SAMPLE-Highly Qualified Teacher Instructions
Veteran Teachers

1. All current teachers have the appropriate HQT forms completed and on file with Human Resources.  All forms have been certified by the Assistant Superintendent or Principal. 

New Hire Teachers:
1. Newly hired teachers will be asked to complete HQT supporting paperwork during initial paperwork appointment with Human Resources, prior to new school year. 

2. Have newly hired teacher complete HQT Form related to their position (See Page 3)
a. Form 1: Elementary  Teacher and  Elementary Special Education Teacher

b. Form 2: Middle/Secondary Teacher and Middle/Secondary Special Education Teacher 

c. Form 3: K-12 Content Area Teacher (Visual and Performing Arts, Foreign Language, ESL, Bilingual, and Alternative Education)
d. HOUSSE Rubric (If necessary)

e. Action Plan (If necessary)
f. Title I or Non-Title I Statement of Assurance
g. Verification Form

3. Submit completed forms for new teacher to Assistant Superintendent for authorization and signature

4. Put HQT Verification form and supporting documents in Personnel Folder

Other Instructions:

1. If a teacher is to switch to a different grade level or content area that requires new HQT documentation, the Human Resource department will contact the employee in order to obtain new paperwork. Once new paperwork has been received, the Human Resource department will submit all documentation to the Assistant Superintendent. 

2. A spreadsheet of all HQT status’ will be created and maintained by Human Resources.
3. All HQT data is entered into the annual MEDMS update by Human Resources under the supervision of the Assistant Superintendent.
4. If a non-HQT action plan is required for a teacher, the Principal of the school is responsible to notify all parents of children who have been taught by a non-HQT for four or more weeks. All Principal’s will act under the supervision of the Assistant Superintendent. 
Form Distribution by Position

Elementary  Teacher and  Elementary Special Education Teacher Forms:
1. Form 1: Elementary  Teacher and  Elementary Special Education Teacher
2. HOUSSE Rubric (If necessary)
3. Action Plan (If necessary)
4. Title I – Statement of Assurance Form
5. Verification Form

Middle/Secondary Teacher and Middle/Secondary Special Education Teacher Forms:
1. Form 2: Middle/Secondary Teacher and Middle/Secondary Special Education Teacher

2. HOUSSE Rubric (If necessary)
3. Action Plan (If necessary)
4. Title I or Non-Title I Statement of Assurance
a. Middle School Teachers (6-8) – Title I Form

b. High School Teachers (9-12) – Non-Title I Form

5. Verification Form

Content Area Teacher (Visual and Performing Arts, Foreign Language, ESL, Bilingual, and Alternative Education)
1. Form 3: K-12 Content Area Teacher (Visual and Performing Arts, Foreign Language, ESL, Bilingual, and Alternative Education)

2. HOUSSE Rubric (If necessary)
3. Action Plan (If necessary)
4. Title I or Non-Title I Statement of Assurance
a. Middle School Content Area Teachers (6-8) – Title I Form

b. High School Content Area Teachers (9-12) – Non-Title I Form

5. Verification Form
