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Last Name First Name MI Social Security Number

College Hiring Department/Program Date of Birth*Required

Seethe attachedguidelinesfor the Southern Associationof Collegesand Schoolsand the TexasHigher Education
Coordinating Board Criteria for Continuing Education/Contract Training.

ADMINISTRATIVE APPROVAL FOR EMPLOYMENT
Upon review of the official Houston Community College System's Application for Employment, resume,
academic credentials and other appropriate documentation, (i.e. licenses, professional certifications), the above
applicant meets all applicable standards for the position, and should be approved to teach the following program(s)

and or course(s) listed below or on an attached sheet (if they are too numerous for this space).

Courses to be taught by applicant (PLEASE LIST COURSE TITLE AND WECM RUBRIC):

PLEASE CHECK THE APPROPRIATE QUALIFICATION CATEGORIES BELOW:

Dlnstructor possesses appropriate academic preparation coupled with work experience. Instructor is at the same
educational level or above at which he/she is teaching. The minimum acceptable level is an associate degree with
appropriate work experience or a Bachelor's degree or higher in the specific area in which the instructor is teaching.

Instructor holds the degree checked below and transcript of awarded degree is attached:

() Associate Degree () Bachelor’s Degree ( ) Master's Degree () Doctoral Degree

Exceptions to the instructor certification criteria because of unique experience and/or demonstrated
competence are noted below:

( ) 36 MONTHS NON-TEACHING DIRECT OR RELATED WORK EXPERIENCE and/or
( ) QUALIFYING COURSE(S)/LICENSE(S)/CERTIFICATE(S) (If relevant to teaching assignment)

PLEASE NOTE: For exceptions, write a concise statement and attach the statement and supporting documentation
with this form, indicating exactly how this applicant fulfills the instructor qualifications according to the SACS
standards. Give specific detail from educational transcripts, training, verifiable life/work experiences,

higher education teaching history, professional certifications, licenses, awards, performances, publications,

portfolio and any other relevant documentation. (Documentation for any qualifying licenses, certificates

or non-teaching work related experience referenced in the exception must be attached).

The above applicant is accepted for employment as an instructor, meeting all applicable requirements for
the discipline and/or course(s) listed on this form.

School of Continuing Ed. Program Director = Date Director, School of Continuing Ed. Date
Or Corporate College Program Manager

System Credentialing Analyst Date Director, Corporate College Program Date
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GUIDELINES FOR INSTRUCTOR CERTIFICATION
(FOR CEU AND CEC COURSES)

Items needed for submission of new instructor for certification to teach:

Completed and signed HCC application

® Resume

Documentation of credentials, i.e. college transcript, copies of applicable licenses or certifications
relevant to the course that instructor would be teaching.

Completed Statement of Qualifications Form signed by Director of SCE or CC

For further instructions in filling out the Statement of Qualifications form, please see “Guidelines for
Statement of Qualifications Form”

*Note: If the instructor doesnot haveat leasta Bachelor's Degreein the subjectareain which he/she
would be teaching,the sectionon exceptionsmust be completedand a written explanation of their
exceptionalqualifications and courserelated work experience attachedalongwith copiesof any
applicable certificates, licensesgtc.

Please complete the above required Statement of Qualifications Form. All support documentation, college
transcripts, copies of certifications, standard paperwork for Human Resources (i.e., Part-Time Recommendation,
copy of Driver’s License, copy of Social Security Card, and Retirement Option form), should be given directly
to your Program Director for credentialing analysis and approval. Please refer to the HR Part-Time Faculty
Hiring Checklist. That paperwork will be processed by the Division of Extended Learning and your respective
department (SCE or CC). If credentialing documentation is not included or instructor does not appear to meet
SACS criteria for teaching CEU course(s), the Director submitting the request will be contacted immediately to
supply necessary documentation or letter of explanation for exception.

IMPORTANT NOTE:

Instructor’s employment packet cannot be forwarded to Human Resources until all support documentation is
obtained and instructor is certified to teach for SCE or CC. Per SACS criteria, an instructor must not be
assigned teach any CEU class until they have been through the above described certification approval

process. Please ask the faculty candidate to request original transcripts be sent to the HCC HR-Records
Department: Attention: Naomi Tobin, 3100 Main, 3rd Floor, Houston, Texas 77002.

For additional questions or assistance, please call the Division of Extended Learning at 713-718-6195.
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Source: THECB, GIPWE 2008Publication, Chapter 2, Page3 and Page4

e. Faculty who teachworkforce continuing educationcoursesshould havea
combination of higher educationacademicpreparation or specializedhigher education
training and work experience with an emphasison competencegainedthrough work
experience. In all casesfaculty membersmust have specialcompetencean the fields in
which they teach.

f. Faculty who teachin workforce educationprograms that are subjectto accreditation
by external agenciesand/or that prepare studentsfor licensureor certification must
comply with the educationaland experiential qualifications required by the licensing,
certifying, or accrediting agencies.

g. Faculty memberswho teachbasiccomputation and communication skills in
non-degreeoccupationalprograms must have a baccalaureatedegreeand, ideally,
should havework or other experience which helpsthem relate theseskills to the
occupationalfield.



	Text1: e. Faculty who teach workforce continuing education courses should have a combination of higher education academic preparation or specialized higher education training and work experience, with an emphasis on competence gained through work experience.  In all cases, faculty members must have special competence in the fields in which they teach. 

f. Faculty who teach in workforce education programs that are subject to accreditation by external agencies and/or that prepare students for licensure or certification must comply with the educational and experiential qualifications required by the licensing, certifying, or accrediting agencies.

g. Faculty members who teach basic computation and communication skills in non-degree occupational programs must have a baccalaureate degree and, ideally, should have work or other experience, which helps them relate these skills to the occupational field. 
	Text2: Source: THECB, GIPWE 2008 Publication, Chapter 2, Page 3 and Page 4 
	Text3: *Note: If the instructor does not have at least a Bachelor’s Degree in the subject area in which he/she would be teaching, the section on exceptions must be completed and a written explanation of their exceptional qualifications and course related work experience, attached along with copies of any applicable certificates, licenses, etc.
	Text4: 
See the attached guidelines for the Southern Association of Colleges and Schools and the Texas Higher Education Coordinating Board Criteria for Continuing Education/Contract Training.
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