relevant parties as soon as it seems probable that
they will miss class. Specifically, PMBA administrators should be contacted by phone because they can
then start contacting others who will be affected.

If the faculty emergency is detected less than an hour before class, then the instructor’s the first call
should be to the individual assigned as PMBA Tech Support because they will likely be in the building
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and can manage the mitigation effort. In some cases, the disruption will simply delay the start of class
for afew minutes (the instructor is running late). In other cases, the disruption will prevent the faculty
member from delivering class that evening. The PMBA Tech Support person should communicate the
nature of the disruption to the DolT director and to PMBA administrators as soon as it becomes
known. The group will then devise a plan regarding who should inform students, and what the message
will be. If the course is delivered using telepresence, the PMBA remote site managers will also need to
be informed.

Disruptions in which the Instructor Cannot Communicate

In extreme circumstances, the instructor might not be able to communicate with any of the affected
parties prior to the class session. In this case, the disruption will become apparent when the instructor
fails to appear at the start of class. The PMBA Tech Support person and the assigned DolT director will
be the first to detect this problem. If the instructor is not present 5 minutes before class, the PMBA
Tech Support person should call the instructor to get an update on the situation. If the PMBA Tech
Support person cannot reach the instructor, PMBA administrators should be contacted to apprise them
of the situation. They will work togetherto locate the instructor and make a decision regarding the class
session. In general, PMBA administrators will decide if the class will be cancelled. This is not a decision
to be made by the DolT director. In addition, the “15-minute rule” typically used for undergraduate face-
to-face courses does not apply to PMBA classes.

Once the instructor regains the ability to communicate, it is their responsibility to inform the students of
how the missed class session will be mitigated. Appendix 3 describes several mitigation approaches.

Appendix 1: Contact info for responsible parties

Group Name Responsibility Email phone

PMBA Bill Hauk* Academic Director hauk@moore.sc.edu O: 803-777-6044

Admin. C: 803-800-6321

PMBA Monica Suber- | Senior Director, MBA Monicasd@moore.sc.edu 803-876-8949

Admin. Duffy* Academic and Student
Affairs

DMSB IT Gregg Tarrance | AV Manager tarrance @moore.sc.edu 803-201-3176

DMSB IT Kelvin Belin PMBA Tech Support** | Kelvin.belin@Moore.SC.edu 843-992-4238

DMSB IT Brit Wilson Teaching Technology britanna.wilson@moore.sc.edu | 803-509-4402

DMSB IT Maggie Oswald | Video Production maggie.oswald@moore.sc.edu | 803-777-8693
/Recordings/Streaming

PMBA site | Julie Clements | Greenville Site Manager | julie.clements@moore.sc.edu (864) 617-1259

PMBA site | LauraSchwenk | Charlotte Evening schwenk@moore.sc.edu (267) 275-3776
Coordinator

PMBA site | Sheetal Verma | Charleston Evening Sheetal.verma@moore.sc.edu (843) 814-6736
Coordinator

PMBA site | Stro Prothro Charleston and William.prothro@moore.sc.edu | (803) 983-5475
Charlotte Site Manager

DolT staff Documented Classroom director Assigned each term

elsewhere
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* In cases where you need to contact the PMBA administrators to make a decision on class, you can
contact either Bill or Monica. If time is of the essence, you should call instead of texting or sending
email. One of them should be available around class time on most days.

** The PMBA Tech Support person — Kelvin Belin - is the member of DMSB IT staff who monitors the 3™
floor after 5:30 on class nights to support DolT directors and faculty in any cases where problems
threaten the timely start of one or more classes. If Kelvin is not available on a given night, DMSB IT will
designate a substitute. Because of the key communication role served byt he person assigned as PMBA
Tech Support, the substitute’s contact info should be emailed to the various parties listed above by 5pm
on the day they will be substituting. In addition, if a substitute DolT director is designated on a given
evening, the substitute’s contact info should be emailed to the instructor, PMBA administrators, and
PMBA remote site coordinators.

Appendix 2: Reference institutions for inclement weather

PMBA administration has identified specific educational entities near each of our remote locations, and
our facility will close if officials at the specified entity cancel classes due to weather. As of now, the list
is as follows:

Remote Location Reference entity
Charleston Trident Technical College
Charlotte UNC Charlotte

Greenville Greenville Technical College

PMBA staff will monitor weather related closing announcements and communicate them to instructors
and IT staff when known.

Appendix 3: Approaches to mitigating class disruptions for weeknight PMBA classes

This section describes generalstrategies for instructors to continue their planned learning experiences in
light of the disruption of a weeknight class. Each disruption will have unique nuances, including but not
limited to the specific cause of the disruption, the size of the class, whether remote sites are involved,

technology skills of the instructor, etc. Disruptions of weekend classes are considered in Appendix 4.

Columbia classroom is closed but virtual instruction is allowed.:

If possible, the instructor should conduct the class using Zoom from his/her home or office. Faculty will
be responsible for informing students that class will be conducted at the usual time, but they should all
join via Zoom rather than show up at a classroom. Instructor should inform PMBA administrators and
PMBA Tech Support person of their plans. Faculty can reach out to DMSB IT staff for help on how to
livestream from home. Faculty should record the session foranyone who cannot be on Zoom that night.

Columbia classroom is closed and virtual instruction is prohibited:

The class session is cancelled. The instructor has several options for covering material when a class is
cancelled. If the instructor covered similar materials in a recent semester, the video recording of that
PMBA class session can be posted to Blackboard; contact the DMSB IT staff in charge of video
production in Appendix 1 for assistance. Alternatively, the instructor can record one or more videos
containing the lessons that would have been covered in the cancelled class session, and then post the
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video(s) to Blackboard. DMSB IT staff (see Appendix 1) can assist with the recording and editing of such
videos.

Another option is for the instructor to add optional virtual office hours to explain the material that was
missed. These office hours can be recorded by the instructor and made available via Blackboard for
students who are unavailable to attend. Optional virtual office hours are scheduled by the faculty at a
time they feel is convenient to themselves and the majority of students. Faculty cannot require
attendance atsuch a session. Also, scheduling a face-to-face make-up class that students must attend is
not permitted.

One or two remote sites are closed but other classrooms are open and technology is working:

PMBA administrators will tell the students who are enrolled at the closed remote sites to attend class on
Zoom. PMBA administrators will copy the instructor and the PMBA Tech Support person on the email
communication to students.

Faculty member is unable to be in the Columbia classroom:

Options available in this scenario are

e the instructor can teach remotely from an alternative location using Zoom
e arecording of the class session from a prior semester is posted to Blackboard

e the instructor can record one or more videos containing the lessons that would have been
covered in the cancelled class session, and then post the video(s) to Blackboard

If the instructor cannot teach remotely, the class session is considered “skipped,” and the instructor’s
department chair should be made aware. When this sort of disruption is known in advance of the class
day, the instructor will be responsible for informing students of the disruption and of the mitigation
plan. If circumstances make such communication difficult, the faculty member can ask the PMBA
administration to inform the affected students. Itis also imperative thatthe DMSBIT staff memberwho
supervises evening classes is notified whenever a class session will not be delivered in the usual
manner. The PMBA Tech Support person will then coordinate with the DolT director assigned to the
class. If the class is delivered via telepresence, the PMBA remote site coordinators must also be
informed of the disruption and any part of the mitigation plan that might affect them.

If the circumstance arises unexpectedly on the day of the class session, the ability to devise a mitigation
plan and communicate it to students before class might be impossible. If possible, the instructor should
communicate the problem to the relevant parties as soon as the disruption seems probable. If this is
several hours before class starts, the instructor should contact PMBA administrators by phone, as they
can then start contacting others who will be affected by the change.

If the inability of the instructor to be in the Columbia classroom is detected less than an hour before
class, then the instructor’s the first call should be to PMBA Tech Support person because they will likely
be in the building and can manage the mitigation effort. In some cases, the disruption will simply delay
the start of class for a few minutes (the instructor is running late). In other cases, the disruption will
preventthe faculty memberfrom delivering class that evening. The PMBA Tech Support person should
communicate the nature of the disruption to the DolT director and to PMBA administrators as soon as it
is known. The group will then devise a plan regarding who should inform students, and what the
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message will be. If the course is delivered using telepresence, the PMBA remote site coordinators will
also need to be informed.

Student attendance during weeknight disruptions:

If a class disruption also causes a student to be unable to attend class in person, no grade penalty should
be assessed on the student for non-attendance on that day. Such a student can be required to watch
the session recording in a timely manner.

Exams or other assignments scheduled during a disruption:

If students are notified well in advance that an assignment, such as an exam, is to be completed virtually
on a given date(s), recent USC closure policy has allowed the due date for such a virtual assighnment can
be enforced even whenin-person classes are cancelled. Dependingon the nature of the closure, faculty
are expected to consider whether individual students might need an extension or other
accommodation. Also, a future closure announcement by USC might provide specific guidance about
virtual assignment due dates, and if so, faculty should follow the guidance in that announcement.

Appendix 4: Approaches to mitigating class disruptions for weekend PMBA classes

This section describes generalstrategies forinstructors to continue their planned learning experiencesin
light of a disruption that occurs in a Saturday class. Cancelling an 8-hour Saturday class is a big deal, but
sometimes, we have no choice. Each disruption will have unique nuances, including but not limited to
the specific cause of the disruption, the size of the class, and technology skills of the instructor.

If the instructor encounters technology problems on the day of class, they can:

e Iftheyrequested a DolT director to be assigned for their Saturday session, they should contact
the assigned director

e (Call the USC help line at 803-777-1800 for help

e Trythetechnologyin a differentroom of aboutthe same size, and if it works, move class to that
room. However, the instructor should check the touch pad outside of the new room to make
sure it is not reserved later that day.

e Contact any PMBA staff who are on campus that day for help moving students to another room
or making phone calls requesting assistance

e Try to teach without the specific piece of technology that has failed.

e If the outage seriously impairs the quality of the learning experience, the instructor can cancel
class and use one of the mitigation strategies mentioned for weeknight classes.

In addition, the instructor should describe the technology problem in an email sent to
PMBASupport@moore.sc.edu.

One of the best ways to avoid technical problemsis for the instructor to schedule atechnology refresher
in their assigned classroom with DMSB IT staff a day or two before the Saturday class. In addition to
reminding the instructor how to operate the room with the Crestron touch pad, it also gives IT staff a
chance to see the technology in action in the manner in which the instructor plans to use it.

If weather forces the Columbia campus to close on the scheduled Saturday, then an in-person class
session cannot be held. In many cases, the instructor will not be prepared to run the class in a virtual
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format, but if they can, they are welcome to run the Saturday class virtually according to instructions
above for weeknight class. Because few, if any, Saturday classes are recorded, using a recording from
prior semestersis seldomfeasible. The instructor can try to record videos and/or hold extra office hours
(as described above) so that the learning objectives for that Saturday are met. Rescheduling the course
for a different Saturday is not feasible.

If the instructor cannot be in the classroom for a Saturday class, he/she can try to find a substitute
instructor or attempt to teach the class “from the road” as described above. If neither of these are
possible, the class session will be canceled, and the instructor will probably need to record videos
and/or hold extra office hours (as described above) to fulfill the course learning objectives.

If inclement weather seems likely on a teaching Saturday, the instructor and the PMBA staff should
monitor weather forecasts and the USC emergency page regularly. Also, if cancellation of the class
seems probable forany reason, it is imperative to give students as much notice as possible. Otherwise,
remote students may drive a 4-hour round trip to Columbia only to find the building locked and class
cancelled. For this reason, if the instructor or DMSB IT gains information that makes the cancellation of a
Saturday class appear more likely than not, that information needs to be shared with PMBA
administration.
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