USM Faculty Qualifications Form
for Full-Time and Part-Time Instructors of Record 
Download Guidelines at http://www.sacscoc.org/pdf/081705/faculty%20credentials.pdf 

Name of Primary Department or School:  
College:  
Beginning Academic Term:  
Date Form Completed: 
This form is to be completed by the head of a department/school.

Prepared by: 
Chair/Director signature __________________________
For the Office of the Dean: __________________________

Please send a signed copy of this form and supporting documentation to the Office of the Provost (Box 5002). The form and other documentation must be in the appropriate university personnel or student employment folder, with signature from the Office of the Provost 

Office of the Provost: Reviewed by  _____________________________________  Date _____________________
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	INSTRUCTOR NAME 
(F, P, TA)
	COURSES
Current/Anticipated

Including Term, Course Number & Title, Credit Hours (D, UT, G)
	ACADEMIC DEGREES & COURSEWORK 

Including Institution & major. 
· List degrees as provided on transcripts.

· Provide a total number of graduate hours by institution relevant to courses assigned.
· List specific graduate coursework, if needed.
	OTHER QUALIFICATIONS (documented) & COMMENTS, if needed
Relevant to Courses Taught

	
	
	
	


Col. 1 - F, P, TA:  Full-time or Part-time or Teaching Assistant serving as instructor of record    Column 2 - D, UT, G:  Developmental, Undergraduate Transferable, Graduate


The information below line should be deleted before submission for signatures

Instructions (see also http://www.sacscoc.org/pdf/FACULTY%20ROSTER%20INSTRUCTIONS.pdf for examples). Please enter information onto form. Handwritten forms will not be accepted.
Column 2
List all courses that an individual is currently scheduled to teach and that it is anticipated the individual might teach in the future. Additional teaching assignments will require an updated form and may require additional justification.
Column 3
List all earned academic degrees, diplomas, and certificates, with the most relevant that help qualify the instructor to teach the listed courses listed first. 
· Indicate the discipline (concentration or major) of each degree, the institution that awarded the degree, and the total number of graduate hours relevant to courses assigned (not counting dissertation/thesis hours). 
· List degree titles as provided on transcripts, not as they may appear on CVs or other forms.
· List specific coursework completed by institution if a direct relevance of a degree to course(s) taught is not evident (e.g., a PhD in Social Science for HIS-prefixed lower division courses), with specific graduate course titles and credit hours awarded relevant to the courses assigned. 
· For teaching assistants serving as instructor of record, annotate degree as in progress as appropriate and list relevant completed courses. In some instances, information on undergraduate coursework may contribute to the justification of an instructor’s qualifications.
Column 4
Fill in this column to establish adequate qualifications for instructors that are not evident in the degrees and coursework column. 
· Include here any certifications, licenses, professional experience(s) related to the courses taught. 
· If any information is entered in this column, provide hardcopy documentation to substantiate, such as the following: copies of licenses and certificates; evidence of professional experience beyond entry on curriculum vita (such as letters from former employers attesting to expertise related to courses taught); documented citations of published scholarly, creative work or performances; documented evidence of substantive or funded research in field pertinent to courses taught; continuous documented excellence in teaching; honors and awards; and other demonstrated competencies and achievements that contribute to effective teaching and student learning outcomes. Indicate the dates for these additional qualifications and clearly describe the relationship between these qualifications and the course(s) taught. 
· Caution: The need for someone to teach a course is not a valid justification.
Adapted from SACS template 170523

