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General Instructions for Completing the 
Faculty Roster Form  
 
1. These instructions apply to the use of the 
Faculty Roster Form* for all institutions 
responding to Comprehensive Standard 
3.7.1 (Faculty Competence) or as requested 
in relation to substantive change.  
 
 2. Information requested on the form 
should be provided for all full-time and part-
time faculty teaching credit or 
developmental/remedial courses. Teaching 
assistants should be included only if they 
are the instructor of record.  
 
3. Faculty should be grouped by 
department, academic program, or 
discipline (do not group by broad areas 
such as social sciences or humanities, or by 
broad degree categories like Associate in 
Arts or Bachelor of Science). Faculty with 
teaching assignments in more than one 
academic area should be listed in the 
primary department, academic program, or 
discipline in which they teach, along with all 
of the courses taught, to avoid repeated 
entries for the same person.  
 
4. For the submission of the Compliance 
Certification, a Track A institution (offering 
only undergraduate degrees) should submit 
rosters for fall term of the current academic 
year and spring term of the previous 
academic year. A Track B institution 
(offering graduate degrees) should submit 
rosters for fall and spring term of the 
previous academic year.  



FACULTY ROSTER 
Instructions for Reporting the Qualifications of 

Full-Time and Part-Time Faculty 
 

 

2 

and the course content and/or expected 
outcomes of the courses assigned to the 
faculty member.  
 
4. Institutions are expected to maintain 
appropriate justification and documentation 
in the files of all faculty that establish 
qualifications, including those listed in 
columns three and four of the Faculty 
Roster Form.  These should be readily 
available for the consideration of On-Site 
Evaluators.   
 
 
Instructions for the Columns  
Of the Faculty Roster Form  
 
Column One. Provide the name of the 
instructor and indicate full or part-time 
status: (F) or (P). A full-time faculty member 
is usually defined as one whose major 
employment is with the institution, whose 
primary assignment is in teaching or 
research, and whose employment is based 
upon a contract for full-time employees. If a 
significantly different definition is used for 
full-time faculty, please provide that 
definition.   
 
Column Two. List from the catalog the 
course prefix, course number, and course 
title of all credit courses taught by term 
during the requested time period. For each 
course indicate whether it is developmental 
(D), undergraduate transferable (UT) 
undergraduate non-transferable (UN) or 
graduate (G). Information should be 
provided—separate from the roster—
summarizing the content of the courses 
listed on the roster. Appropriate information 
might be provided through a catalog or 




