School Name and District
“HIGHLY QUALIFIED” TEACHER (HQT) FORM 
or PLAN FOR DEMONSTRATING NCLB 
“HIGHLY QUALIFIED” TEACHER STATUS 
(SAMPLE FORM)
The school district or charter school must maintain a current “HQ TEACHER FORM” for all core subject teachers.  This must be available for monitoring by District and Department personnel.

The purpose of this form is to provide an example of how to document that each teacher who provides core subject instruction:

a. has met the NCLB “highly qualified” teacher requirements, or

b. has a plan to meet the “highly qualified” teacher requirements immediately if no other HQT candidates can be hired from the school documented pool of applicants.

* Note: the school is out of NCLB federal statute compliance if there is no NCLB HQT special education teacher or rural flexibility provided as per “Nevada HQT Guidance” for that teacher.
PART I – ADMINISTRATIVE DATA
This section provides general information about the core subject instructor to assist the administrator in determining the status of meeting HQT requirements. 

If the instructor meets HQT requirements, the principal will attach evidence to 

show how HQT status was obtained to submit to the district Human Resources

office.
Name:






 Lic No: 




 

Current Assignment(s) & Grade Level: 









License/Endorsements: _______________________________________________________

NCLB Provisions: ____________________________________________________________
HQ Status: __________________________________________________________________
PART II – PLAN OF ACTION

This section is completed if the instructor has not met HQT requirements. List he area(s) which need to be satisfied to meet  HQT status, such as: Praxis I, Praxis II subject area English and Principles of Learning and Teaching testing or course work against core subject endorsement area or sub endorsement area – Teaching English as a Second Language (TESL). If a teacher is providing core subject instruction to English language learners for English credit, both the English endorsement and the TESL endorsement must be free of provisions to be designated “highly qualified”. 
Requirements to meet HQT status:

Timeframe for teacher to meet HQT status:

	Discussion Notes:

	 

	


Actions and timelines for meeting “highly qualified teacher” requirements:

July 1 [of current year] (Prior to presentation to Charter School Board for contract approval to be in compliance *)


1) ____________________________________________________________________



Principal sign off/date _____________________________________________









(upon completion)


2) ____________________________________________________________________



Principal sign off/date _____________________________________________









(upon completion)


3) ____________________________________________________________________



Principal sign off/date _____________________________________________









(upon completion)


4) ____________________________________________________________________



Principal sign off/date _____________________________________________









(upon completion)

A copy of this form must be initialed by the principal at each completion date and submitted to Human Resources. 

I understand that it is my responsibility to complete actions by the dates listed. 








    _________________
Teacher Signature 




    Date 
XYZ Charter School, in the ABC District
“HIGHLY QUALIFIED” TEACHER (HQT) FORM 

or PLAN FOR DEMONSTRATING NCLB 
“HIGHLY QUALIFIED” TEACHER STATUS 
(SAMPLE FORM - EXAMPLE)
The school district or charter school must maintain a current “HQ TEACHER FORM” for all core subject teachers.  This must be available for monitoring by District and Department personnel.

The purpose of this form is to provide an example of how to document that each teacher who provides core subject instruction:

c. has met the NCLB “highly qualified” teacher requirements, or

d. has a plan to meet the “highly qualified” teacher requirements immediately if no other HQT candidates can be hired from the school documented pool of applicants.

Note: the school is out of NCLB federal statute compliance if there is no NCLB HQT special education teacher or rural flexibility provided as per “Nevada HQT Guidance” for that teacher.

PART I – ADMINISTRATIVE DATA
This section provides general information about the core subject instructor to assist the administrator in determining the status of meeting HQT requirements. 

If the instructor meets HQT requirements, the principal will attach evidence to 

show how HQT status was obtained to submit to the district Human Resources

office.
Name:      John Q. Public                      Lic No:    

226823
Current Assignment(s) & Grade Level:      Third Grade
License/Endorsements: 
Elementary K-8
NCLB Provisions: Pre-Professional Skills Test, Subject Area, Coursework provision – 


        2 semester hours methods of teaching literacy/language arts
HQ Status: 
        Has not met “highly qualified teacher” requirements K-6
PART II – PLAN OF ACTION and VERIFICATION OF PROGRESS
This section is completed if the instructor has not met HQT requirements. List he area(s) which need to be satisfied to meet  HQT status, such as: Praxis I, Praxis II subject area English and Principles of Learning and Teaching testing or course work against core subject endorsement area or sub endorsement area – Teaching English as a Second Language (TESL). If a teacher is providing core subject instruction to English language learners for English credit, both the English endorsement and the TESL endorsement must be free of provisions to be designated “highly qualified”. 
Requirements to become highly qualified:

1. Pre Professional Skills test or meet exemption

2. Subject Area Testing: Take and pass Praxis II Elementary tests 0011 and 0012

or meet exemption; and

3. Enrollment through a regionally accredited college/university in an acceptable

course to satisfy elementary methods provision.

Timeframe for teacher to meet highly qualified status:
By May 15: 

1. Teacher will register for and take appropriate testing at the June 14, 2008

       testing. Teacher will provide a copy of the Praxis registration form.

2.   Teacher will provide proof of enrollment in course work for provision.
	Discussion Notes: 1. Teacher states he has scores and will submit evidence to our 

	personnel office and Department of Education Office of Teacher Licensure to satisfy

	provision. 2. Teacher states he has taken the course and will provide the Department 

	with official transcripts.


Actions and timelines for meeting “highly qualified teacher” requirements:

July 1 [of current year] (Prior to presentation to Charter School Board for contract approval if possible to be in compliance *)
1) Provide evidence of passing competency testing


Principal sign off/date _____________________________________________









(upon completion)
2) Provide official transcripts to the Department for course work provisions


Principal sign off/date _____________________________________________









(upon completion)

3) Provide letter from Department indicating provisions have been satisfied, or
                confirm on database that licensing and competency provisions have been

                satisfied.


Principal sign off/date _____________________________________________









(upon completion)

A copy of this form must be initialed by the principal at each completion date and submitted to Human Resources. 

I understand that it is my responsibility to complete actions by the dates listed. 








    _________________
Teacher Signature 




    Date                                    (Form1-6-09)
