Credential Review Procedure


1. College/School administrative staff person completes template with (Insert) information and sends the form to the faculty reviewer along with the following attachments:
· Applicant’s current vitae
· Applicant’s transcript/s
· SACS Faculty Credentials Guidelines (Comprehensive Standard 3.7.1)
· USFSM Credentialing Policy
 
2. The faculty reviewer will make a recommendation, sign the form and send the packet on to the dean.


3. The dean then approves/conditionally approves/denies approval, signs the form and sends the documentation to Academic Affairs.  


4. Academic Affairs will place the form and supporting documentation in the faculty member’s file located in the Human Resources office at USFSM.



Southern Association of Colleges and Schools (SACS)

Comprehensive Standard 3.7.1: Faculty Competence:
The institution employs competent faculty members qualified to accomplish the mission and goals of the institution. When determining acceptable qualifications of its faculty, an institution gives primary consideration to the highest earned degree in the discipline. The institution also considers competence, effectiveness, and capacity, including, as appropriate, undergraduate and graduate degrees, related work experiences in the field, professional licensure and certification, honors and awards, continuous documented excellence in teaching, or other demonstrated competencies and achievements that contribute to effective teaching and student learning outcomes. For all cases, the institution is responsible for justifying and documenting the qualifications of its faculty.



USFSM Credentialing Policy 
(Approved by APC, Faculty Senate and Academic Council)

Adjunct Faculty Credentials Approval Process
The Dean forwards a request for a review of the adjunct faculty’s credentials to a USFSM resident faculty member who has expertise in the same, or a closely related, field. In the case where there is no qualified USFSM faculty member available for the review, the Dean may forward the request to faculty on another USF campus.  The Dean will indicate course numbers and title(s) for which the candidate may qualify, and attach a copy of the SACS Faculty Credentials Guidelines (Comprehensive Standard 3.7.1).
Faculty reviewers will note degrees, completed coursework, publications and professional experiences relevant to the request to teach at USFSM. Faculty reviewers will indicate whether the candidate’s qualifications meet the criteria for teaching in the specified degree program at USFSM. Faculty then recommend approval, conditional approval (to be reviewed again after one semester of teaching), or deny approval.  Faculty reviewer signs the form and returns it to the Dean.
The Dean then approves, conditionally approves, or denies approval, and signs the form. The form is copied and filed in the Dean’s office.  Once the adjunct faculty member is hired, a copy of the credential form is placed in his/her academic file located in the human resources office at USFSM. 
Resident Faculty Credentials Approval Process for Courses in Related Fields of Study
Because USFSM is not organized into departments, the Dean oversees faculty assignments. Faculty may teach courses in any program offered by the USFSM College/School with the approval of the Dean. 
The Dean may, as needed, request a review of credentials by a lead faculty member in a specified program area to ensure the faculty member is qualified to teach courses effectively in areas related to his/her primary field of study.  The faculty reviewer and the Dean will note relevant experience and graduate credit hours which demonstrate competence/mastery of the approved course content. In such cases, the Dean will send documentation of faculty qualifications and the review process to Academic Affairs.  The documents will be placed in the faculty member’s academic file located in the human resources office at USFSM.
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Credential Review Request

[image: ]Date:  (Insert)
Faculty Applicant:  (Insert)

This is a request for a review of the credentials of the above referenced individual to teach the following course(s).  The attached current vita and transcript/s will help you determine if the applicant’s qualifications meet the criteria for teaching.  SACS Faculty Credentials Guidelines and USFSM Credentialing Policy are also attached.  The courtesy of a response as soon as possible is appreciated.  Please return to:   (Insert)

Course/s Number/Name: 
(Insert)

Graduate Degrees Qualifying Instruction of the above listed courses: (Insert)
	Degree:
	Year
	Institution

	
	
	

	
	
	



If degrees are not in the discipline to be taught, please list relevant graduate courses and related professional experience:




				Approved:		Conditionally		Denied:
							Approved
Faculty Recommendation:	_________		__________		________

Faculty Evaluator: (Insert) 	Signature___________________________	Date______________
Reason for denial:


				Approved:		Conditionally		Denied:
							Approved
Dean’s Approval/Denial:	_________		__________		________

Dean’s Name:  (Insert)		Signature_____________________________	Date_______________
Reason for denial:
Approved by APC October 18, 2011 and Academic Council Nov. 14, 2011
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