School Personnel Application

Tennessee Higher Education Commission

Division of Postsecondary School Authorization

All administrative personnel qualifications must be submitted to the Commission using this form.  All unaccredited institutions must also submit instructor qualifications to the Commission using this form.  The application must be typed and completed in its entirety with the appropriate signatures.  Incomplete and/or un-typed applications will not be processed. Staff assistance with completing this application is available by telephone at (615) 741-5293.
GENERAL INFORMATION:

	
	
	

	Date Hired (mm/dd/yyyy)
	
	Date Submitted  (mm/dd/yyyy)


	1.
	
	
	

	
	Institution Code
	
	Institution Name


	2.
	

	
	Authorized Instructional Site (street, city, state, zip)


	3.
	(   )
	
	(   )

	
	Institution Phone Number
	
	Institution Fax Number


	4.
	

	
	Director's Name


	Director's Direct Number
	(   )
	
	Director's Cell Number
	(   )


	Director's Email Address
	


	5.
	

	
	Application Prepared By


	Phone Number
	(   )
	Email Address
	


	6.
	
	
	7.
	


	          Name of Newly Hired or Promoted Personnel 
	
	Social Security Number


	8.
	

	          Home Address (street, city, state, zip)


	9.
	
	10.
	
	11.
	

	          Country of Citizenship
	
	Date of Birth
	
	Gender


	12.
	
	
	
	
	

	          Title (counselor, instructor, other director, etc.) 

         
	
	Full-time
	(or)
	Part-time 


If the new employee is the Institutional Director, complete number 13.
	13.
	

	          New Institutional Director’s Name  


	Director's Direct Number
	(   )
	
	Director's Cell Number
	(   )


	Director's Email Address
	


          Will the Institutional Director also be an instructor?   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
          If yes, list all courses to be taught in the Current Administrative/Educational Responsibilities section on page 2.
Complete this section for all newly hired or promoted personnel. 

EDUCATION:

	14.
	
	15.
	

	            High School Attended
	
	          City, State


	16.
	

	Year of Graduation


List below all post-high school education, beginning with the most recent.  If more space is needed, list on a separate sheet of paper.
	
	
	
	Type of Degree or
	Year of
	Dates Attended

	Institution
	City, State
	Major/Minor
	Certificate
	Award
	From
	To

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	17. Professional certification or license currently held:
	


	18. Certification or license issued by whom:
	
	Date Issued:
	


Experience:

Starting with the position you held immediately prior to the present one, list each position you have held within the last seven years.  If more space is needed, list on a separate sheet of paper.  
	Name of Company
	
	Nature of Duties
	Dates

	or Institution
	Title of Position
	or Subjects Taught
	From
	To

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


CURRENT ADMINISTRATIVE/EDUCATIONAL RESPONSIBILITIES:

List all areas of study in which you will teach or duties that you will perform at this institution. Indicate how many hours (clock hours, quarter credit hours, or semester hours) you have had in educational preparation in the program area, years of work experience in the program area, and years teaching in the program area.  Directors must also complete this section (see Rule 1540-01-02-.16).

	Program Area or Duty
	Educational Preparation
	Specific Work Experience
	Instructor  

Years of teaching
	Director

 Years of  Administrative Duties 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SUMMARY OF QUALIFICATIONS:

For Administrative Personnel:  It is required that administrative personnel as defined in Rule 1540-01-02-.16(4) be 
                                                      qualified by education and/or experience.  
Check all that apply.
Administrative Personnel other than Institutional Director or Director of Education:

_____
is a graduate of an accredited college or university; OR
_____
has a background and training in his/her area of responsibility. (If checking this line only, the institution must provide on a separate sheet of paper a detailed explanation of the experience obtained and relevancy to the position to be filled.)

Director of Education:

_____
holds a degree of a level equal to the highest level offered by the institution
_____
has one year supervisory experience;
_____
has a post-bachelor’s degree related to the position of Director of Education. Please specify the degree ________________________.
Institutional Director: 
_____
is a graduate of an accredited college or university; AND
_____
has at least one (1) year experience in administration, institutional management; OR
_____
has a total of five (5) years of administration and/or institutional management experience and higher education.
Instructors:  It is required that instructors be qualified by education and experience/background for each credential level  
                      to be taught.  
Check all that apply for each degree and/or diploma level that will be taught.
If the degree to be taught is doctorate level:

_____
holds a doctorate degree from a college or university with a major or concentration in the subject area to be taught; OR
_____
holds a doctorate degree from a college or university not in the subject area to be taught;
_____
has a minimum of one (1) year of practical experience within the last five (5) years in the subject area to be taught; AND
_____
has completed nine (9) semester hours or twelve (12) quarter hours of doctoral level courses in the subject area to be taught.
If the degree to be taught is masters level:

_____
holds a masters or higher degree from a college or university with a major or concentration in the subject area to be taught; OR
_____
holds a masters or higher degree from a college or university not in the subject area to be taught;
_____
has a minimum of one (1) year of demonstrated practical experience within the last five (5) years in the subject area to be taught; AND
_____
has completed nine (9) semester hours or twelve (12) quarter hours in graduate level courses in the subject.
If the degree to be taught is baccalaureate level:

_____
holds a baccalaureate or higher degree with a major or concentration in the subject area to be taught; OR
_____
holds a baccalaureate or higher degree not in the subject area to be taught;
_____
has a minimum of one (1) year of demonstrated practical experience within the last (5) five years in the subject area to be taught; AND
_____
has completed nine (9) semester hours or twelve (12) quarter hours in the subject area to be taught; OR
_____
Additional years of documented experience in the subject area may be substituted for the semester or quarter hour requirement.  If relying on such experience, the institution must provide on a separate sheet of paper a detailed explanation of the experience obtained and relevancy of the experience to the subject area to be taught.
If the degree to be taught is associate level:

_____
holds an associate degree in the subject to be taught and one (1) year of practical experience; OR
_____
holds an associate degree not in the subject area to be taught;
_____
has a minimum of two (2) years of practical experience within the last five (5) years in the subject area to be taught; AND
_____
has satisfactorily completed in a postsecondary educational institution nine (9) semester hours or twelve (12) quarter credit hours in the subject area to be taught; OR
_____
Additional years of documented experience in the subject area may be substituted for semester or quarter hour requirement.  If relying on such experience, the institution must provide on a separate sheet of paper a detailed explanation of the experience obtained and relevancy of the experience to the subject area to be taught.
If the program to be taught is a diploma or certificate level:

_____
holds a high school diploma or GED;
_____
holds a certificate of completion from a postsecondary educational institution in a relevant subject area; AND
_____
has a minimum of three (3) years of practical experience within the last seven (7) years in the subject area to be taught; OR
_____
Additional years of documented experience in the subject area may be substituted for the postsecondary educational requirement. If relying on such experience, the institution must provide on a separate sheet of paper a detailed explanation of the experience obtained and relevancy of the experience to the subject area to be taught.
CRIMINAL HISTORY (THIS SECTION MUST BE COMPLETED)
	Have you ever been arrested, indicted, convicted of or pled guilty to a violation of any law excluding minor traffic violations?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   If yes, attach an explanation.


	Have you ever been found or pled guilty of a felony or any crime involving moral turpitude; been found mentally incompetent; or had any sanctions against you from any state or government agencies?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   If yes, attach an explanation.


SIGNATURES AND STATEMENTS
STATEMENT OF EMPLOYEE:

I hereby certify that the above statements are true and accurate to the best of my knowledge.

	
	
	

	Signature of Employee
	
	Date


STATEMENT OF INSTITUTIONAL DIRECTOR (For all hires other than Institutional Director):
I have checked the information above and believe that the statements are true and accurate and that the applicant is of good moral character.

	
	
	

	Signature of Institutional Director  
	
	Date


STATEMENT OF OWNER, REGIONAL DIRECTOR, GENERAL COUNSEL, OR AUTHORIZED CORPORATE REPRESENTATIVE (For the hiring of an Institutional Director):
I have checked the information above and believe that the statements are true and accurate and that the applicant is of good moral character.

	
	
	

	Signature
	
	Date


	
	
	

	Title  
	
	


Send completed application to one of the addresses listed below:

Via USPS:
 



Via FEDEX or UPS:

Attn:  Dr. Stephanie Bellard Chase


Attn:  Dr. Stephanie Bellard Chase

Tennessee Higher Education Commission

Tennessee Higher Education Commission

Parkway Towers, Suite 1900


Parkway Towers, Suite 1900

404 James Robertson Parkway


404 James Robertson Parkway

Nashville TN 37243-0830



Nashville TN 37219-1585

[image: image1.png]


School Personnel Application: (HE-0013) (11-2011)                                                                                         RDA 2459

Page 1

[image: image1.png]_1152448873.bin

