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Instructor Notification Form
· Submit to DPOS within 30 calendar days of date of hire or resignation/termination.

· No additional forms are required to be submitted.
· Schools must maintain a DPOS-approved Instructor Application for EACH instructor.
· Complete this form electronically, save it and submit it via email to your school’s assigned Program Specialist.
· Once this form is submitted for the new hire, the same form can be used to update the instructor’s resignation/termination by submitting the effective date.

Name of School:
     
Location of School:
     
Instructor Name:
     
Instructor Title:
     
Program(s) Taught:
     
Course(s) Taught within a Program:
     
Stand-Alone Course(s) Taught:
     
State License(s), Number(s), and Expiration Date(s) Held for Programs/Courses Taught
(New Hires Only):
     
	Instructional Staff Status:
	Effective Date:

	New Hire
	     

	Resignation/Termination
	     

	Teaches Minors (under 16)?
	[image: image1.wmf] Yes


	[image: image2.wmf]No




I certify that the above-referenced instructor is currently employed and meets the minimum standards and qualifications as set forth in the Laws and Rules governing private occupational schools. I further certify that the names of each additional instructor employed shall be supplied to the Board within 30 calendar days of employment.

Name of School Official:       
Title:       
Date:       
Instructor Notification Form
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