
For official use only: ______________


Western Carolina University

Certification of Credentials and Qualifications for a Faculty/Staff Appointment

AA  21

	Name of Appointee
	     
	
	Department
	     

	Position:
	 FORMCHECKBOX 
 full time—if so, Position Number
	     
	
	College
	
	     

	OR
	 FORMCHECKBOX 
 part time
	
	
	Athletics Employee as PE Instructor
	 FORMCHECKBOX 
 yes
	 FORMCHECKBOX 
 no

	Employee Start Date
	     
	
	Graduate Teaching Assistant
	 FORMCHECKBOX 
 yes
	 FORMCHECKBOX 
 no

	Teaching Field
	     
	
	Teaching Field CIP Code
	     


	Earned Degrees
	Field of Study
	 CIP code
	Institution

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     


The Southern Association of Colleges and Schools (SACS) has established minimum qualifications for faculty.  This form documents that faculty being appointed at Western Carolina University meet these standards.  This form (and attachments) must be submitted with the interim report when requesting to interview a new faculty member or with the AA7 when hiring part time faculty members.
1.
 FORMCHECKBOX 

a. The highest earned degree is from an institution accredited by a regional accrediting agency (each geographic region of the US has an accrediting agency equivalent to SACS).  


 FORMCHECKBOX 

b. The highest earned degree is from a foreign institution (or a non-accredited US Institution).  An explanation AND Alternative Justification Form must be attached.
2.
 FORMCHECKBOX 

a. The highest earned degree possessed (or to be awarded by __________ (mo/yr) is considered to be the terminal degree in the field in which the faculty member will teach.

 FORMCHECKBOX 

b. The terminal degree is not possessed  (and is not expected in near future).



 FORMCHECKBOX 

i. The candidate will not teach graduate courses.


 FORMCHECKBOX 

ii. Alternative qualifications justify the candidate teaching at the graduate level.  The Alternative Qualification Justification Form must be attached.
3.
 FORMCHECKBOX 

a. The candidate holds at least a master’s degree, and the candidate’s transcript shows at least 18 graduate semester credits in the teaching field. (GTAs must have acquired 18 graduate hours in the teaching field.)
If 1b or 2bii is checked, the Matrix of Qualification Form must be attached.  Specific qualifications of the candidate for each course that the candidate will teach must be addressed and documented in addition to the curriculum vita and copy of transcript.
4. It is requested that this faculty member be added to the list of graduate faculty in Graduate School and Research.   

 FORMCHECKBOX 
 no       FORMCHECKBOX 
 yes – full status (permanent and/or tenure track position)      FORMCHECKBOX 
 yes – temporary status (term, visiting, etc.)
	Certified by / Date
	
	Approved by / Date

	Department Head _____________________________
	
	College Dean ______________________________


Attach the following:

· Vita of appointee

· Copies of Licenses (as appropriate)
· Copy of transcript of highest earned terminal degree (provide official transcript to Human Resources within first 30 days of employment)
· Alternative Qualification Justification Form (if 1b or 2bii is checked)

This form becomes part of the official personnel file.

CERTIFICATION OF CREDENTIALS AND QUALIFICATIONS

FOR A FACULTY APPOINTMENT

ALTERNATE QUALIFICATIONS POINTERS

● 
If you are justifying a candidate to teach graduate courses and the candidate does not have the terminal degree you must document either a national presence (i.e. letters of reference) or research agenda (i.e. publications or letters of reference concerning research activities)
· 
Work experience prior to working with Western Carolina University.  WCU experience cannot be used in the justification for the teaching qualifications.  Include specific information with years of service, institution and duties.  List relevant courses taught prior to WCU and identify as graduate or undergraduate courses.  
●
Licensures and certifications.  You must attach copies of appropriate licensures and certifications.  This information must be maintained in personnel files).  Note whether license/certificate is current or expired and if valid in State of NC and expiration dates, if any.

●
Consultations, publications, exceptional scholarly or creative activity, etc. that are relevant to the teaching position.  This information must be documented in the faculty’s curriculum vitae.

●
Professional organization memberships, invited memberships, committee chairs or memberships, elected offices, and awards related to the teaching position.

●
Graduate level courses taken that are applicable to the courses to be taught.  List these by name and course hours (or highlight on transcript); use these courses in cases where degree relationship to teaching discipline is questionable (on matrix).

●
Justify that there are insufficient numbers of graduates with terminal degrees in the discipline.  Give specific documentation of degree programs in existence, numbers of graduates annually, etc.
●
If faculty has supplemental credentials in related fields, identify and tie to related disciplines.

The above are areas that may be used to justify alternative credentials.  The list is not inclusive.  Use of one or more alternative justification areas does not guarantee that the candidate meets Western Carolina University’s credential qualifications for employment.  All decisions will be made on a case-by-case basis. 

Matrix of Alternative Qualifications and Course Outcome Objectives

(for Alternative Qualifications)

Faculty Member:  

	Course prefix, number, & title 
	Course Outcomes
	Relevant Qualifications

(be explicit and match specifically to course outcomes/objectives)-

	
	
	
	
	
	
	

	Course:
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     
	     

	Course:
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