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	Purpose

	To maintain the integrity of our academic curriculum and accreditation, the Faculty Credentials Supplement will be used to evaluate, monitor, and update faculty qualifications.  The 3-part supplement will allow the applicant and current faculty to self identify their qualifications.  The division chair and academic dean are responsible for determining eligibility and verifying credentials of faculty to teach in various content areas in coordination with continuous feedback from the faculty.  This supplement will be updated on an annual basis by the faculty to evaluate current credentials.



	Instructions

	New Applicant:  The applicant will complete Part A and B and submit the entire credentials supplement (Parts A, B, and C) with the Faculty Employment application.  Part C will be reviewed and completed by the department chair and academic dean.

Current Faculty:  The Human Resources Department will provide individualized faculty profile (Part A) to each faculty.  This information will provide the information in the faculty records and database.  Faculty are to self report new and correct information.  



	Part A

Profile
	New Applicant: Please self identify your educational qualifications in this section.

Current Faculty: The Department of Human Resources will provide the current information on file.  Please indicate in the right margin the information that needs update and provide supporting documentation. For example, if our official records indicate that you have a Master’s degree, but have earned additional credit or a doctoral degree, indicate the degree and provide an official transcript to Human Resources.

	Part B

Faculty Self Report
	Each instructor will self identify and update their teaching experience and academic coursework which reflects preparation and qualifications to teach in various disciplines.  All appropriate courses are to be grouped by content area including course number, credit hours, course title, grade earned, and date completed.  An official transcript must be made available to verify the coursework.

	Part C


	Under the heading of Review and Approval of Faculty Credentials, the division chair and the academic dean will review and verify the self-report, and designate which Dine College courses the instructor is approved to teach.

	Supporting documents

	
	Official Transcripts from all educational institutions listed in “Educational Background” of the faculty employment application.

	
	curriculum Vitae that includes the required categories.

	
	
	

	
	
	


faculty profile- part a

NAME

________________________________________________________________________

AREA OF INTEREST (Discipline/Courses)  ________________________________________________

	Educational Background
	Institution/Year

	[  ]AA/AS  


	

	[  ]  BACHELOR’S    


	

	[  ]  MASTER’S  


	

	[  ]  DOCTORAL


	

	Related Occupational Experience

	Field of Experience


	

	Number of years in field


	

	Specialized training, certifications, or licenses held in specified occupational experience.


	

	Special qualifications documented by department chair and approved by the dean.

	


Education Faculty Only: Please complete the following information.
	Certification/Licensure 
	   FORMCHECKBOX 
 YES (complete boxes below)   FORMCHECKBOX 
 NO (go to the next section)



	Type 
	   FORMCHECKBOX 
 Elementary   FORMCHECKBOX 
 Secondary  FORMCHECKBOX 
 Early Childhood   FORMCHECKBOX 
 K-12



	Endorsement
	   FORMCHECKBOX 
 ESL    FORMCHECKBOX 
 Bilingual   FORMCHECKBOX 
 Subject Specify  FORMCHECKBOX 
 Other (specify)



	State Endorsement
	   FORMCHECKBOX 
 Arizona    FORMCHECKBOX 
 New Mexico   FORMCHECKBOX 
  National Teacher Exam

	Valid dates of licensure


	


Faculty Credentials Checklist – Part b

Instructor Self-Report

Name ________________________________Signature ____________________  Date:  ___________

Instructions:  This self-report by each faculty is to be prepared and updated on an annual basis to verify qualifications to teach in various disciplines.  In Section I, please list your cumulative teaching experience including Dine College and other teaching experience.  In Section II, please use your transcripts to identify your academic coursework for each content area.  This information will be used with Chair to evaluate your academic preparation to teach each discipline. 

Section I.  TEACHING EXPERIENCE (List your college teaching experience including Dine College.  Attach additional sheets if necessary.)

	Employment Dates
	School 
	Address 
	Subjects Taught

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 2: ACADEMIC PREPARATION (Using your transcripts and curriculum vitae, group the courses you have completed by discipline and provide the information in each column. Show coursework, specialty training, and related research experience.)

	COURSE#
	CR. HRS.
	COURSE TITLE
	GRADE EARNED
	DATE TAKEN

	Content Area:



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Discipline/Content Area:



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Discipline/Content Area:



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Discipline/Content Area:



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


This page of the Faculty Self-Report may be copied for additional content areas.

PART C

Review and Approval of Faculty Credentials

Name of Instructor    ________________________________________________________________

This part will be completed by the Division Chair and the Academic Dean.  The intent of Part C is to determine courses that the applicant is qualified to teach in accordance to the Higher Learning Commission guidelines.

Section 1:  Using the instructor self-report, please indicate the number of years teaching experience.
	Total of Experience (To be completed by the departmental chair.)

	Years
	Month
	Chair Signature/Date




Section 2:  Based on academic preparation and teaching experience, this faculty meets the requirements and is qualified to teach the following courses

	Academic Discipline/Department
	Course(s)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 3: Approval by the Division Chair, Academic Dean, Vice President, and Human Resources.
______________________________________________
_________________     

Division Chair 






Date

______________________________________________
_________________     

Academic Dean






Date

______________________________________________    _________________

Vice President-Academic & Student Affairs                                 Date

______________________________________________
_________________     

Human Resources Director





Date

Flow Chart of Faculty Credentials Review Process
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