SOUTHEAST ARKANSAS COLLEGE POLICY

7.16 Filing of Credentials

It is the responsibility of each member of the administration and faculty to have current
credentials, including a resume, on file in the Human Resource office. These credentials are
records of information.

1.0  Official transcripts must be mailed from awarding institution directly to Human
Resources.

2.0  Failure to provide needed credentials may result in the termination of contractual
agreements.

3.0 In order to qualify for a salary increase due to additional education/degree, the degree
obtained must be beneficial to their position, must be from an accredited institution, and
the possibility of salary increase should be preapproved by executive cabinet.

4.0 The faculty member must submit written notification and an official transcript to the Vice
President for Academic Affairs then to the President and documentation must be
submitted to the Human Resource Office before the advancement becomes effective.
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