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INTRODUCTION

The Online Faculty Credentialing Database (OFCD) is a web-based utility to propose and
approve faculty teaching credentials. This system replaces the old PBCC paper and e-mail
system of faculty credential approval. The OFCD follows the policies and procedures described
in the Palm Beach State Academic Management Manual (Section B)
http://www.palmbeachstate.edu/academicservices/Documents/SectionB-1.pdf on faculty
credentialing. The OFCD provides Palm Beach State administration with data necessary to
comply with Southern Association of Colleges and Schools (SACS) accreditation requirements
for faculty credentialing.

The OFCD does not replace the Human Resources (HR) paper trail for required
faculty/instructor applications, interviews and approval. It is necessary to provide HR with all
the required documents to enter faculty into the Panthernet Instructor Resource Management
System (IRM) in addition to completing this Online Faculty Credentialing Database process.

OVERVIEW OF THE ONLINE FACULTY CREDENTIALING DATABASE

The OFCD is made up of an inputting process, a review process and an approval process.
Credit, PSAV and Prep faculty credentials go through all three procedures ending with the
electronic Deans’ Council and VPAA approval process. These credentialing requests are then
sent onto to Academic Services to be entered into IRM. Corporate and Continuing Education
(CCE) and Avocational faculty credentials go through the input and review process but do not
need Deans’ Council approval. CCE and Avocational credential requests are sent to Academic
Services to be entered into IRM after the review process.

The Input Process

The roster originator or their designee sets up the credentialing request for faculty in the OFCD.
The originator will select an existing faculty member or enter basic identification information
about a new faculty member, set up the credentialing request approval path, and complete up to
six screens that reflect the information formerly provided on the paper faculty roster. (See
Appendix for sample.) The information screens are:

o College Degrees (US)/College Degtees (Non-US)

o Graduate Courses (Credit/Prep Faculty)

o Current Licensure/Certification (Faculty in Health Care and other disciplines with
licensure/ certification requitements)

o Credentialing Justification

o Special Criteria (as needed)

o Proposed/Approved Coutses
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Once all the necessary screens are completed, the originator submits the faculty credentialing
request for review in the OFCD.

The Review Process

Each reviewer (includes a program manager or department chair, an associate dean, a dean and
the necessary support staff) looks over the information included on the six screens and either
sends the credentialing request forward to the next reviewer or back to the last reviewer (or the
originator) for corrections.

On recommendation of the academic dean, the final reviewer either sends the credentialing
request forward for Deans’ Council approval or to Academic Services to be entered into the
IRM system.

Deans’ Council and VPAA Approval for Credit/Prep/PSAV Faculty Credentials

Deans’ Council approval is initiated with an electronic e-mail notice within the OFCD and if
necessary, can be forwarded for discussion within a Deans’ Council meeting. Once the
credentialing request is approved by Deans’ Council including the Vice President of Academic
Affairs (VPAA), the final reviewer sends the credentialing request to Academic Services to be
entered into the IRM System.

Corporate and Continuing Education (CCE) and Avocational Faculty Credential
Completion

Corporate and Continuing Education (CCE) and Avocational faculty credentials do not need to
be approved by Deans’ Council and so credential requests are sent to Academic Services
following the review process.

Faculty Credentials entered into the IRM system

Academic Services enters all approved, credentialed courses into the IRM system. Once the
credentials are entered, Academic Services notifies all participants in the Approval Path of the
request of the completion of the specific credentialing request. Credentialed faculty can be
assigned to courses they have been approved to teach at this point.
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SELECT FACULTY SET UP APPROVAL PATH GROUP FILL-IN ROSTER SCREENS
O Originator College Degrees (US)/College Degrees (Non-US)
New Faculty R1 Reviewer 1 Indicate Requestor Graduate Courses
(Enter Information) | — | R2 Reviewer 2 of Record N Current Licensure/Certification
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e
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| Return | — | To Originator |
\ 4
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THE ONLINE FACULTY
CREDENTIALING PROCEDURE
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Login

The live Online Faculty Credentialing Database (OFCD) site is available through a link on the
Palm Beach State Intranet homepage. The OFCD address is
http://intranet.pbcc.edu/asputilities/FCD/index.asp. (See Appendix for instructions on how to
add this link to your My Links Intranet Screen.)

e@'&jﬁp:ﬁintranetpb(cedu/[inkEd\'taspx D - C! X ‘ ®| Palmuh itatefAca_

File Edit Vieyv Favorites Tools Help
X @convert \v ElSelect

#® | Palm Beach State C.. %

A BE A A
O -
A

L BVa
Intranet Homs Employee Web  ITAC Help Desk  Facilities Work Order Human Resources  PantherTrail Palm Beach State W
Welcome: Mania Clarissa May Wednesday,
Intranet Home Edit Custom Links
Custom Link Lis custom Links  College Links  web utilities  College Forms

Add New Custom Link

m

Custom Links

Edit | Academic Services | http://www.palmbeachstate.edu/academicservices/default.aspx
Adjunct Online . . N
Edit Course Enroliment http://intra2.pbcc.edu/utilities/adjunct_development/
Edit | Blackboard System | https://palmbeachstate.blackboard.com/
Edit | CLO Database http://intranet.pbcc.edu/asputilities/CLO/AdminReview.asp
Course Fee
Edit Database http://intranet.pbcc.edu/asputilities/CLO/EditCourseFee.asp
Edit Course Outline http://www.palmbeachstate.edu/x17364.xml|
= | Database ) h . )
Faculty .
Edit | Development http://www.palmbeachstate.edu/academicservices/information-and-reference/faculty-development-online-
Online Course course.aspx
Edit Eiiue‘ltg T https://dwreports.pbcc.edu/ReportServer/Pages/ReportViewer.aspx? % 2fInstitutionalEffectiveness%2fPublic%
- P 2fFacDevCrsComplete
Report
Honors College .
Edit Web Utility http://intranet.pbcc.edu/asputilities/IE/HonorsCollege/index.asp
Honors College .
Edit Webpage http://www.palmbeachstate.edu/honors/default.aspx
Edit | IRE http://www.palmbeachstate.edufire/default.aspx
Edit {z\:g?ﬁfﬂeagrass http://teens4oceans.org/index.php/gallery/webcams/cooper-island-seagrass-webcam/
Edit | OFCD http://intranet.pbcc.edu/asputilities/FCD/index.asp L
< i »

®125% ¥
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This is a secure database, so you will need to enter your full user name and password to enter the
OFCD. (Contact Academic Services if you do not see this prompt the first time you sign in.)

Windows Security DX

The server intranet.pbcc.edu at pbcc.edu requires a username and
password.

Warning: This server is requesting that your username and password be
sent in an insecure manner (basic authentication without a secure
connection).

| maym |

| Password |

"] Remember my credentials

[ OK J l Cancel

Once you have logged on, you will enter the main page of the OFCD, the Faculty Search Page.

Welcome Sylvia Dejesus

Intranet Home Online Faculty Credentialing Database
Home Page

— Faculty Search
Faculty Credentialing

Faculty Search

Add a New Faculty Name
Update Licensure (Please check existing faculty records before creating a new faculty record.)
OR

Update Development Course

Development Course

e Existing Faculty Search

o e You can enter all or part of the faculty name you are searching for.

Last Name:

First Name:

Currently Active Rosters that Include Your Name in the Approval Path

Faculty Name * Roster Date 0O R1 R2 R3 R4 FR DIFIAH
View NELSON, CLOVIS BEMJAMIN 12/12/2012 v v v v v v D

* Click on Roster Date to see Approval Path.
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PART 1

Creating a New Faculty Record
OR
Finding an Existing Faculty Record

AND

Starting a Credential Request
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Faculty Search

The initial faculty search page of the OFCD is where an existing faculty name can be selected or a
new faculty name can be entered into the database.

Welcome Sylvia Dejesus

Eianethime Online Faculty Credentialing Database
Home Page
— Faculty Search
Faculty Credentialing
_ Add a New Faculty Name
Update Licensure (Please check existing faculty records before creating a new faculty record.)
OR
Update Development Course
Development Course ieti
o Existing Faculty Search
R — You can enter all or part of the faculty name you are searching for.
Last Name:
First Name:
Currently Active Rosters that Include Your Name in the Approval Path
Faculty Name * Roster Date O R1 R2 R3 R4 FR DIFIAH
View NELSON, CLOVIS BENJAMIN 12M12/2012 v v v v v v D

* Click on Roster Date to see Approval Path.

Below the Existing Faculty Search Box is a list of all the active faculty credentialing requests in which
you are involved. Edit in the left column indicates the credentialing request is still in your queue, can
be edited by you, and has not been submitted to the next level of review. View in the left column
means the request is no longer in your queue - you can only view the roster and print it out. You can
locate where in the credentialing process the request is to the right of the faculty name. The active
request is marked E for Edit and all the rest listed with V for view capabilities. To the right of the
Request line, the listing indicates D/F/A/H. Letters under this listing stand for the status of the
request once the initial approval path is completed and before the request is finished. D= Deans'
Council vote, F=Final Reviewer Queue, A=Academic Services for input into the IRM system and H

stands for Hold-where a request is stored by the Final Reviewer when waiting for Human Resources
action on a faculty application.

To view all the participants in the Review/Approval Path for a credential request, click on the Start
Date in the middle of the request line. The following screen appears in a new window.

Welcome Sylvia Dejesus

Intranet Home Faculty Information
Home Page Name: CLOVIS BENJAMIN NELSON

Employee Number:
Initial Hiring Department: DEG ART -- ART Email:

Faculty Credentialing

= Credential Request Approval List

Update Licensure

Originator: Sylvia Dejesus Reviewer #1: Sylvia Dejesus
Update Development Course
Reviewer #2: Vernon Grant Reviewer #3: Christine Ferrera
Development C . y .
p:"emuen:mn ousse Reviewer #4: Jacqueline Rogers Final Reviewer: Sylvia Dejesus

Roster Reviewers
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For those personnel acting as Final Reviewer in the OFCD, below the active credentialing request
box, there will be additional boxes to monitor credentialing requests that have advanced to Deans’
Council for approval or which are being held after the Deans’ Council vote for HR action before
being sent to Academic Services to be input in the IRM (the last stage of the OFCD).

Selecting Faculty to Credential

Existing Faculty

To chose an existing faculty member and add information or credentials for them, type all or part of
the last name in the Last Name box of Existing Faculty Search and click on Search. A list of
faculty will appear. The OFCD will list both active and inactive faculty (noted in red). You can only
access active faculty. If you need to credential a faculty member listed as inactive please contact

Academic Services to reactivate the existing record before submitting a credential request. (See
reactivation procedure in Technical Support Section.)

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Sylvia Dejesus

raneicme Online Faculty Credentialing Database
Home Pag
— Faculty Search
Faculty Credentialing
——— Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)
Update Licensure OR

Update Development Course

Faculty Search Results

Development Course

Payment There are no faculty for your search. Please try again.

Roster Reviewers

Existing Faculty Search

You can enter all or part of the faculty name you are searching for.
Last Name: nelson

First Name:

You can also search for existing faculty by entering %o in the Last Name box of Existing Faculty
Search and click on Search.

A list of all faculty to choose from in the OFCD will appear. Those names listed in red are inactive
and must be reactivated.
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PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Sylvia Dejesus
Intranet Home Online Faculty Credentialing Database

Faculty Credentialing

Faculty Search

E—— Add a New Faculty Name
aculty Searc
(Please check existing faculty records before creating a new faculty record.)
Update Licensure OR
Update Development Course
Faculty Search Results
Development Course
Payment Faculty Name Current Active Roster Request
Roster Reviewers View NELSON, BETTYR No
View NELSON, CLOVIS BENJAMIN Yes
View NELSON, DAVID No
View NELSON, EDWARD No
NELSON, JEFFREY W
View NELSON, JOANN M No
View NELSON, JOSEPHA No
View NELSON, KEVIN No
If faculty name is in red, it has been inactivated at Palm Beach State College
Please contact Academic Senvices for information on reactivating this record

When you click on View to the left of the faculty name, the basic information screen will appear for
the faculty person.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site
Welcome Christine Ferrera . .
View Existing Faculty Information Click to view full roster

Intranet Home

View Full Faculty Roster

Faculty Credential

Faculty Seareh

Existing Faculty Information
First Name: Ana M

Uspdate Licenzure

Last Name: Porro
Email: porroa@palmbeachstate edu
Employee Number: 1946
Faculty Type:
Teaching Status: Full Time
Employment Status: Current
Initial Hiring Department: DEG MATH - MATHEMATICS
Initial Hire Date: January 1, 2000
Initial Deans Council 09/13/2000

Approval Date:
Credential Request
Begin A New Credential Request
Current Request
\‘ Originators Name Start Date
N

View Dejesus, Syhia January 11, 2011
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NOTE: Because the OFCD is a centralized credentialing system, standard practice should be to look
up a faculty name before entering it as a new name. This saves duplication of records within the
system and saves the user time if the faculty is already credentialed for the course being requested.

New Faculty

To add basic information about a new faculty member and create a credential request, first check the
existing faculty list in the OFCD to make sure the new faculty does not already exist under this or
another (AKA) name. (Employee number will be the same). Contact Academic Services to update the
existing faculty record if a new faculty name is to be used for the existing record (active or inactive). If

the faculty you want to credential exists in the OFCD but is inactive please contact Academic Services to
reactivate.

Once you have checked the existing faculty to make sure the new faculty is not listed there, click on Add
a New Faculty Name at the top of the Faculty Search Screen.

Welcome Sylvia Dejesus

Intranet Home

Online Faculty Credentialing Database
e Faculty Search
Faculty Credentialing . AR
FacaliiSearch CAdd a New Faculty Name >
Update Licensure (Please check existing faculty records before creating a new faculty record.)
OR
Update Development Course
Development Course icti
] Existing Faculty Search

You can enter all or part of the faculty name you are searching for.

Roster Reviewers

Last Name:

First Name:

Currently Active Rosters that Include Your Name in the Approval Path
Faculty Name * Roster Date O R1 R2 R3 R4 FR DIF/JAH
View NELSON, CLOVIS BENJAMIN ~ 12/12/2012 v v v v v v D

Faculty Information

Existing Faculty

The Faculty Information Screen for existing faculty will be grayed out and have the following
information.

On the screen:
e Name, e-mail, ID number
e Taculty Type (#ype of courses faculty teaches)
o Teaching Status (full/ part-time/ temporary full-time)
o Employment Status (current after first credentialing request is approved™)
e Initial Hiring Department (Department for which faculty was first hired)
e Initial Hiring Date (HR hiring date, updates input by Academic Services.)

e Initial Deans’ Council Approval Date (When this faculty was first approved to teach at
Palm Beach State)
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*Non-employee will stay a Non-employee.

To alter any of the information on this screen for existing faculty you should contact Academic Services.

The box at the bottom of the existing Faculty Information Screen lists the open credential requests for
the selected faculty member, who initiated the request and the date it was initiated. In the left column,
those with VIEW next to them can be viewed and printed only. (You will need to alter your printer
settings before printing-See PRINTING FACULTY CREDENTIAL REQUESTS in Technical

Support.)

PALM BEACH STATE COLLEGE

INTRANET

Welcome Sylvia Dejesus

Intranet Home

Faculty Credentialing

Faculty Search
Update Licensure

Update Development Course

Development Course
Payment

Roster Reviewers

View Existing Faculty Information

View Full Faculty Roster

Palm Beach State Web Site

Existing Faculty Information

First Name:

Last Name:

Email:

Employee Number:
Faculty Type:

Teaching Status:
Employment Status:
Initial Hiring Department:
Initial Hire Date:

Initial Deans Council
Approval Date:

Ana M.

Parro
porroa@palmbeachstate.edu
1946

Full Time

Current

DEG MATH - MATHEMATICS
January 1, 2000

01/25/2012

/

Credential Request

Begin A New Credential Request

v

This box also contains a labeled Begin a New Credential Request. Click on this button to start a new

credentialing request for this faculty member.

New Faculty

The Add a New Faculty Name screen contains fill-in boxes for the following information:

e J.ast Name:
e First Name:

o Teaching Status: Full/ Part-time/ Temporary Full-time
e Employment Status: New/ Reactivated/ Non-Enployee
o Initial Hiring Department: Drop Down list of Degrees/ Departments

Revised 5/13
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PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

‘Welcome Sylvia Dejesus

Add Faculty Information
Intranet Home ty
Home Page
Faculty Credentialing Add New Facu"y Name
Eacuty Search
Update Licensure Last Name:
Update Development Course First Name:
Development Course Faculty Type: [ Gredit ] Prep/Voc Prep  [] PSAV [ GGE (Suppl) [ Rec/LLL
Payment Chose all that may apply
[0 other
Roster R ;
S Teaching Status: @ Full Time Part Time Temporary Full-Time
Employment Status: New Reactivated Non-Employee
Initial Hiring -
Department: ~ Select -

Add Faculty

Once all this information is completed click on Add Faculty. This will produce a screen that has all
the boxes filled in with another box added in the right hand corner marked AKA (Also Known As)

At the bottom of the Faculty Information screen is a button labeled Begin a New Credential
Request. Click on this button to start a new credentialing request for the new faculty.

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Clarisse May
e Add Faculty Information
Home Page

Add a New Faculty Name
Faculty Credentialing

Faculty Search

New Faculty Information

Update Licensure

Upload Queue

FirstName: SUNNY Also Known As
c Edit AKA Names
Update Develapment Course . Eelledan s i
Update Development Course LastName: SHINE
Development Course
Payment Faculty Type:

Credit T PrepVocPrep [ PSAV [ CCE (Suppl)
Select all that apply

O Rec/LLL [ Other
Roster Reviewers

Teaching Status:  © FullTime @ PartTime

- Current ~ Temporary Ful-Time © New ' Reactivated
Non-Employee

Employment Status:

Initial Hiring -
Department: DEG ART - ART

[ Update New Faculty Information

Credential Request

Begin A New Credential Request

Begin a New Credential Request

Whether you are requesting credential approval for existing faculty or new faculty, the same process to
enter credentialing information is followed from this point on in the OFCD. On the first screen of the
request, six review/approval positions must be selected along with the division/department and
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discipline requesting the credentialing. Then up to six screens need to be filled in with information about
the faculty education, licensure and experience as well as proposed courses to be credentialed.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Garfield Basant

Intranet Home Faculty Information
Name: CAROL-ANN A VASSELL Employee Number: 5953

Initial Hiring Department: DEG MATH - MATHEMATICS Email:
Faculty Credentialing

Credential Request
View Full Faculty Roster

Update Development Course

RR Originator RR Reviewer #1
Derel - Select - - - Select -
Pay
RR Reviewer #2 R-R Reviewer #3
- Selecl - - - Select -
RR Reviewer #4 R-R Final Reviewer
- Select - - - Select -

RR: Requestor of Record
Requesting Department: - Select - -

Requesting Discipline Select —

Exceptior i ification Form (for this request) No &  Yes

Date E/AJ Approved by VPAA Select if known ~

Add Request |

The Approval Path

The Credential Request screen first establishes the chain of review and approval for a faculty
credential request. Whoever initiates the online faculty credentialing request fills in the six review
positions on the screen from drop-down boxes. There are six positions available to process a
credential request because in most cases designated staff will work with the person responsible for
approval at each level in the OFCD. These six positions allows for interaction between these
designated individuals for efficient processing of a credential request.

e Originator -The person who initiates the online credentialing process.  (Department
Chair/Program Manager Level or designated staff on the behalf of the former)

e Reviewer #1 through #4--The persons within a department that are responsible for
reviewing faculty credentials prior to being hired. The configuration of these individuals will
vary within a discipline but generally will include the department chair or program manager (if
they were not the originator, staff to the chair or manager, the Associate Dean and their staff
and the Dean and their staff)

e TFinal Reviewer - The person who reviews the last level of the online credentialing process
(Dean’s Level) before the request is sent to Deans’ Council (Credit/Prep/PSAV) for
approval or onto Academic Services to be loaded into the IRM system.
(CCE/AVOC/Supplemental). Generally, this will be the staff to the Dean.

Each credentialing group will need to work out the logistics of the approval path for their specific
needs. All the dropped downs in the OFCD for all six positions contain all the names identified in

the credentialing process so whatever configuration necessary can be built to process faculty
credentials.
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There are several identified configurations for the Approval Path outlined in the Appendix. Of

course there are many variations beyond these basic configurations. All six boxes must be filled in
to proceed with the credentialing request.

Requesting Department/Discipline

Once the approval path is selected, the department requesting the faculty credentials and the
discipline need to be chosen from the drop-down boxes.

Exception

If the faculty credentials being requested are considered an exception to their education or training,
an exception form (http://www.palmbeachstate.edu/academicservices/Documents/SectionB-1.pdf
Section B, page B-128) needs to be submitted to the Vice President of Academic Affairs (VPAA) and
approved. If this is the case, click on YES to the statement Exception/Justification Form
(No/Yes). You will then need to fill in the Exception approval date in the boxes provided.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site
Welcome Garfield Basant

Intranet Home Faculty Information
= Name: CAROL-ANN A VASSELL

Employee Number: 5953
— Initial Hiring Department: DEG MATH -- MATHEMATICS Email:
Faculty Credentialing

Faculty S h .
e Credential Request

Update Licensure i
ate Licensure View Full Faculty Roster

Update Development Course o
R-R Originator
Basant, Garfield A

R-R Reviewer #1
Hirschkorn, Joan hd

Development Course
Payment

R-R Reviewer #2
Ramos, Carlos -

Roster Reviewers

R-R Reviewer #3
Guzman, Marileidy -

R-R Reviewer #4 R-R Final Reviewer
Rogers, Jacquelineg h @ Guzman, Marileidy -

R-R: Requestor of Record
Requesting Department: DEG MATH - MATHEMATICS

Requesting Discipline Mathematics/Mathematics Preparatory

Exception/Apprenticeship/Justification Form (for this request) No @ Yes ©

Date EJA/J Approved by VPAA Selectif known ~

College Degree Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
Other Qualifications and Proposed Courses Special Criteria
Comments All Faculty
Credit, Prep,
PSAV, CCE, AVOC

(View continued on next page)
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Once all this information is filled-in on the OFCD Credentialing Request Screen, click on the
Add Request button. This will update all this information and add a box at the bottom of the page
that includes links to the six Credentialing Information Screens.

Select one of the options below and then click "Submit".

This credentialing request is ready to send to Joan Hirschkorn.
Delete this credentialing request.

Comments on this request or reason for return:
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PART 2

Developing Roster Screens for a
Credential Request
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Credentialing Roster Information Screens
College Degrees Screen (Credit/Prep Faculty)

The College degree screen allows you to enter all the degrees completed in the United Stated by the
faculty being credentialed. This screen also has a link to an input screen for any foreign degrees
being submitted for the faculty being credentialed.

PALM BEACH STATE COLLEGE

nAMNE

Faculty Information

Name: CAROL ANN A VASSELL Empioyes Number: 5043
IniSal Miring Department: DEG MATH . MATHEMATICS Emall:
Eaalty Sax Credential Request
Update Laseacs Raviewer 81 Emﬂ
Gadeld Basart Joan Meschiom Carfos Ramos
Uadgs Deatcpoent Covne Reviewss 83 Reviewer 84 Final Reviewer
Oesiorues Carse Mariesdy Gearman Jacguies Rogers *** Masiosdy Guoman
fauet  Roquesce of Record
Aaater Sesvaery
equesting Department: D Requesting
® .'? DEGMATH Discipine Mathematcs Mathomabics
MATHEMATICS 5
Mopatatony
ExcepSoniJustfication Form: No Date Exception Approved

View Full Faculty Roster

College Degree (L st Accradted College Degrees)
Add A New College Degree (Non-US)
College Degree
Edit - Delete  MST. - Master of Scence in Teaching. Mathematics - August 7, 1998

Add College Degree (US)
College =
Degree: - S®ct-
Degree Major:
Institution:

Accreditation: Please Select  ~

Date Degree Select if known ~

Awarded: ’
Add Dogroo
Graduate Courses Current Licensure
Credt/Prep Al facuRy
Other Qualifications and Proposed Courses Special Criteria
Comments Al Facully

Credit, Prep
PSAV, CCE,. AVOC
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Degrees (US)
Here is how to fill in the requested information (complete one entry at a time) for Degrees (US):
e College Degree-select degree type (BA, BS, MA, PhD, etc.) from drop-down list. (If a degree

does not exist on list, please contact Academic Services to update the list)
e Degree Major- Type in the major of degree

e Institution- Type in the full name of the institution, including city and state

e Accreditation-select the nationally recognized accrediting agency for the institution where the
degree was obtained. To verify the accreditation of the institution being entered, go to
bttp:/ [ www.chea.org. (Private institutions must be accredited by one of the regional agencies
listed in the accreditation drop-down. Those not accredited by these agencies should not be
entered into the OFCD.)

e Date Received- based on the information you have the degree date can be:

Month (drop-down)-dd-yyyy OR Month (drop-down)-yyyy OR yyyy

Once all this information is entered, click on Add Degree. The degree just entered will show up above
the fill-in boxes and at this point you have the option to Edit the advanced degree you just entered or
Delete the reference all together.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Garfield Basant

Intranet Home Faculty Information
Name: CAROL-ANN A VASSELL Employee Number: 5953
Initial Hiring Department: DEG MATH - MATHEMATICS Email:

Faculty Credentialing
Credential Request

e oereye Originator Reviewer #1 Reviewer #2
Garfield Basant Joan Hirschkorn Carlos Ramos
Update D Course . . ) X
R #3 Reviewer #4 Final Reviewer
Development Course Marileidy Guzman Jacqueline Rogers =* Marileidy Guzman

Payment

11 Requestor of Record

Roster Reviewers

. Requesting
Requesting Department: DEG MATH — P .
MATHEMATICS Discipline Mathematics/Mathematics
Preparatory
Exception/Justification Form: No Date Exception Approved:

View Full Faculty Roster

College Degree (List sil Acxedited Collsge Degrees)
Add A New College Degree (Non-US)
College Degree
\—\ Edit - Delete ~ M.S.T. - Master of Science in Teaching, Mathematics - August 7. 1998

Add College Degree (US)

College

Degree: - Select- h

Degree
Major:
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College Degree iugrigras ntmascn Raquined)

Add A New College Degree (US)
College Degree
Edit - Delete  MS. - Master of Science, Cmptr Integrated Design & Mig - May 13, 1990
Add College Degree (Non-US)
Type of Degree:
| Feraign rame )
Degree Major:
Institution:
Institution
Location:
{ P2 Country )
Date Degree
Awarded: Selectifknown v
Language ol
Deagreo:
Date of
Evaluation: Selectf known «
Approved .
Translator: Select S
\ Credit Hours
=~ Type of Credi
N Type ";h".',,lv,‘ Semester Quarter
This transiation equals 3 US degree of
-Select- v
Add Degree
e Courses Cur i
Credt/Prep All faculty
ntiali ificati Proposed Courses Special Criteria
Credit, Prep, All Faculty

To add an advanced foreign degree, click on Add Degree (Non-US). This will bring up a screen which

PSAV, CCE. AVOC

requests specific information for the advanced foreign degree.

e Type of Degree-Type in foreign degree name

e Degree Major-Type in degree major

o Institution-Type in name of institution

e Institution Location-Type in city and country of foreign institution

e Date Degree Awarded- based on the information you have the degree date can be:

Month (drop-down)-dd-yyyy OR Month (drop-down)-yyyy OR yyyy

e Language of Degree-Provide the language in which the degree was taught

e Date of Evaluation- based on the information you have the evaluation date can be:
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Month (drop-down)-dd-yyyy OR Month (drop-down)-yyyy OR yyyy
o Approved Translator-This information is required for any foreign degree that is entered. Select a
translator from the drop-down box. If the translator is not listed contact Academic Services to find ont
the process for adding a new translator.
e Total Semester Equivalent Credits Awarded-Enter the total number of United States semester credits

the foreign degree is equivalent to (based on the translator report). 1If the translator lists the equivalent hours
as quarter hours, the database will convert them to semester hours.

Formulae: 1 quarter hour = .667 semester hour
1 semester hour=1.5 quarter hours

e Check if this translation equals a US degree. If so, select a US degree from drop-down list.
Some foreign degree information can be included in a credential request without being equivalent to a US
Degree.

When all the information is entered for this advanced foreign degree, click on Add Degree. The degree

information just entered will show up above the fill-in boxes of the Advanced Degree screen and at this

point you have the option to edit the advanced foreign degree you just entered or delete the reference all
together.

Graduate Courses Screen (Credit/Prep Faculty)

When entering faculty graduate courses, please limit entries to those that apply only to the discipline the
faculty is being credentialed for and limit this to the best 18 credits for the discipline. Those graduate
credits over 18 for any one discipline are not necessary and will not be considered in their evaluation.

Information needed for this screen:

e *Graduate Course Number-Type in graduate course number
e Graduate Course Title-Type in graduate course title
o Credit Hours-Type in credit hours as listed on transcript or advance foreign degree translation

e Type of Credit-Select SEMESTER or QUARTER (the database will convert quarter credits to
semester credits. Those courses entered as quarter hour credits will be converted to semester credits.

Formulae: 1 quarter hour = .667 semester hour
1 semester hour=1.5 quarter hours

o Discipline-Select the disciple this gradnate course will be applied to from the drop-down list.

e Institution/Comments-You should list the school the course was taken at. 1f all conrses were taken
at the same institution, only the first course needs this notation added. If more than one institution’s
course is used, then each course listing should list the school that awarded the credit. The style for this
entry should be:
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School Name (Accreditation) Graduate Course
Nova Southeastern University (SACS) Graduate Coursework

You can also include any comment about the course that is needed for clarification.

* Some graduate courses do not have conrse numbers. In this case, enter the prefix letters or NR for
“None Recorded”.

Graduate Courses (Graduste Counewon only. Undengraduate courses, if listed, sre indiuded on the
Credentialing Justification soreen )
** ( Please limit the numbaer of Graduate Counes to 18 semester aedit hours for each discipline

Course Number - Title - S Hours

Engineering

m

dit - Delete  ENGS 284 - Numencal Methods-Engineering - 3 hours

m
=X
=

- Delete  ME 241 - Computer Models-Phys Eng Syst. - 3.0 hours

m
=N
=

- Delete  ME 243 - Adv Mechan. Engineering Design - 3.0 hours

|

m
-

it - Delete  ME 246 - Electromechanical Control Syst - 3.0 hours

m

o

=
'

Delete  ME 251 - Computr-Integrated Manufactmg - 3.0 hours

m
o
=

- Delete  ME 240 - Kinematic Synthesis - 3.0 hours

m

(=N

=
'

Delete  ME - Project in Computer-Integrated Design & Manufacturing - 3.0 hours

Total 21.0 Semester Hours

Add Graduate Courses
Graduate It no prafix AND no number is available, please enter NR for
Course Number: DA N
Graduate
Course Title:
Credit Hours:
Type of Credit
T Semester Quarter
Discipline: Select v
Comments: -
Add Course
College Degree Current Licensure
Credit/Prep All faculty
o ification p i Cour Special Criteri
Credtt, Prep, All Faculty

PSAV, CCE, AVOC

When you have entered all the information for this graduate course, click on Add Course. The
course will show up at the top of the box under the discipline you selected. And at this point you
have the option to edit this graduate course entry or delete the reference all together.

At the bottom of each discipline list of courses, the database will keep a running total of the semester
credits that have been entered for this discipline. Continue to add courses until each discipline being

Revised 5/13 “OFCD Faculty Search Button is the Browser Back Button Page 26 of 82




Palm Beach State College
Online Faculty Credentialing Database
Procedure Manual

credentialed has 18 semester credits in the total. (The system does not stop your entry of credits so if necessary
you can add over 18 credits but keep in mind that only 18 will be considered.)

Current Licensure /Certification Screen (For Credit/Prep/PSAV Faculty in Health Care and other

disciplines with specific licensure/certification requirements)

To credential some discipline faculty, verification of certification and licensure is required (Health
Care and other fields). For these faculty, proof of certification and licensure information needs to be

provided. Add each license or certification individually.

Revised 5/13

License Name-Enter the official name of the license and/or certification being entered.
License/Certification Effective Date-enter the date the licensure/certification is in effect.
License/Certification Expiration Date-enter the date the licensure/certification will
expire. (this is an optional bit of information unless the discipline being credentialed
requires it.)

License Verification-For those faculty that teach health care courses, you must add the
link to the license information for that individual posted at Florida Health.com. Verifying

their credentials in the State of Florida.

Based on the information you have, the certification/licensure date information can be:

Month (drop-down)-dd-yyyy OR Month (drop-down)-yyyy OR yyyy

Current LICENSUre (ai racutty) (Heattn Accreditation or Other Licensure Requirements)
Current Licensure/Certificates

Edit - Delete Florida Department of Health Dental Hygiene DH11511 - Effective July 19, 1996

Add Current Licensure/Certificates

License Name
(and number if
available)

.. Selectifknown ¥

LicenseCar e gelactifknown ¥
:K|11|.1hu|\\'.hl‘ -
License For those faculty with licenses or certification on Florida Health.com
Verification: ( http://ww?2 doh state fi us/irm00Praes/PRASLIST ASP ) the full URL
link to the faculty license must be entered below.

Comments;

~ AddLicense/Certiicats |
College Degree Graduate Courses
Credit/Prep Credit/Prep
Credentialing Justification Proposed Courses Special Criteria
Credit, Prep All Faculty
PSAV, CCE, AVOC
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Once you have entered all the certification/licensure information for this entry, click on Add
License/Certification. The certification or license will show under the Current Licensure Screen

title. As with other entries, you can now edit or delete this entry before going onto the next faculty
information screen.

Credentialing Justification Screen (Credit/PREP/PSAV/CCE /AVOC Faculty)

All levels of faculty need to be credentialed. For PSAV, Corporate and Continuing Education (CCE)
and Avocational and Avocational/Supplemental faculty who do not need a Masters Degree and 18
credits, you still need to provide the credential information that qualifies them to teach based on the
credentialing parameters for particular disciplines listed in the Academic Management Manual,
Section B on Faculty Credentialing
http://www.palmbeachstate.edu/academicsetrvices/Documents/SectionB-1.pdf

Please enter credentialing justification points one at a time for these faculty on this screen.

e Description of Credential-Enter training, degrees, coursework, certification or licenses, experience and any
other information that would justify credentialing this faculty member. Add an effective date if available.

e Expiration (if applicable) If an expiration date is part of the credential justification you are providing for
PSAV, CCE, Avocation or Supplemental faculty, enter it here.

o  Comments-Add any comments that will clarify the entry you made.

Credential Justification (Credit, Prep, PSAV, CCE, AVOC)

{non-acoredited degrees, coursework, work experience in field, certificates & licensure without expiration dates, other pertinent
request information. Some of these desaiptions may require the submission of 3 spedific form as outling in the Credentialing
Aanua! and the Academic Manpaemant Manyual)

Credential Information

Edit - Delete  American Dental Hygienists Association

Add Credential Justification

Credentialing Justification:

( enter one item at 8 time )

Expiration Date  gelectifknown v
(if applicable)

Comments

| AddInformation |

College Degree radu r Current Licensure
Credit/Prep Credit/Prep All faculty
Proposed Courses Special Criteria
All Faculty
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Special Consideration under Credentialing Justification:

e Faculty who teach prep courses at Palm Beach State may not necessarily have graduate course
work to apply to their credentials. It is required that bachelor level coursework that shows
the content of their education and how it applies to what they propose to teach should be
listed on the Credentialing Justification screen. Generally, the first listing is the degree,
degree and the accrediting body initials as per the example below:

Florida Atlantic University (SACS) BA Undergraduate Courseworfk

Each additional bachelor level course is then listed by course number, title and credits
awarded.

e Any clarification of a course or degree posting should be listed under Credentialing
Justification. If a course from an institution is used under Graduate Courses but a degree was
not earned at the institution, then the school should be listed under Credentialing
Justification with the notation “no degree awarded”

Palm Beach Atlantic University (SACS) Graduate Conrsework-No degree Awarded

e If a faculty teaches by exception, you should note the experience and coursework that
qualifies the faculty to teach (follow what was submitted on the exception documentation
submitted to the VPAA). Make sure to add the Comment “Documentation of credentialing
qualifications on file in HR personnel folder.” Then, of course, make sure a copy of this is
sent to HR. If a faculty is credentialed for one term only, please state that as well, under
Credentialing Justification.

Once you complete this entry, click on Add Information and the screen will refresh with the entry

listed under Credit/Prep/PSAV, CCE, AVOC Credential Justification and the ability to edit or delete
the entry.

Proposed Courses Screen (All faculty)

On the Proposed Course screen you can add Palm Beach State courses to be credentialed for a new
or existing faculty member or select current courses for an existing faculty member to be de-
credentialed. The proposed courses screen is connected to the current listing of courses in the Palm
Beach State Course Dictionary.
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View All Currently Active Courses

Proposed Courses

Proposed Courses to Add

Delete DEH1003L - Dental Hygiene Instrumentation Lab (AS)
Delete DEH1800L - Dental Hygiene 1 Lab (AS)
Delete DEH1802L - Dental Hygiene 2 Lab (AS)
Delete DEH2702L - Community Dentistry Practicum (AS)
Delete DEH2804L - Dental Hygiene 3 Lab (AS)
Delete DEH2806L - Dental Hygiene 4 Lab (AS)
Delete DES1100L - Dental Materials Lab (AS)
Delete DES1200L - Dental Radiology Lab (AS)
Delete DES1800L - Introduction to Clinical Procedures Lab (AS)
Delete DES1832L - Expanded Functions Lab (AS)
Search Course Numbers
Course Number Match Startof course number v
[ Search |
Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
ntialin ificati i riteri
Credit, Prep,

PSAV, CCE, AVOC

e Add a specific course-I the Course Number box, fill in the 3 letter, 4 digit conrse number and click on
Search. Ounce the screen refreshes, check the box next to the conrse to be added and check the Exception
Box if it applies. Click on Add Course and the course will appear under the title Proposed Courses.
You have the option of removing it, if this is an error before you submit the credentialing request for review and
approval.

e Add a selection of courses-In the MATCH box type all or part of the course prefix: in the box and hit
Search. When the screen refreshes, all the courses with that prefix or letter will be listed. Check off all those
that are being added to this faculty credentialing request. Also, check off the Exception Box, as it applies
to each credentialing request. Again, when you click on Add Course(s), a/l those you checked off will be
listed under Proposed Courses. You have the option of removing any of these you selected by clicking on
the Delete button to the left of the course list.

You can add an individual course or chose courses from a group of courses.
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Search Course Numbers

Course Number Match Startof course number v

Search

The following courses were found.

Course Exception
Add Number Course Title

DEH1003 Dental Hygiene Instrumentation (AS)
| DEH1130 Oral Embryology and Histology (AS)
1 DEH1800 Dental Hygiene 1 (AS)
[v| DEH1802 Dental Hygiene 2 (AS)
[7] DEH1811 Dental Ethics and Jurisprudence (AS)
[7] DEH2300 Pharmacology (AS)
[v] DEH2400 General and Oral Pathology (AS)
| DEH2602 Periodontology (AS)
[7] DEH2701 Community Dentistry (AS)
1 DEH2804 Dental Hygiene 3 (AS)
| DEH2806 Dental Hygiene 4 (AS)
| DEH2934 Compromised Patient (AS)

| AddCourse(s) |
Graduate Courses i
Credit/Prep Credit/Prep All faculty
redentialing Justification Special Criteria

Credit, Prep,
PSAV, CCE. AVOC

For existing faculty, you can also select a currently active course to be de-credentialed.

e C(lick on View All Currently Active Courses. This will bring you to the active course list
for this faculty member. Check the box(s) under the Delete Column to the left of the list of
active courses. When you click on Submit, the screen will go back to the Proposed Course
Screen, listing Active Courses to Be Deleted, with the option to remove them if you want.

e When you click on the Submit button without selecting any courses the screen will return
you to the Proposed Course screen.

Return to Proposed Courses

Currently Active Courses

Active Courses

Delete Course Number - Title
HSC1101 - Contemporary Issues in Heaith (AA)
HSC2100 - Health Concepts and Strategies (AA)

( Submit |

Clicking Submit bution without selecting any courses will retum you to the Proposed Courses sareen

Graduate Courses i
Credit/Prep Credit/Prep All faculty
Credit, Prep,

PSAV, CCE, AVOC
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View All Currently Active Courses

Proposed Courses
Proposed Courses to Add
Delete HSC2204 - Community Health Education (AA)

Active Courses To Be Deleted

let HSC2100 - Health Concepts and Strategies (AA)
Search Course Numbers
Course Number Match Startof course number v
| Search
—
College Degree Graduate Courses urr icensur
Credit/Prep Credit/Prep All faculty
Credentialing Justification Special Criteri
Credit, Prep,

PSAV, CCE, AVOC

IF YOU WANT TO TOTALLY DE-CREDENTIAL AN EXISTING FACULTY MEMBER (REMOVE ALL
COURSES), SUBMIT A SEPARATE REQUEST AND JUSTIFICATION TO THE OFFICE OF THE VICE
PRESIDENT OF ACADEMIC AFFAIRS FOR CONSIDERATION. THIS KIND OF REQUEST DOES NOT
GO THROUGH THE ONLINE FACULTY CREDENTIALING DATABASE.

Special Credentialing Requirements Screen (All faculty as needed)

Any special criteria that faculty being credentialed needs to be completed in order to maintain
credentialing should be submitted here.

o Special Criteria-Type in the specific task to be completed by the faculty member to maintain credentials.
e Date to be Completed-Fill in the date these special criteria nust be completed.

Based on the information you have, the expiration date information can be:
Month (drop-down)-dd-yyyy OR Month (drop-down)-yyyy OR yyyy
o Comments-Add comments to clarify the special criteria if necessary.
Click on Add Criteria and the Special Criteria will be listed under the title Special Criteria. As with

the other screens, you can edit or delete the special criteria before submitting the credentialing
request.
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Special Criteria ( Tass to be completed to maintain Faculty Credential )

There are currently no other information records entered.

Add Special Criteria

Fields in Bold are required.
Special Criteria:

(List one st a time )

Date to be Completed: Selectifknown

Comments: -
Add Record
T I i1 icensur:
Credit/Prep Credit/Prep All faculty
Credit, Prep, All Facuity

PSAV, CCE, AVOC
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PART 3

The Credential Review Process
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Starting the Credential Request Review Process

Submission Box Choices

Once all the information screens necessary are completed for a faculty credentialing request, this OFCD
request is ready to send out for review and approval. On each screen to be completed (as shown for
Originator through Final Reviewer), a box located at the bottom of the screen allows the requestor to
either:

e send the request on to the next level,
e sent it back to the previous level for revision
e or delete the request.

The requestor must select one of these choices and hit Submit.

Originator Review Box:

Select one of the options below and then click "Submit”.

This credentialing request is ready to send to Paul Friedman.
Delete this credentialing request.

Comments on this request or reason for return:

Reviewer #1 through Final Reviewer:

Select one of the options below and then click "Submit”.

This credentialing request is ready to send to Michael Foster.

This credentialing request is being returned to Tunjarnika Coleman-Ferrell
for revision.

Delete this credentialing request.

Comments on this request or reason for return:
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Screen/E-mail Notice of Credentialing Request Advancement

Once a choice is made and the selection is submitted, a message will appear in the OFCD which
indicates the next level has been notified through e-mail of the credential request.
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A corresponding e-mail message notifies the next level person that the specific credential request is

ready. A link is provided in the message to the Online Faculty Credentialing Database to access the
online record.
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The Review /Response Process

When a reviewer receives an e-mail indicating a credential request is ready for them to approve, they can
either open the link included in the e-mail to see the pending credential request or they can login to the
Intranet site or access the pending credential request there. The review can review the individual entries

on each of the six roster categories or click on View Full Faculty Roster to see all the information that
has been input for this credential request.
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Reviewer Selections

Each reviewer can make one of the following choices and submit the credential request:

e This credentialing request is ready to send to XXXXX. The request is ok to go onto the next reviewer.

e This credentialing request is being returned to YYYYYY for revision. The request has some revisions
that cannot be made at this level and must be sent back to the last reviewer.

[ ]

Delete this credentialing request. Ezther the College or the faculty being credentialed has notified the reviewer
that this credentialing request should not be completed. The request will be inactivated in the Online Faculty
Credentialing Database. The faculty information will remain in the database as an inactive faculty member.

Reviewer/Approval Path Revisions or Corrections

Please note that at any time within this review process, if needed, the name of the reviewer can be
changed or substituted by the person whose queue the active request is in. This will be useful when a
reviewer/approver in on vacation or out of the office for an extended time.

PALM BEACH STATE COLLEGE

INTRANET
Welcome Garfield Basant

Intranet Home Faculty Information
Name: CAROL-ANN A VASSELL

Employee Number: 5953
— Initial Hiring Department: DEG MATH - MATHEMATICS
Faculty Credentialing

Email:
Eaculty Search .
Credential Request Select any drop down
View Full Faculty Roster / arrow to change user
R-R Originator R-R Reviewer #1 / in designated box
Basant, Garfield - Hirschkorn, Joan v

R-R Reviewer #2
Ramos, Carlos v

R-R Reviewer #3
Guzman, Marileidy v
R-R Reviewer #4 R-R Final Reviewer

Rogers, Jacqueline v ° Guzman, Marileidy v Se|ECt approp”ate

RR: Requestor of Record dropdown to change

&
Requesting Department: DEG MATH - MATHEMATICS e department or
Discipli Preparatory = discipline

PP i i ion Form (for this request) No ¢  Yes

Date E/A/J Approved by VPAA Select if known ~

[ Update Request

To do this, open the credentialing request that is in your active queue:

e Add the revised names from the drop down lists in the Review/Approval Path position.
e Hit Update Request. The correct name will show in the appropriate Reviewer/Approval Box.
Revised 5/13
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e In order to see this reflect this change in the Review Submission at the bottom of the screen,
click on Faculty Search in the Left Nav Bar on the Credential Request Screen and select the
faculty request again

When changing a name in the Review/Approval Path, please follow these guidelines:

¢ Do not change the active requestor’s name, only those above or below the active requestor. If the
active requestor’s name is changed, when updated, the credential request will no longer be in that
requestor’s Edit queue.

e Notify those that are being added or changed of the Reviewer/Approval Path revision. This
system does not have a notification system for this action.

Please note that the Requesting Division/Depatrtment for this specific Credentialing Request can also be
changed by making a selection from the drop-down box and clicking on Update Request. An
Exemption notation for this request can be added throughout this review as well.

The Credential Request Review Process is Completed

Once a faculty credentialing request has gone through all the steps of review and approval (Approval
Path 1-5), the request is ready to be sent to Deans’ Council for consideration (Credit/Prep/PSAV faculty
credentials) or to Academic Services for entry into the IRM System (CCE, AVOC, Supplemental faculty
credentials).
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PART 4

|

CCl

=/ AVOC/Supplemental
Faculty Credentials
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Completing the Credentialing Request Process-CCE

CCE, AVOC, Supplemental Faculty Credentials

Faulty who will be teaching College Workforce Education (CCE) Avocational (AVOC) and
Supplemental faculty must be credentialed to teach at Palm Beach State. These faculty must meet the
credentialing criteria for their discipline as outlined in the Palm Beach State Academic Management
Manual (Section B) http://www.palmbeachstate.edu/academicservices/Documents/SectionB-1.pdf
faculty credentialing.

Approval Path

CCE, AVOC, and Supplemental faculty do not need to be approved by Deans’ Council to teach. The
Review and Approval Path is much simpler including the Program Manager, the Corporate and
Continuing Education Associate Dean or Dean.

Since there are six boxes to fill in the Review and Approval Path of the OFCD, generally, extra boxes are
filled with duplicate names. The OFCD is programmed to skip duplicate names listed sequentially to
advance the credential request.

Ex.
o1 R1 R2 R3 R4 FR
Staff to Program Program AS Dean Dean Staff to Dean
Program Manager Manager
Manager

A staff member can replace one of the eatly reviewer boxes if that is how credentials are processed for a
specific discipline (this will be determined by the Corporate and Continuing Education Dean.)

As with Credit/Prep/PSAV faculty, the OFCD does not replace the Human Resoutces paper trail for
new or reinstated faculty applications, interviews and approval. It is necessary to provide HR with all the
necessary documents required to enter faculty into the IRM system in addition to completing this online
credentialing process.

Corporate and Continuing Education (CCE) and Avocational Credentialing Screens

For CCE, AVOC and Supplemental Faculty, as much credentialing information as is available should be
submitted on the vatious screens as with credit/prep/PSAV faculty. This ensures that the roster will be
complete for other departments that may want to credential this faculty to teach other levels of
coursework.
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Submitting Corporate and Continuing Education (CCE) and Avocational Credentials to
Academic Services

When the credentialing information screens are completed for CCE/AVOC/Supplemental faculty and
have gone through the shortened approval process then the Final Reviewer selects Send to Academic
Services for entry into the IRM System from the choices in the Submission Box at the bottom of the

Credential Request and click on the Submit button.

This Credential Request is ready for final approval or entry into
the Palm Beach State College IRM System.

Select one of the options below and then click " Submit”.

Send out for online Deans’ Council Online vote.

B Send to Academic Services to load in IRM System.(CCE, AVOC Requests
ONLY)

Comments on this request sent to IRM:

OR

Select one of the options below and then click "Submit”.

This credentialing request is being returned to Ronald A. Capute for
revision.

Delete this credentialing request.

Comments on this request or reason for return:

A screen will appear showing a message that the credentialing request has been sent to XXXXX in
Academic Services

Wekowan Mails L oaer

Approve or Upload Faculty Credential Raquast

AR

If“‘*‘ Credersiel Ruquest for Elzabets Marcus
[ The hat besn cantto Academic Services for wading Into he IRM System
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Academic Services Enters Credential Request into IRM System

The designated Academic Services personnel who enters faculty credentials will receive an e-mail that
showing a credential request is ready to enter into the IRM System.

3| K Faculty Credential Request for THOMAS PETER DE VITA - Message (HTML)
l e
X 3T + @ » ]

* +« 4 Hor

& unk - Delete | Reply R i S mr
from M
-

biect MAS PETER DE VITA

Marileidy Guzman has submitted a Credential Request for THOMAS PETER DE VITA to be entered into the IRM system

Please g0 the Upload Page {Qxeview this request

Comments:

Click on a photo to see social network updates and email messages from this person.

The e-mail will include a link to the OFCD screens. The Academic Services Personnel can access the
credential request via this link or by logging in to the OFCD.

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Clarisse May

Intranet Home

Online Faculty Credentialing Database
s Faculty Search
Faculty Credentialing

Faculty Search Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)

OR
Upload Queue

Update Licensure

Update Development Course

Existing Faculty Search
Development Course You can enter all or part of the faculty name you are searching for.
Payment

Roster Reviewers Last Name:

First Name:

Currently Active Rosters that Include Your Name in the Approval Path

You do not have any currently active rosters.

* Click on Roster Date fo see Approval Path
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The Academic Services OFCD Queue will open to a listing of credential requests that are ready to enter
into the IRM System.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site
Welcome Clarisse May

Intranet Home

Home Page Currently Active Requests Ready to Upload
Faculty Name Start Date
EaculbyiGreilentiakng View  BARANSK] MICHAEL May 23, 2013
Faculty Search

Update Licensure
Upload Queue
Update Development Course

Development Course
Payment

Roster Reviewers

The opened credential request screen will include who sent the request, which faculty it was for and a
link to a roster indicating the courses to add to the faculty credential file in IRM. Academic Services
personnel can then choose to notify those in the Review/Approval Path that the courses have been
entered into the IRM System or send the request back to Final Reviewer for revisions or corrections.

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Clarisse May

Intranet Home Faculty Information
= Name: MICHAEL BARANSKI Employee Number: 87491

—r Initial Hiring Department: DEG BIO -- BIOLOGY Email: baranskm@palmbeachstate.edu
Faculty Credentialing

Faculty Search

Update Licensure Upload Faculty Credential

Unload Queue Lisa Averill has submitted a Credential Request for fo be uploaded to the IRM system.

Please go to the Eaculty Roster Page to see this request, then select the action below
Update Development Course
Development Course @ The information has been entered into the IRM system.
Payment
R ©  This request is being returned to Lisa Averill for necessary revisions listed below.
oster Reviewers

Reason For Return

Once a selection is made and submitted, a screen will show-up indicating that the notice has been sent to
the appropriate people for these actions:
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CCE, AVOC, Supplemental Faculty - Program Manager/Associate Dean and Dean of
Corporate and Continuing Education
[ ]

Credit/Prep/PSAV- Deans’ Council members and Review and Approval Path

Welcome Clarisse May

Intranet Home Faculty Information

= Name: MICHAEL BARANSKI Employee Number: 87491

Initial Hiring Department: DEG BIO — BIOLOGY Email: baranskm@palmbeachstate edu
Faculty Credentialing

Faculty Search

Update Licensure Upload Faculty Credential

Upload Queue Emails have been sent to Deans’ Council and Approval Path Members indicating that this Gredential
T @ Request for MICHAEL BARANSKI, has been approved and entered into the IRM system.
ate Developmen ourse

Development Course
Payment

Roster Reviewers

A Completed Credential Request

Once entry into the IRM System is completed, Academic Services notifies participants, and the finished
credential request will no long on the OFCD screens. Requests returned for additional information, will

remain on the OFCD screens until Final Reviewer submits them again to Academic Services with
corrected information.
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PART 5

Deans’ Council Approval of
Credentialing Request
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Completing the Credentialing Request Process-Deans’ Council

Credentials Ready for Deans’ Council Approval

Once a faculty credentialing request has gone through all the steps of review and approval (Approval
Path 1-5), the Credit/Prep/PSAV faculty credential requests are ready to be sent to Deans’ Council for

consideration and approval.

The Final Reviewer manages this part of the OFCD process. The first step is to send the Deans” Council
members a voting e-mail on the specific credential request. The Final Reviewer will select the appropriate
button in the Review/Approval Path box at the bottom of the Credential Request Screen and click on

Submit.

A screen will appear that indicates the credential request has been sent to Deans’ Council for an E-mail

vote.

Revised 5/13

This Credential Request is ready for final approval or entry into
the Palm Beach State College IRM System.

Select one of the options below and then click " Submit”.

Send out for online Deans’ Council Online vote.

Send to Academic Services to load in IRM System.(CCE, AVOC Requests
ONLY)

Comments on this request sent to IRM:

OR

Select one of the options below and then click " Submit”.

This credentialing request is being returned to Ronald A. Capute for
revision.

Delete this credentialing request.

Comments on this request or reason for return:

Weloawn Hariv L oger

Approve or Upload Faculty Cradential Request

A
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Deans’ Council E-mail Action

Deans’ Council will receive an e-mail showing a credential request is ready to be voted on by them.
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Deans’ Council can access the credential request Voting Tally screen through this link or by logging into
the OFCD.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Barry Moore
Deans' Council Credential Request Approval

Currently Active Faculty Credential Requests
Faculty Credential
If the faculty name is in RED you have previously voted, you may still view this request or change your vote.
Faculty Name Discipline Request Date
View ADAMS, TEAK Criminal Justice Institute May 28, 2013
View AIELLO, FRANK Criminal Justice Transfer May 22, 2013
View ALARACHI, SAAD Mathematics/Mathematics Preparatory May 29, 2013
View BAUROTH, KAREN Biology May 30, 2013
View CANFELD, GAYL HNutrition May 3, 2013
View CARTER, SCOTT Mathematics/Mathematics Preparatory June 3, 2013
View CHOMKO, GREG Biology June 4, 2013
View COHEN, LARRY Accounting March 1, 2013
View DAY, SARA Biology May 16, 2013
View DORCE, JEAN MARTIN Mathematics/Mathematics Preparatory April 19, 2013
View GESUALDI, SCOTT Biology February 26, 2013
View Hansen, Keith English for Academic Purposes May 20, 2013
View KAMOUSKI, SIARHEI Mathematics/Mathematics Preparatory December 11, 2012
View Leheny,Joshua Criminal Justice Institute May 28, 2013
View MOBLEY, TANYIKA Psychology May 30, 2013
View MORELAND, JESSIE Criminal Justice Institute May 28, 2013
View NELSON, CLOVIS BENJAMIN  Art December 12, 2012
View PAIKAI, EBENEZER K Criminal Justice Institute May 7, 2013
View Peter, Dawn Criminal Justice Institute May 7, 2013
View RUST, JAMES Emergency Medical Services/Paramedic/EMT ~ May 21, 2013
View SANTIAGO, LUIS Student Development-Strategies/Leadership  May 20, 2013
View SEMMEL, JAY Accounting December 17, 2012
View ST. GEORGE, ELAINE Art May 30, 2013
View YAPELL, JENNFER Radiography May 23, 2013
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When the Dean opens the link listed for the credential request (Click on View to the left of the faculty
name), they will see the E-mail Voting Tally screen for the specific credential request. The E-mail Voting
Tally screen shows how other Deans have responded to this credential request and has a link to the full
faculty roster screen for this request. The Tally screen will also have the voting choices from which to
select.

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Barry Moore

Intranet Home Faculty Information
= Name: TEAK ADAMS Employee Number: 77811
Initial Hiring Department: CTE CJLE — CRIMINAL Email:

Faculty Credential JUSTICE - LAW ENFORCEMENT adamste@palmbeachstate adu

Deans' Council Vote On Current Credential Request

Review this Credential Request Faculty Roster and then enter your choice below.
) | approve this request.

© | do not approve this request.

) Present this request at the next Deans' Council Meeting for discussion.

Comments

Name Approve Reject Ask For Discussion
Michael Foster X 0] 0
Anita Kaplan X o] o
Barry Moore X o] o
Ginger Pedersen X (0] o
Patricia Richie X 0] 0
Jacqueline Rogers X 0] o]
Edward Willey 0] 0] o]
Sharon Sass X 0] 0

Deans’ Council Vote Summary

Deans’ Council members can choose to:

e Approve the Credentialing Request
e Reject the Credentialing Request
e Ask for further discussion on the credential request at a Deans Council meeting.

A request can be sent back to the Final Reviewer if revisions need to be made. The VPAA (or their
designee) has this ability. Any comment that a Dean or the VPAA make in voting on a request is listed
on the Deans Council Voting Tally Screen. This tracks the progression of the request as it is revised to
meet the needed credentialing criteria before final approval by the Deans’ Council. (Only Deans’ Council
members will see these comments on their OFCD screens.)
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Name Approve Reject Ask For Discussion
Michael Foster X 0 0
Anita Kaplan X 0 0
Barry Moore X o] o]
Ginger Pedersen X o] 0
Patricia Richie X 0 0
Jacqueline Rogers X o] o]
Edward Willey 0 0 0
Sharon Sass X 0 0

Deans’ Council Vote Summary

5/30/2013 - 11:59:57 AM
Patricia Richie Voted to Approve. With the following Comments if any:

5/30/2013 - 3:29:22 PM
Sharon Sass Voted to Approve. With the following Comments if any:

6/3/2013 - 8:39:39 AM
Michael Foster VVoted to Approve. With the following Comments if any-

6/3/2013 - 9:27:64 AM
Anita Kaplan Voted to Approve. With the following Comments if any:

6/3/2013 - 12:39:23 PM
Barry Moore Voted to Approve. With the following Comments if any:

6/3/2013 - 5:17:02 PM
Jacqueline Rogers Voted to Approve. With the following Comments if any:

6/4/2013 - 8:15:11 AM
Ginger Pedersen Voted to Approve. With the following Comments if any:

e Once a dean has voted on a credential request the listing in the voting queue changes from black
to red. This way the dean knows that he or she has already reviewed this request. As long as a
request is in the Deans’ Council queue, the deans can revisit this request and change their vote.

e Generally, Deans’ Council is allowed two working days to vote on a credentialing request.

¢ A majority of the deans must approve a request for it to proceed to the next step of this
process.

e The exception to this rule is faculty approval by exception. In this case, the VPAA is the only
member of Deans’ Council that needs to vote on the exception request before it can progress to
the next step of the process.

The Deans’ Council Voting Tally Screen

The Deans’ Council Voting Tally screen can be viewed by all Deans” Council, the VPAA, and Final
Reviewer. Final Reviewer monitors this screen to determine if Deans’ Council approves, rejects or asks
for further discussion on a credentialing request. From this action, FR will process the credential
request.
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There is an added status box on the Final Reviewer Faculty Search Screen which states at what stage a
credential request is that has been sent to Deans’ Council for a vote.

e Deans' Council Email Vote queue
e On agenda for next Deans' Council Meeting
e Placed in Hold Folder awaiting HR action

PALM BEACH STATE COLLEGE

INTRANET

Weicome Maria Lopez

Online Faculty Credentialing Database
Home Fage

Faculty Search
Faculty Credentialing ty
SR Add a New Faculty Name
Update Licensure (Please check existing faculty records before creating a new faculty record.)

OR

Update Developoment Courae

Revelooment Course
Bayment

Existing Faculty Search

You can enter all or part of the faculty name you are searcheng for

Last Name:

First Name:

Seacch )

Currently Active Rosters that Include Your Name in the Approval Path

Faculty Name “RosterDate O R1 R2 R} R4 FR DIFAH
View ADAIR, YANNV 06182012 v v v v v v H
View ANGEE, ELKUIN 1012/2012 v v v v N
View BERGKAMP, JILL 0711122012 v v v v v v H

* Chck on Roster Date to see Approval Path

Rosters in Deans' Council Approval Process

Facuity Name Roster Date Roster Status
Vote WILDGOOSE-CARROLL, JANELL Apnl 26,2013 Deans’ Council Online Vote queve
Vote FERGUSON, LYLE June 4, 2013 Deans’ Council Online Vote queve
Vote CHRA INGA June 42013 Deans’ Council Onine Vote queve
Vote COHN, LESUE June 4, 2013 Deans’ Council Onine Vote queve
Vote ORTIZ, VICTOR June 4, 2013 Deans’ Council Onkne Vote queve
Vote DIECK MARK June 4, 2013 Deans’ Council Onine Vote queve

Rosters On HR Hold List Prior To IRM Completion

Faculty Name Roster Date * Hold Date
View FRASCA MARLENE October 20, 2010  October 27, 2010
View OLMEDA ZORANGEL February 27,2013 Apnl 9, 2013
View BROWN, MAURICE Apnl 26, 2013 May 8, 2013
View ELASSAINT ERNST April 26, 2013 May 6, 2013
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Credential Request Approval

If the Deans’ Council (including the VPAA) all vote to Approve, the Final Reviewer sends the
credentialing request onto Academic Services to input into IRM. All on the approval path are notified.

PALM BEACH STATE COLLEGE

INTRANET Palm Beach 5tat

Welcome Lisa Averill

Intranet Home Faculty Information
Name: SCOTT CARTER Employee Number:
Initial Hiring Department: DEG MATH — MATHEMATICS Email:

Deans' Council Vote On Current Request

HName Approve Reject Ask For Discussion
Miichael Foster x o] o]

Anita Kaplan (8] (8]

Barry Moors (8] (8] (8]

Ginger Pedersen o o o

Patricia Richie o] o] o]
Jacgueline Rogers X (8] (8]

Edward Willey (8] (8] (8]

Sharon Sass o o o

After a majority of the Deans’ Council members have voted, make your selection below to
proceed to the next step.

Once this reguest has been approved by the Dieans” Council members, it will need the

following information wpdated before it can be sent to be uploaded to the IRM system:

=« PBSC Email

» Date of Hire

= The VPAA has not Approwved this request

Go to the Faculty Update page to enter this information.

This reguest nesds to be reviewsd at the nesct Deans” Council Mesting.

Thiz reguest has been rejected by the Deanz’ Council.

This reguest has been sppn
Beach State College Email

by the Deans’ Council, put on Hold List waiting for Palm
dior Hirz Date.

Resat
Drelete this credentisling request.

Comments on this request sent to IRM:

A final piece of this process is to add Human Resource information for new faculty members that is
added through the HR Application Process. To do this the Final Reviewer will click on the HR link in
the Deans’ Council Tally screen and add the HR information (Palm Beach State E-mail user name and
hire date)
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PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Lisa Averill

Intranet Home Faculty Information

Employee Number:
Initial Hiring Department: DEG MATH - MATHEMATICS Email:
Faculty Credentialing

Faculty Search Update Palm Beach State College Employee Information

Update Licensure

Update Development Course Palm Beach State College Employee Information

Development Course

Payment PBSC Email: @palmbeachstate edu

Roster Reviewers

Hire Date:

Select v
(if entered - FULL date required )

Return to the Faculty Search

When FR returns to the E-mail Vote Tally Sheet, the credential request will be ready for final Approval

processing. A screen pops up that shows this request has been sent to Academic Services to be entered
into the IRM System.

When a credentialing request is waiting for HR action on a faculty application and all other steps of the
process have been completed, the Final Reviewer can move the re-quest to the Hold Folder. This

removes the request from Deans’ Council queue and limits the volume of approved but not processed
requests in the Deans’ Council queue.

Credential Request Rejection

If all Deans vote to reject and/or the VPAA votes to reject the credential request, the Final Reviewer
notifies all those on the Approval Path. If the faculty for the request is an existing faculty, the request
will go inactive and no action will be taken for the faculty member. If the faculty member is new, the

request will become inactive and the faculty member will be noted as “inactive” rather than “new” in the
database.
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Credential Request “Ask for Discussion”*

If there is a split vote or one or more deans select “ask for discussion”, the VPAA will forward the
request to the VPAA’s office assistant to add to the next available Deans’ Council meeting agenda.

Once the Deans’ Council meets and discusses the credential request in question, the VPAA (or her

designee) will logon to the OFCD and respond on the Deans’ Council Meeting Vote screen (Approve,
Reject, Send back for revision)

PALM BEACH STATE COLLEGE

INTRANET

Welcome Sharon Sass

Intranet Home Faculty Information
Name: TIMOTHY L BENHAM Employee Number: 1693
. Initial Hiring Department: DEG COMP - Email:
Faculty Credential COMPOSITION benhamt@palmbeachstate.edu

Deans' Council Meeting Vote On Current Credential Request

This Credential Request was submitted for Deans’ Council Vote on December 9, 2009
Review this Credential Request Faculty Roster and then enter your choice below.

Rewiew this Credential Request Eaculty Roster and then enter your choice below.
After meeting, Deans’ Council approves this request
After meeting, Deans’ Council does not approve this request

After meeting, Deans’ Council is retuming this request for revison as descnbed below.

Comments

| Submit |

The same action as those listed above for “yes” and “reject” will follow the same response once a
decision is made at the Deans’ Council meeting. In the case of “revise”, the Final Reviewer will send the
request back to the Originator with the VPAA comments for revision and the request will go back
through the Approval Path again.

The VPAA can decide to override any of these votes and send the request to discussion, reject the

request outright or approve the request. In each case, the Final Reviewer will process the request as
prescribed above.
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*This procedure is in place in the OFCD programming but is rarely used by Deans’ Council. DC
meetings are held and a decision is made on the request in question but normally the VPAA will notify
the dean over the faculty being credentialed and the request will be completed based on this discussion
by the dean’s staff.

In all cases, when a record or faculty member becomes inactive, new requests must wait until Academic
Services can reactivate the faculty record in the database.

When Is Deans' Council Vote Necessary for a Request Action?

Deans' Council vote is needed on a credentialing request action for the following situations:

Initiating a new faculty credential or reactivating an old faculty member

Adding courses to teach to a faculty roster (CCE/Avocational courses are excepted from this
rule)

Adding additional graduate courses or degrees or adding additional disciplines to teach under
graduate course listings. (example-Adding Communications discipline credentials in addition to
Education discipline credentials) This also includes removing grad courses that make the total
credits fall below 18 graduate credits.

Deleting courses to be taught by a faculty from roster (partial decredentialing)

Total decredentialing of faculty (This is a separate process that is initiated from the Deans' level.)
Any action (removing any information from a roster) that may call into question a faculty's
continued credential to teach one or more courses at Palm Beach State College.

When questioning whether to include Deans' Council vote in a credentialing action, contact the
Academic Services for a decision or the Vice President of Academic Affairs
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PART 6

Entering Credential Requests into
the IRM System
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Academic Services Enters Credential Request into IRM System

The designated Academic Services personnel who enters faculty credentials will receive an e-mail that
showing a credential request is ready to enter into the IRM System.

Faculty Credential Request for THOMAS PETER DE VITA = Message (HTML)

g |2 Adjunct Onfine Co... 5§ To Manager

Marileidy Guzman has submitted a Credential Request for THOMAS PETER DE VITA to be entered into the IRM system

Please go g6The Upload Page 10 view this request

Comments:

Click on a photo to see social network updates and email messages from this person.

The e-mail will include a link to the OFCD screens. The Academic Services Personnel can access the
credential request via this link or by logging in to the OFCD.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site
Welcome Clarisse May

Intranet Home Online Faculty Credentialing Database
Home Page

- Faculty Search

Faculty Credentialing

Faculty Search Add a New Faculty Name

(Please check existing faculty records before creating a new faculty record.)

OR
Upload Queue

Update Licensure

Update Development Course

Existing Faculty Search

Development Course

Payment You can enter all or part of the faculty name you are searching for.
Roster Reviewers Last Name:
FirstName:

Currently Active Rosters that Include Your Name in the Approval Path

You do not have any currently active rosters.

* Click on Roster Date to see Approval Path.

The Academic Services OFCD Queue will open to a listing of credential requests that are ready to enter
into the IRM System.
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PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Clarisse May

Infranet Home "
S Currently Active Requests Ready to Upload

Faculty Name Start Date
View BARANSKI, MICHAEL

Faculty Credentialing

Faculty Search

May 23, 2013

Update Licensure
Upload Queue
Update Development Course

Development Course
Payment

Roster Reviewers

The opened credential request screen will include who sent the request, which faculty it was for and a
link to a roster indicating the courses to add to the faculty credential file in IRM.

The Academic Services person will open the faculty roster link and review the credentialing request to
make sure:

e The email in PeopleFinder and that the employee number listed on the request matches the one
linked to this faculty person in the IRM system.

e In the case of credit, prep and PSAV faculty, the AS person will check that there is a majority of
DC votes approving then roster request.

e If any of these items do not match, the request will be sent back to Final Reviewer.

[ ]

The email notice to Final Review of a returned request will give FR the ability to send the request
to anyone in the stated approval path of this request for revision and resubmission.

The Academic Services personnel will notify those in the Review/Approval Path that the courses have
been entered into the IRM System or send the request back to Final Reviewer for revisions or
corrections. In the case of a returned request, at whatever level it is returned to, the request will need to
go through the approval process again and then resubmitted to Academic Services. It will not need to go
through Deans’ Council approval again unless that was the original issue forcing the return.
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PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Clarisse May

Intranet Home Faculty Information
= Name: MICHAEL BARANSKI Employee Number: 87491
Initial Hiring Department: DEG BIO - BIOLOGY Email: baranskm@palmbeachstate edu
Faculty Credentialing
Eaculty Search
Update Licensure Upload Faculty Credential
Upload Queue Lisa Averill has submittec-a-Gradential Request for to be uploaded to the IRM system.
Please go fo&fie Faculty Roster Page to ske this request, then select the action below.
Update Development Course
Development Course ©  The information has been entered into the IRM system
Payment
R @ This request is being returned to Lisa Averill for necessary revisions listed below.
oster Reviewers

Reason For Refurn

For a completed credentialing request, once the Academic Services person selects “The information has
been entered into the IRM system” and presses Submit a screen will show-up indicating that the notice
has been sent to the appropriate people for these actions:

CCE, AVOC, Supplemental Faculty - Program Manager/Associate Dean and Dean of
Corporate and Continuing Education
[ ]

Credit/Prep/PSAV- Deans’ Council members and Review and Approval Path

Welcome Clarisse May

Intranet Home Faculty Information

Home Page Name: MICHAEL BARANSKI] Employee Number: 87491

— Initial Hiring Department: DEG BIO - BIOLOGY Email: baranskm@palmbeachstate edu
Faculty Credentialing

Faculty Search

Update Licensure Upload Faculty Credential

Upload Queue Emails have been sent to Deans' Council and Approval Path Members indicating that this Credential
Request for MICHAEL BARANSKI, has been approved and entered into the IRM system.

Update Development Course

Development Course
Payment

Roster Reviewers
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A Completed Credential Request

If entry into the IRM System is completed, once Academic Services notifies participants, the finished
credential request will no long be visible on the OFCD screens. Requests returned for additional
information, will remain on the OFCD screens until Final Reviewer submits it again to Academic
Services with corrected information.

At this point, the approved credentialing request will no longer appear on the list of “Current Requests”

in the Online Faculty Credentialing Database. The credentialed courses will appear on the continuous
faculty roster as a current credentialed course.
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TECHNICAL SUPPORT
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Faculty License/Certification Utility

Updating or deleting an existing license or certification for a faculty member does not require a
credentialing request action unless this affects the faculty credentials to teach specific courses. In most
cases, these licenses/certifications are renewed periodically and a full request is more than is needed. For

this action, a license update utility was created in the Online Faculty Credentialing Database.

To use this utility, log into the OFCD and click on the Update Licensure link in the left Nav Bar. Type

in the name of the faculty needing the update. Click on Search.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Sue Voccola
Intranet Home

Faculty Credentialing

Eaculty Search

Licensure/Certification Information Update

Online Faculty Credentialing Database

Existing Faculty Search

You can enter all or part of the faculty name you are searching for.

Update Licensure

Update Development Course

Last Name:
Development Course
Bayment First Name:

Roster Reviewers

A listing of the faculty licenses and certification will appear. The listing gives the option of editing the

listing or deleting it altogether.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Sue Voccola

TS T Online Faculty Credentialing Database

Home Page

o Licensure/Certification Information Update
Faculty Credentialing

Eaculty Search

Faculty Search Results

Update Licensure

Note: Clicking the Delete link will remove this LicenseiCertificate from the roster.
Faculty Name
SPEERS, JENNIFER

Update Development Course

License Title
Development Course
Payment

Edit Delete

911 Public Safety Communicator - 311D001473

Roster Reviewers

Existing Faculty Search
You can enter all or part of the faculty name you are searching for.

Last Name:

First Name:

Revised 5/13

“OFCD Faculty Search Button is the Browser Back Button”

Page 61 of 82



Palm Beach State College
Online Faculty Credentialing Database
Procedure Manual

Click on Edit to revise the information about the particular listing. Fill in the information as needed and
click on Update License/Certificate.

Welcome Sue Voccola
Intranet Home

Online Faculty Credentialing Database

o Licensure/Certification Information Update
Faculty Credentialing

Faculty Search

Existing Faculty Search

Update Licensure
You can enter all or part of the faculty name you are searching for.

Update Development Course

Last Name:
Development Course
Bayment First Name:
Roster Reviewers

Edit Current Licensure/Certificates

Faculty Name : SPEERS, JENNIFER

LicenselCertificate o1+ pubic Safely Communicator - 9110001473

License/Certificate
Effective Date: U9t 06 2010

License/Certificate
Expiration Date: February 01,2015

License For those facutty with licenses or certification on Florida Health.com
Verification: ( hitp://ww2.doh.state.fl.us/irm00Praes/PRASLIST.ASP ) the full URL link to the
faculty license must be entered below.

Comment:

[ Update License/Cerlificate

De-Credentialing Faculty

An OFCD request can be made to de-credential part an existing faculty’s credentialed courses. You login

to the Online Faculty Credentialing Database, do a faculty search and start a new faculty credentialing
request.

Go to the Proposed Course Screen. For Existing Faculty, there will be a link to existing courses for the
faculty member in addition to the box to request to add new courses.

@II Currently Active C@

Proposed Courses

Proposed Courses to Add
Delete SPM1121 - Elementary Spanish Il (A4)

Delete SPM2241 - Intermediate Conversational Spanish Il (AA)

Search Course Numbers

Course Number Match | Start of course number ¥

Advanced Degree Graduate Cowrses Cutent Licensure
Credit/Prep/PSAY Credit/Prep/PSAY Credit/Prep/PSAY
Credentialing Justification ol Gt
PSAV, CWE, AVOG Only Special Criterla

Click on this link. The link will take you to a list of credentialed courses that have check boxes to the left
to select to de-credential.
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Click on all that are to be deleted and click on Submit.

The screen will return to the proposed course screen and in addition to any courses being proposed for
this faculty, under that listing will be a list of courses to deleted from the faculty credentials, You can
change your mind and not deleted them by clicking on DELETE on this front PROPOSED COURSE
screen. (This does not delete them from the faculty’s credentials at this point. The de-credentialing
needs to go through the review and approval process like any proposed courses.)

Click on Submit.

The credentialing roster will list the de-credentialed courses along with any proposed courses

View All Currently Active Courses

Proposed Courses

Proposed Courses to Add

Delete BCW0342 - Bricklayer Apprenticeship | (PSAY)
Delete BCY0844 - Bricklayer Apprenticeship Il (PSAV)
Delete BCWO856 - Plumber Apprenticeship W (Third Year - Term B) (FSAY)
Delete BCWO857 - Plumber Apprenticeship VIl (Fourth Year - Term A) (PSAVY)
Delete BCWO962 R - Bricklayer Apprenticeship Co-op Il {(Second Year) (PSAW)
Delete DAAT100 - Modern Dance | (AA)

Active Courses To Be Deleted
Delete AADDDZ7 - registration test class
Delete ACG2022 - Financial Accounting (AA)

Search Course Numbers
Course Number EE ] Match '.S.lt;rt.nfc.uu.r.sé numher o

IF YOU WANT TO TOTALLY DE-CREDENTIAL AN EXISTING FACULTY MEMBER (REMOVE ALL
COURSES), THIS REQUIRES A SEPARATE ACTION FROM THE OFCD CREDENTIALING REQUEST.

e SUBMIT A SEPARATE JUSTIFICATION TO YOUR ACADEMIC DEAN.

e  YOUR DEAN WILL TAKE THIS TO DEANS’ COUNCIL FOR A DECISION.

e ONCE DEANS’ COUNCIL VOTES TO DE-CREDENTIAL A FACULTY PERSON, THE VICE
PRESIDENT OF ACADEMIC AFFAIRS WILL NOTIFY ACADEMIC SERVICES.

e ACADEMIC SERVICES WILL PULL ALL. THE CREDENTIALED COURSES FROM THE FACULTY
ROSTER, INACTIVATE THE FACULTY ROSTER, REMOVE ALL ACTIVE COURSES FOR THIS
FACULTY IN THE IRM SYSTEM AND ADD A NOTE TO THAT SYSTEM THAT THIS FACULTY
HAS BEEN DE-CREDENTIALED AS OF A SPECIFIC DATE.

e THE DEAN, ASSOCIATE DEAN AND DEPARTMENT CHAIR OR PROGRAM MANAGERS WILL
BE NOTIFIED WHEN THE DE-CREDENTIALING ACTION IS COMPLETED.

e THIS ACTION DOES NOT GO THROUGH THE ONLINE FACULTY CREDENTIALING
DATABASE.
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Correcting Information on Faculty Roster that does not Require a Credentialing RequestAction

Sometimes errors in information will go all the way through the approval process and be a permanent
fixture on the faculty roster. (Example-incorrect date of graduation on a degree, typo in course number
of graduate course, spelling errors) The only information like this on the roster that can be corrected by
the user is information contained in the Current Licensure/Certification section of the roster using the
License Update Utility (Instructions on page 60). All other corrections of this nature must be submitted
to the OFCD Administrator in an email message so that it can be corrected in the ACCESS database or
reported to the OFCD programmer for correction.

Looking At Current Credentials Or Credential Requests

Anyone in the Online Faculty Credentialing Database Approval Path can look at existing faculty
credentials and new credential requests in this system.

Existing Faculty

To look at existing faculty credentials and any proposed new credentials for existing faculty, login to the
Online Faculty Credential Database and search for the existing faculty member.

New Faculty

For new faculty who are just being credentialed, login to the Online Faculty Credentialing Database and
do a faculty search. For new faculty, you will only be able to look at the current credential request. If the
request has progressed to you in the approval path, then you will see the actual screens to edit. If the
approval path is before or beyond your position, you will be able to view a credentialing request roster.

Viewing a Full Faculty Roster Screen

At the top of each screen in the Online Faculty Credentialing Database, a link titled View Full Faculty
Roster is available. When you click on this link, a full roster will appear in a separate window. You may
scroll through the roster and see all the courses listed for the given faculty member. Existing credentials
will be listed in plain black font. Credentials proposed by someone in another online request will be listed in italicized
black font and the current credential request will be listed in red lettering.
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Faculty Credential Request

Faculty Name: PORRO, ANA M Employment Status: Current Originator's Name:
Employee Number: 19346 Teaching Status: Full Time Date of Request:
Faculty Email: porroa@palmbeachstate edu Hire Date: January 1, 2000 Requesting Department: DEG MATH - MATHEMATICS

There are currently no Dean’s Council voting records for this request.

College Degrees (US)
College Deqree Degree Major Institution Accreditation Date Received
M.S_- Master of Science Mathematics Florida Atlantic University SACS August 7, 1887
Graduate Courses
(quarter hour gracuate courses are converfed {0 semester hours when posted )
Credit
Discipline Course Number  Course Title QriSeen Hoprs  Instittion'Comments
Pr MAA 5208 Real Analysis Sem 30
MAA 5400 Complex Analysis Sam 30
MAA 8407 Complex Analysis Combinatorics Sem 30
A Pre MAS 5311 Abstract Algebra Sem 30
i i MAS 8212 Avstract Algedes Sem 30
MAT €807 Crdinary Diff Equal Sem 20
MATH 7120 Algedes 1 Sem 30
MATH 7200 Elem Clas Anslysis 1 Sem 30
Total Semester Hours: 24.0
Current Licensure/Certification
issue Date
License/Certificate Name Elorida Health com URL (Beguired] lank
Credential Justification (Credit, Prep, PSAV, CCE, AVOC
work b in field, &1 without expiration dates, other request i
Background Information Expiration Oate  Comments
Palm Baach Community College - Teaching expenence
8/22/90 1o present - All levels of Math
Special Criteria
Special Criteria Date To Be Completed Comments
Proposed | Proposed | Approved Courses
Course Humber Course Title Exception
MAC1108 College Algebrs (AA)
MAC1114 Trigonometry (AA}
MAC1140 Precaloulus (AA)
MAC2233 Survey of Calaulus (AA)
MAC2211 Caloulus With Analytic Geometry 1 (AA)
MAC2312 Caloulus With Analytic Geometry 2 (AA}
MAC2212 Calculus With Analytic Geometry 3 (A4)
MAP2302 Differantial Equations (AA)
MAT0020 Basic Algebes 2 (Prep)
MAT1033 Intermaediate Algebra (AA)
MGF1108 Liberal Asts Mathematics (AA)
MGF1107 Finite Mathematics (AA)
MTG2202 Collage Geomary (AA)
STA1021 Probability and Statistics (AA)
STA2023 Statistics (AA)
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For active roster request views, again, existing credentials will be listed in plain black font. Credentials
proposed by someone in another online request will be listed in italicized black font and the current credential request

will be listed in red lettering.

If a request has gone to Deans’ Council, it will also show the Deans’ Council vote as it stands.

View continued on next page.
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Faculty Credential Request
Requestor of Record: Paul Friedman

Faculty Name: AELLO, FRANK Fac Dev Crs Completion: Completed Originator's Name: Edgar Richard
Employee Number: 88185 Teaching Status: Parnt Tune Date of Request: May 22 2013
Faculty Email: aellof@paimbeachstate edu Hire Date: June 27 2012 Requesting Department: CTT CJ - CRIMNAL JUSTICE

Dean's Council Vote: CIIETA) AK(A) BM(A) GP(A) PR(A] JR(A) EW(N) SS(A

College Degrees (US)
College Degree Degree Major Institution Accreditotion Date Recolved
MS - Master of Soence Crimenal Justice Nova Scutheastern Unwversety SACS May 33, 2092
Graduate Courses
(quater hour graduate CoUrSes ae Convertod 1 semealer AOuws when poated |
Crodit
Coutse Number  Counse Tile QuiSem Homny  lostintion/Comements
Crminal Justice losteuwte CH 0520 Social Adewn in Com Justice Sem 30
Cnminal Justice instRute Caos3» Legal Issues in Crim Justice Sem 10
Crisranal Justics Instite Ca 0550 Imostigatre Processes Sem 30
Cnminal Justice InstRute CHE10 Crmnal Endence Sem 30
Criminal Justice nstcte CH 613 Crmnal Law Sem 30
Crirenal Justice lnstacte A 6150 Skctd Iss » Fomse & Sec Sei Sem 30
Crimnal Justice Institite CH 6% Behavotal Crmwnology Sem 30
Total Semester Hoors:  21.0
Current Licensure/Certification
tssue Dote Expiration Date
License/Cenificate Nome Elorida Health.com URL (Required) (Einnd indicetes No Exg, Date}
Other Qualifications and Comments
(relatod to courses taught)
Background informaticn Expitation Date  Comments
Special Criteria
Special Critesio Dote To Be Complated  Comments
Proposed | Proposed | Approved Courses
Exception
CCJ1010 Introdecton 10 Camnology (AA)
oc.ngzg Mmut:'m annx’amxo AR
CCII61 Cnerwnal
bredin ot e Ao (N Red Text— Your request
CIE2600 Cnmnal investigation (AA) s 4
borrve: o v Black Standard Text— Already Approved Credential:
CR2100 Crmmal Law (AA) Black Ira/icr Text— Another Request for :ame Faculey
210 Laws of Ewdence (AA) -
CRum Law of Arrest. Search, and Sezwe (AA)
DSC1002 Terrotiem and U, S, Security (AA)
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Printing Faculty Credential Request Rosters

To print a faculty request roster, do a Faculty Search and click on view to the left of the faculty name.
This will bring up a credentialing roster (for existing faculty it will have existing courses and proposed
courses, for new faculty, it will have proposed courses only.)

Before printing, you will need to format your printer:

Click on File-Page Set-up. For margins, make sure the margins are .25” on all sides. Orientation
should be “landscape”. Click OK.

To print, either click on the printer icon on the top toolbar on your screen or click on File Print and
select the printer you want to use.

Site Administration/Troubleshooting

Persons requesting to be added to the Online Faculty Credentialing Database must be recommended to
Academic Services by their supervisor. Once submitted to Academic Services via an email request, their
name will be added to the Approval Path Drop-down list.

Technical Hints

* In most cases, you need to TAB between boxes being filled in, the cursor will not automatically
advance between boxes.

= Text can be cut and pasted from another electronic document into the OFCD.

" Do not use the back button on the link during the approval process.

For the OFCD, the Faculty Search Button on the left Nav Bar should serve as
the Back Button.
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PALM BEACH STATE COLLEGE

NTRANE

Welcome Clarisse May

Online Faculty Credentialing Database

Faculty Search

Add a New Faculty Name
(Piease check existing faculty records before creating a new faculty recerd.)

Ex;;h‘ng Faculty S:ar;:r;

Last Name:

First Name:

[ Search |

You can enter all of pan of the facully name you are seasching for

Currently Active Rosters that Include Your Name in the Approval Path

You do not have any currently active rosters.

* Ciick on Roster Date 10 s0e Appeoval Path

Adding the OFCD link to your My Links on your Intranet page

B an e sy Srave

Log into your Internet page at http://intranet.palmbeachstate.edu/ . Click on Add/Edit Custom

Links.

= PALM BEACH STATE

4 COLLEGE

Intranet Home Employee Web  ITAC Help Desk  Facilities Work Ords Human

‘Welcome: Maria Clarissa May
Announcements
Protecting your Personal Information with PA4s$wO0Ords!
From email and banking to social media and mobile apps, the average user has a long

list of passwords..and the list keeps getting longer. While keeping track of numeraus
account logins can be tedious, More

People Finder

First: Last:

My Custom Links

Palm Beach State Web Site

Tuesday, June 04, 2013

Location:

My Links
Add/Edit
Academic Services Adjunct Online Course Enroliment
Links, Utilities, and Forms Blackboard System CLO Database
College Links ~ Web Utilities  College Forms Course Fee Database Course Outline Database
Faculty Develapment Online Course Faculty Development Report
Resources and Assistance Honors College Web Utility Honors College Webpage
Change Password OmniUpdate Web Training IRE Island Seagrass Webcam
Reset Password Instructions, Tips & Tutorials - OFCD Active Rostere
Change Password Instructions Wireless Information
Policies and Guidelines Log Out QFCD Change Course ID OFCD Dean on Vacation
QFCD Update Licensure OFCD View Reports
OFCD VP&A on Vacation Off Campus Approval Form
Omni Update Log in Transfer Guidelines
Web Manuals (OmniUpdate, ete.)
Add/Edit Custom Links
“ f ”
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Then click ‘Add New Custom Link’

™ PALM BEACH STATE

Intranct Home Employas Wab ITAC Help Dack Faclitties Work Order  Human Resources PantherTrall Palm Beach State Wab Site
‘Welcoma: Maria Clarissa May Tuesday, June 04, 2013
Intrenet Home Edit Custom Links

Cusbom Link Lisk Custom Links  College Links  Web Utilities  College Forms

Add New Custom Link
Custom Links

Efit | Academiz Servizes | Bitps/fwmn ieseri Deiste
Adjurct Online o . e

it | et | PP/ /intraZ. pboc. edu utilies/adjunct_development Deiste

Efit | Blackboard System | hitps://paimbeachstate blackboard.com/

Efit | CLO Database Mitp= fintranet. pber. L0, .2z Deiste

gan | S2ur=Fe= Mip:/ fintransl. pbos. =gyl aspuliiities/ CLOJ ESTCours=F: Deiste

EO | fotrrase p:/fintranst. pbec. edu/ aspuli rseFerasp siste

Edit x‘”‘:s‘:‘m“‘ Bitp:/ fwww paimbeschetats =du/x17364.2ml Daizt=
Fazulty

Eiit | Develzpmert Orlins | Bttp=/fuww es=rvices/i ior-and-rat: faculty i =mpx | Delete
Coure

et | o=l - - = Pages/ Pt i 2MPublict T

E28 | Deveizpment Report | HFscDevCreCompiets —

Eait E;I"i;” Collzge Web | . fintranet. pbes edu/ asputiities T8/ HonorsCollege/index. asp Deists
tonors College . or et

B | ebpage Mitp:/fwww Delets

it | IRE Bitp:/fwnw paimbeachstste. =tuir/ d=lault. aspx Deiste
Ixl2nd Szagrazs ) ] o — micte

=] rroriustes Mtp:/, fint=. b3 = . Deizte

Egit | OFCD Mitp:/fintran=t. phez. =ty asputiitisy FCD/inde. azp

Eit | OFCD Active Rosters | Bitp:/ /i i i
QFCD Charge o - e

] ) hitps/ nangeCaurzelD. Deiste
OFCD Dean on o " ) et

Edit | o cation hitp:/, Tod/Dean_s =5 Delete
QFCD Upaate o - .

=27 il http: fintraret pbe FCD/EditL

Efit | OFCD Vimw Reperts | Bitp:/fintraret. pbo
OFCD VPA an . - .

Ea | oroR T Mtp:/, Deiste
TnEets -/ fintranet. g =iztz

B | Mitp:/fintranat pbe arc Lazn Deiste

Mitps:/ webS- iogin. i i i
Eit | Omrni Update Log in iezzr ion-and Ftazuity ialing-toolst2Ffaculty ing-5 Dzt
[ —

Eit | Transfer Guidsli Mtp:=/iwmw Delste
Wb Maruaiz

| iate, =ty | M/ {ww paimbeschaists =du/we/ belp-gocs.sspx

Type in the address for the OFCD in the Link box and the title you want to remember the link by. Click on
Add New Custom Link.

The link information is http://intranet.pbcc.edu/asputilities/FCD /index.asp

(&= PALM BEACH STATE

X A SO
v COLLEGE NTR
AV

IntranetHome Employee Web  ITACHelp Desk  Facilities Human Security Palm Beach State Web Site

Welcome: Maria issa May Thursday, September 19, 2013

Intranet Home Edit Custom Links
Custom Link List

Add New Custom Link ink Name:  OFCD

Link: http://intranet.pbcc_edu/asputilities/FCD/index. asp
Sort Order: 0 Add a number to sort the order of your custom links. Smaller numbers are listed first.
Target: This Window ¥
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When you click on Intranet Home, the link will show up in My Custom Links, on the page with
the given title.

PALM BEACH STATE

COLLEGE

Intranet Home Employee Web ITAC Help Desk  Facilities Work Order  Human Resources  PantherTrail Palm Beach State Web Site

‘Welcome: Maria Clarissa May Tuesday, June 04, 2013
Announcements People Finder

Protecting your Personal Information with P4s$w0rds!

From email and banking to social media and mabile apps, the average user has a lang
list of passwords...and the list keeps getting longer. While kesping track of numerous
account logins can be tedious, Mare

First: Last: Location:

My Custom Links

My Links
Add/Edit
Academic Services Adjunct Online Course Enrollment
Links, Utilities, and Forms Blackboard System CLO Database
College Links ~ Web Utilities  College Forms Course Fee Database Course Outline Database

O Faculty Development Online Course Faculty Development Report

Resources and Assistance Honors College Web Utility Honors College Webpage

Change Password OmniUpdate Web Training IRE Island Seagrass Webcam
Reset P d Instructions, Tips & Tutorial

eset Passwor nstructions, Tips & Tutorials orco OFCD Active Rosters
Change Password Instructions Wireless Information
Policies and Guidelines Log Out OFCD Change Course 1D OFCD Dean on Vacation

QFCD Update Licensure
OFCD VPAA on Vacation

Omni Update Log in

OFCD View Reports
Off Campus Approval Form

Transfer Guidelines

Web Manuals (OmniUpdate, etc.)

Add/Edit Custom Links
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APPENDICES
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Sample Variations on the OFCD Approval Path *

All key participants have different designated staff who assist with the process. DC/PR initiates request.

Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM DC/PM Staff AS AS Staff Dean Dean Staff
Staff initiates and review credential request before it proceeds to DC/PM, AS or Dean.
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM Staff DC/PM AS Staff AS Dean Staff Dean
DC/PM and AS share staff. DC/PM initiates request. (Version 1)
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM DC/PM/AS staff AS DC/PM/AS Staff Dean Dean Staff
DC/PM/AS share staff. DC/PM initiates request. (Version 2)
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM DC/PM/AS staff DC/PM/AS staff AS Dean Dean Staff
DC/PM and AS share staff. DC/PM initiates request. Dean’s staff reviews before Dean’s approval and processes after.
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM DC/PM/AS Staff AS Dean Staff Dean Dean Staff
DC/PM out on leave. AS staff initiates request. Dean review prior to Dean’s staff processing request.
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
AS staff AS staff AS AS Dean Dean Staff
AS out on leave. DC/PM staff originate. Dean staff review before Dean’s approval and processes after.
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM Staff DC/PM Staff DC/PM Dean Staff Dean Dean Staff
Only one staff for all three positions. DC/PM initiates request, staff reviews before Dean’s approval and processes after.
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff
DC/PM Staff Staff Staff Dean Staff
Orig Review #1 Review #2 Review #3 Review #4 Final Rev Staff

In any case where the same person is in two or more slots in a row, the OFCD will only notify them once at the highest level. If the request is sent back in this
case, again, the person with multiple listings in a row will only be notified once.

*These are only sample variations. Generally, deans like to have their assistant review a request before the dean signs off and then the dean’s assistant is Final
Reviewer in the process. The important thing to note is that all six (6) boxes must be filled for the request to be initiated and progress forward.



Online Faculty Credentialing Database Review and Approval Personnel

Principles of Accreditation:
Foundations for Quality Enhancement

Commission on Colleges

Southern Association of Colleges and Schools
1866 Southern Lane

Decatur, Georgia 30033-4097

404-679-4501

404-679-4558 (Fax)

WWW.Sacscoc.org

Approved by the College Delegate Assembly
December 2001

First Edition

First Printing
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SECTION 3:
Comprehensive Standards

3.7 Faculty

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 certifications, 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.

Credential Guidelines:

a. Faculty teaching general education courses at the undergraduate level: doctor’s or master’s degree in the teaching discipline or
master’s degree with a concentration in the teaching discipline (a minimum of 18 graduate semester hours in the teaching
discipline).

b. Faculty teaching associate degree courses designed for transfer to a baccalaureate degree. doctor’s or master’s degree in the
teaching discipline or master’s degree with a concentration in the teaching discipline (a minimum of 18 graduate semester hours in
the teaching discipline).

c. Faculty teaching associate degree courses not designed for transfer to the baccalaureate degree: bachelor’s degree in the teaching
discipline, or associate’s degree and demonstrated competencies in the teaching discipline.

d. Faculty teaching baccalaureate courses: doctor’s or master’s degree in the teaching discipline or master’s degree with a
concentration in the teaching discipline (minimum of 18 graduate semester hours in the teaching discipline). At least 25 percent of
the discipline course hours in each undergraduate major are taught by faculty members holding the terminal degree—usually the
earned doctorate—in the discipline.

e. Faculty teaching graduate and post-baccalaureate course work: earned doctorate/ terminal degree in the teaching discipline or a
related discipline.

f- Graduate teaching assistants: master’s in the teaching discipline or 18 graduate semester hours in the teaching discipline, direct
supervision by a faculty member experienced in the teaching discipline, regular in-service training, and planned and periodic
evaluations.

3.7.2 The institution regularly evaluates the effectiveness of each faculty member in accord with published criteria, regardless of
contractual or tenured status.

3.7.3 The institution provides evidence of ongoing professional development of faculty as teachers, scholars, and practitioners.
3.7.4 The institution ensures adequate procedures for safeguarding and protecting academic freedom.

3.7.5 The institution publishes policies on the responsibility and authority of faculty in academic and governance matters.
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Regional Institutional Accrediting Agencies

Middle States Commission on Higher Education http://www.msche.otg/

Scope of recognition: the accreditation and pre-accreditation ("Candidacy status") of institutions of higher education
in Delaware, the District of Columbia, Maryland, New Jersey, New York, Pennsylvania, Puerto Rico, and the U.S.
Virgin Islands, including distance education programs offered at those institutions.

3624 Market Street, 2nd Floor West, Philadelphia, PA 19104
Telephone: (267) 284-5000
E-mail: info@msche.org

New England Association of Schools and Colleges, Commission on Institutions of Higher Education
http://cihe.neasc.org/

Scope of recognition: the accreditation and pre-accreditation ("Candidacy status") of institutions of higher education
in Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, and Vermont that award bachelor's, master's,
and/or doctoral degrees and associate degree-granting institutions in those states that include degtees in liberal arts or
general studies among their offerings, including the accreditation of programs offered via distance education within
these institutions. This recognition extends to the Board of Trustees of the Association jointly with the Commission
for decisions involving pre-accreditation, initial accreditation, and adverse actions.

209 Burlington Road, Suite 201, Bedford, MA 01730
Telephone:781-271-0222

CIHE direct line: 781-541-5414

E-mail mailto:cihe@neasc.org

New England Association of Schools and Colleges, Commission on Technical and Career Institutions
http://ctci.neasc.org/

Scope of recognition: the accreditation and pre-accreditation ("Candidate status") of secondary institutions with
vocational-technical programs at the 13th and 14th grade level, postsecondary institutions, and institutions of higher
education that provide primarily vocational/technical education at the certificate, associate, and baccalaureate degree
levels in Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, and Vermont. This recognition extends
to the Board of Trustees of the Association jointly with the Commission for decisions involving pre-accreditation,
initial accreditation, and adverse actions.

209 Burlington Road, Suite 201, Bedford, MA 01730
Telephone :(781) 271-0022
mailto:kwillis@neasc.org

North Central Association of Colleges and Schools, The Higher Learning Commission

http:/ /www.ncahlc.org/about-hlc/

Scope of recognition: the accreditation and pre-accreditation ("Candidate for Accreditation") of degree-granting
institutions of higher education in Arizona, Arkansas, Colorado, Illinois, Indiana, lowa, Kansas, Michigan, Minnesota,
Missouri, Nebraska, New Mexico, North Dakota, Ohio, Oklahoma, South Dakota, West Virginia, Wisconsin,
Wyoming, including schools of the Navajo Nation and the accreditation of such programs offered via distance
education within these institutions.

230 South LaSalle Street, Suite 7-500, Chicago, Illinois 60604-1413
Phone: 800.621.7440 / 312.263.0456 . Fax: 312.263.7462 .

info@hlcommission.org
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Northwest Commission on Colleges and Universities http://www.nwccu.org/

Scope of recognition: the accreditation and pre-accreditation ("Candidacy status") of postsecondary educational
institutions in Alaska, Idaho, Montana, Nevada, Oregon, Utah, and Washington and the accreditation of such
programs offered via distance education within these institutions.

8060 165th Avenue N.E., Suite 100, Redmond, WA 98052
Telephone: 425 558 4224 (Voice), 425 376 0596 (Fax)
E-mail address: mailto:selman@nwccu.org

Southern Association of Colleges and Schools, Commission on Colleges http://www.sacscoc.org/

Scope of recognition: the accreditation and pre-accreditation ("Candidate for Accreditation") of degree-granting
institutions of higher education in Alabama, Florida, Georgia, Kentucky, Louisiana, Mississippi, North Carolina, South
Carolina, Tennessee, Texas, and Virginia, including distance education programs offered at those institutions.

1866 Southern Lane, Decatur, GA 30033
Telephone: (404)679-4500, Fax: (404)679-4558
E-mail address: http://www.sacscoc.org/FAQTOC.asp

Western Association of Schools and Colleges, Accrediting Commission for Community and Junior Colleges
http:/ /www.accjc.org/

Scope of recognition: the accreditation and pre-accreditation ("Candidate for Accreditation") of community and junior
colleges located in California, Hawaii, the United States territories of Guam and American Samoa, the Republic of
Palau, the Federated States of Micronesia, the Commonwealth of the Northern Marianna Islands, and the Republic of
the Marshall Islands, and the accreditation of such programs offered via distance education at these colleges.

10 Commercial Boulevard, Suite 204, Novato, CA 94949
Telephone: 415.506.0234 , Fax: 415.506.0238

Email: accic@accic.ore

Western Association of Schools and Colleges, Accrediting Commission for Senior Colleges and Universities
http:/ /www.wascseniot.org/

Scope of recognition: the accreditation and pre-accreditation ("Candidate for Accreditation") of senior colleges and
universities in California, Hawaii, the United States territories of Guam and American Samoa, the Republic of Palau,
the Federated States of Micronesia, the Commonwealth of the Northern Mariana Islands and the Republic of the
Marshall Islands, including distance education programs offered at those institutions.

985 Atlantic Avenue, Ste. 100 Alameda, CA 94501
Telephone: (510) 748-9001, FAX: (510) 748-9797
http://www.wascsenior.org/contact
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Foreign Transcript Evaluation Sources

For your information, please see the list of agencies that have been approved by Human Resources to evaluate foreign
transcripts for faculty by visiting the following web page: http://www.naces.org/membets.htm.

HoME
i
Current NACES"Members
ABOUT
NACES®
NACES® Members
HACES B members [as of January 2EI‘11IE
CURRENT
MEME ERS * Chair A Charter Members u Membership Chair
. Academic Evaluation Services. Inc. . Foreign Educational Document Service

(Member since May 2008} (Member since April 1994)
APPLYING FOR

MEMBERSHIER | * Az Eva.luations LLC . Foundation for International Services. Inc. &
(Member since Hay 2009) (Member since March 1987)

»  Center for Applied Research « Global Credential Evaluators. Inc.
Evaluations. & Education. Inc. & (Member since March 2004)
(Member since March 1987}

ConTACT . Global Services Associates. Inc.

NACES® *  Education International. Inc. & (Member since May 2000}
(Member since March 1987}

. International Academic Credential Evaluators

« Educational Credential Evaluators Inc.
nc & {Member since May 2008)

(Member since March 1987} . A
. International Consultants of Delaware. Inc.

. Educational Perspectives. nip. (Member since March 1987)
(Member since April 2003)

. International Education Research

. Educational Records Evaluation Service Foundation. Inc. oA
Inc. {Member since March 1987)
(Member since April 1593}

. Josef Silny & Associates. Inc.

. e-ValReporis International Education Consultants
(Member since May 2007) (Member since April 1981)

. Evaluation Service Inc. W . SpanTran Educational Services. Inc.
(Member since June 1881) (Member since April 1996)

. Foreign Academic Credential Service . World Education Services, Inc. &
Inc. A (Member gince March 1927)

(Member since March 1987}

Home / About NACES®@ / Current Members / Applyving for Membership / Contact NACES®
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Navigating The Council For Higher Education Accreditation Website

www.chea.org

After logging onto the Council for Higher Education Accreditation Website, click on Databases and Directories.

X CHEA Home Page - Microsoft Internet Explorer provided by Palm Beach Community College =13
Fle Edt Vew Favorkes Tooks Heb B

Qo - © - [x] @ @ Psewcr Foron @ 2-5 &-LJE B

Address | €] hetp: ffwww.chea.orgl viBe k™ &-

Council for

"ﬁ:s:r.::: Government Relations Cl';li,A m‘h
and Publications

@
.m International

Informing the Public Quality Review
About Accreditation

About CHEA
Recognition

CHEA Award
Degree Mills and
Accreditation Mills Inside Accreditation

CHEA IN THE NEWS

*CHEA Appoints Jan Friis as Vice President for Government Aftairs (May 9, 2006)

*College Presidents Weigh In on LS. Accreditation and Its Evolving Process (April 28, 2006)

*CHEA President to Testity at the Secretary Future of Higher (Apr
4,2006)

+ CHEA Award Winners Amnounced (March 16, 2006)
€] © Intemet

51 - Ununa, Bl 2 Mrosof...  ~ | B% C:\Documen. . 75 2 Internat ...~ L2} Document10... | I&] Pubbcationd . B 4

From this drop-down select:
= Database of Institutions and Programs Accredited
By Recognized U.S. Accrediting Organizations

23 CHEA Home Page - Microsoft Internet Explorer provided by Palm Beach Community College [[(=1e3]
Fle Edt View Favorkes Took Hebp B
Qs - © - ] B @ Pseren Yoo @ -2 & - [JEL 3
address | ] hitp:/jwww.chea.orgidefauk aspZink=3 v ks ™ &~
2
Councl for
Higher Education )
jtati Gover Relations CHEA R‘”‘“h
® and Publications

Databases and Directories
International

= Database of Institutions and Programs Accredited . ’
By s 50 Quality Review

* CHEA Recognized Organizations 2005-2006

+ CHEA 2005 Almanac About CHEA
« CHEA Supporters
« Link to Washington Higher Education Secretariat
and other higher education organizations CHM Award
+ Search the HETA Directory . )
s Inside Accreditation
Informing the Public
About Accreditation

Recognition

Degree Mills and
Accreditation Mills *

5) Pa ) o Docume e Doct 0 B3] Publicatios 9|

This screen will reveal the top of a user agreement.

Revised 5/13 “OFCD Eaculty Search Button is the Browser Back Button” Page 79 of 82



http://www.chea.org/

Online Faculty Credentialing Database Review and Approval Personnel

7 User Agreement - Microsoft Internet Explorer provided by Palm Beach Community College

Address

Flle Edt View Favorites
Qo - © - [¥] B @ Psewcr Jgromes @ R-32 & - K B

&) hetp:jwww.chea,orgfsearchidef ault.asp

Tools  Help

v Beo s » -

BX
o]

Scroll down and click on  “I

Council for Higher Education Accreditation

| CHEA Board of Ditectors | The CHEA Chronicle | Ratabase of Ingtitutions and Progqrams | Upcoming Events |
| CHEA2005 Almanac| Recognition | CHEA Home | About CHEA | lnforming the Public |
| Raseaich & Publications | Sovemmant Relations | Ditectories | Intemational Quality Review | Degres Millz |

Database of Institutions and Programs Accredited by
Recognized United States Accrediting Organizations

The Council for Higher Education Accreditation (CHEA) database lists approximately 7 000
degree-granting and non-degree-granting institutions and over 17 000 programs that are
accredited by United States accrediting organizations that have been recognized either by
CHEA or by the United States Department of Education (USDE) or both. Each accrediting
organization's list of institutions or programs is prefaced by a brief description of the accredited
status of the institutions or programs on the list and the year for which the list is accurate. The
information in the CHEA database was supplied by the accrediting organizations. It has been
but otherwise not edited by CHEA.

Scroll
Down

To be “recognized" means that the accreditors in the database have been reviewed by CHEA or
USDE and meet the quality standards of the respective organizations. The primary purpose of
CHEA recognition is to assure and strengthen academic quality and ongoing quality

in courses, programs and degrees. CHEA recognition is based on five standards

agree”

that may be found in the CHEA Recognition Policy and Procedures. The primary purpose of
USDE recognition is to assure that federal student aid funds are purchasing quality courses
and programs. USDE's recognition is based on ten standards that include attention to, e.g.,
fiscal and administrative capacity as well as recruitment and admissions practices. These
standards may be found at pat
(Part 602, Subpart 602.16: Secretary's Recognition of Accrediting Agencies).

As of January ZIE USDE publlshas a database of Postsecondary Educational Iwﬂulm
Programs A by A

Agencies and State Approval Agencies

- | 2} Document10.

51 - LinuxPa,

2 User Agreement - Microsoft Internet Explorer provided by Palm Beach Community College

File

Add

Edt View Favorkes

Tools  Help

O - © [N A G Pt orots @ -5 @ -[JEK B

55 | 48] http:jwww.chea,orgisearch/def ault.asp

agree to the terms and conditions as spelled out below.
USER AGREEMENT FOR PUBLICATIONS OF THE
COUNCIL FOR HIGHER EDUCATION ACCREDITATION
(Last updated June, 2004)

IMPORTANT! PLEASE READ CAREFULLY. THIS IS A CONTRACT. BY CLICKING "I A|
AGREE" BELOW, YOU ACCEPT ALL TERMS AND CONDITIONS OF THIS AGREEMENT. |

Before being given access to materials (the "Publications”) that are
published by the Council for Higher Education Accreditation
("CHEA"), please indicate vhether you agree to be bound by the terms
of this Agreement. If you agree, you will be given access to the
Publications.

Scope of Use »|
BY PRESSING "I AGREE" BELOW, YOU CONSENT TO BE BOUND BY THE
TERMS AND CONDITIONS OF THIS AGREEMENT.

To admowledge that you agree to be To indicate that you do not agree to be
bound by the terms and conditions of the bound by the terms and conditions of the
User Agreement, click "l Agree® User Agreement, clid "l Do Not Agree.”

- | Do Not Agree

©2005 Council for Higher Education Accraditation

@ One Dupont Circle NW « Suite 510

‘Washington DC 20036-1135
(tel) 202-955-6126
(m)mssssm

Council for Higher Education Accreditation Lmuuusmmns

This action will bring up the top of the search screen where you can research:
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A CHEA Database of Institutions and Programs Accredited By Recognized US Accrediting Organization - Microsoft Internet Explorer p FEX
Fle Edt View Favorites Tooks Help

Qo - @ - [x] @ @ Pseort Jorens @ -5 B - [JE B

Address | ] http:{jwww.chea.orgjsearchsearch.asp v ks> &~

Council for Higher Education Accreditation s

| CHEA Boad of Directors | The CHEA Chronicle | Database of Ingtitutions and Programs | Upcoming Events |
| CHEA 2008 Almanac | Becognition | CHEA Home | About CHEA | Informing the Public |
| Research & Publications | Sovernment Relationt | Ditectories | intermational Quality Review | Deqree Mills |

How to Use the Database

To find a particular institution or program:

o Type part or all of the name of the institution or program.
« On any page that lists institutions or programs, simply click on the name.

To find a list of accredited programs in a specific discipline:
« Make a selection from the Program Type drop-down menu.

To find a list of institutions or programs. ited by a specific

« Make a selection from the Accreditor drop-down menu (be sure to leave Institution Name
or Program Name blank and set State/Teritory to "State”). Scroll

Down

To find a list of the accredited institutions or programs in a specific country or state:

* Make a selection from the Country or State drop-down menu (be sure to leave Institution % 9
Name or Program Type blank and set A itor to "Accrediting Organization”).

You can also combine search criteria to namow searches, for example:

institution accreditation or a specific program accreditation.

2 CHEA Database of Institutions and Programs Accredited By Recognized US Accrediting Organization - Microsoft Internet Explorer p [(=1(E3]
Fle Edt View Favortes Tools Help

Q- O B G Lo drrewe @ 35 8 LJE B

Address | &] http:ffwaw.chea.orgjsearchjsearch.asp v Do s > &
~

Search for Accredited Institutions

Some institutic also review free-standing, single purpose institutions.
These are identified by an asterisk (%) in each i ization's list of i i

Institution l
Name

‘ State/Territory v ‘

us.
State/
Tenitary

Country ‘ Any Country v ‘

Accreditor

‘Association of Advanced Rabbinical and Talmudic Schools (AARTS)
‘Association for Biblical Higher Education (ABHE)

‘Accrediting Bureau of Health Education Schools (ABHES)
‘Accrediting Council for Continuing Education and Training (ACCET) hdl]

Search for Institution

Search for Accredited Programs

Some i also review fi tanding, single purpose institutions in their respective fields.
These are identified by an asterisk () on each accrediting organization's list of programs.

3

® Internet

€ = & Si-linuxPa... | [B12 Microsof... ~ | R RiCredenti... 7 2 Internet ... ~| Y Document10... | [ Publicationt ... 4
Fill in the institution to be researched in the blank provided and select the state from the drop-down. Click on: Search

for Institution. This will bring up a listing of all the institutions with the same name and locations within the state
selected.
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A CHEA Database of Institutions Accredited By Recognized U.S. Accrediting Organizations - Microsoft Internet Explorer provided by FEX
Fle Edt View Favortes Tools Help

Qo - © - [x] [B] € POsewch Sioravores &) (- 1% JEL B

Address | ] http:{jwww.chea.orgjsearchjactionlnst. asp vIBoo ks > -

Council for Higher Education Accreditation

| CHEA Board of Directors | The CHEA Chronicle | Database of Institutions and Programs | Upcoming Events |
| CHEA 2005 Almanac | Recognition | CHEA Home | About CHEA |

| B Ditectories | iew | Degree Mills |

Database of Institutions Accredited By Recognized
U.S. Accrediting Organizations

Search Results: 3 institutions found for ‘University of Illinois’
Click on tnstitution name for more information.

~

University of lllinois at Chicago (Chicago, L)

ity of llinois at Urbana-Ch © o (L}

“Indicates a free-standing, single purpose facility.

(fax) 202-955-6129
Council for Higher Education Accreditation Lt Modified: 1/412006
2006 Council for Higher Education Accreditation. All rights reserved.
Retum to Database Search Page v
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Click on the institution you are looking for and this will bring up the specific institution screen with the accreditation
agency listed at the bottom of the screen. The initials in parenthesis should match the drop down in the Online Faculty
Credentialing Database screen for Advanced Degrees.
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Close out this window by clicking on the large red “X” in the top right hand corner. This will bring you back to the
specific institution list. From here you can click on the browser back button to search for the next institution to be
researched
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