Highly Qualified Teacher (HQT)
Position Input Application

How-To Walk-Thru

B \Whatis the HQT Application?

The Highly Qualified Teacher Position Input Application is an on-line web based
application that tracks the highly qualified status of all K-12™ grade core content
teachers in Arizona as required by the Elementary & Secondary Education Act

(ESEA) reauthorization of 2002.

B \Who must report HQT data?

All public school districts and charters (not-for-profit) must enter data into the
application at the beginning of each school year. LEAs and schools must keep the
database current throughout the year. Core content positions that must be

reported include the following:

Elementary Subject Knowledge
Economics

English

Foreign Language

Geography

History

Math interventionists
Mathematics

Middle Grades General Science
Middle Grades Language
Arts/Reading

1 Middle Grades Mathematics

=4 4 4 4 4 -4 -4 -4 -4 4

= 4 4 4

Middle Grades Social Studies
Music

Political Science/Government
Science (including Biology,
Chemistry, Earth Science, Physical
Science, General Science and
Physics)

Structured English Immersion
Classroom (SEI)

Reading Specialists

Special Education (Teacher of
Record and Not Teacher of Record
Visual Arts
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=  Accessing the Site:

Access Common Logon via the Arizona Department
http://www.ade.az.qgov. If you do not currently have access to the Highly Qualified Teacher

Application on the Common Logon, you may request that this be added to your list of options.

The LEA superintendent or charter representative must send an email to enterprise@azed.gov
requesting that this be added on your behalf. In order for Support Services to process the

request, you must include the first and last name, current user name, email address, level of

access requested (either school-site or LEA-wide) and the name of the district/school or

charter representative.

ARIZONA DEPARTMENT OF EDUCATION
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Superintendent

AAAAA Pl rbre ot ol B ol mombi

= UPCOMING EVENT

Select the Commeon Logon link on the Arizona

Department of Education’s home page.

COMMON LOGON

The gateway to secure data transactions and information
Usemame: rbye2

Password, eessese Continue >>

/

Enter your Username and Password

and click Continue.

Click the Highly Qualified Teacher Application link.

Common Logon Application Menu

¥ Highly Qualified Teacher Applicatio

Change Profile Logout
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= Updating Administrative Contact
Information:

Required Information Update:

The first time a local education agency (LEA) user accesses the application, he/she will
be prompted to enter the Administrative Contact Information. For a school district this
includes the Superintendent, the Human Resources Director and the Business Manager. For
a charter school, this includes the Charter Representative, the Human Resources Director and
the Business Manager. This is completed only once each year (at the start of the school year)
and need not be updated again during this year, unless there is a change in personnel. You
must enter information for all three positions, even if a single individual holds all positions.
Once completed, the TABS at the top of the Home Page will appear and you will be free to
move about the application.

Arizona Department of Education

ADE Home | Common Logon

£ Welcome rbye?
w Print this page

HQT Position Input System Walk Thru Document |

By providing the requested information listed below, the Arizona Department of Education will be able to contact key staff members in a
timely manner to inform them of important information and/or updates. Your cooperation in completing this information accurately is
greatly appreciated.

District LEAs, please add contact information for the following 3 leadership roles: Superintendent, HR Director and Business Manager.

Charter LEAs, please add contact information for the following 3 leadership roles: Charter Representative, HR Director and Business
IManager.

NOTE: If you are unable to view the additional TABS (Teacher Information, Add/Update Teacher, etc.), please ensure that contact
[information is entered for each of the three positions listed above for your LEA.

Add New Contact Information Here:

Last Mame First Mame Fosition / Title Email Address Phone Number Extension

-- Select Position -- v ) |_

Edit Contact Information Here:

Edit Delete Last Name First Name Pasition / Title Email Address Phone Number Extension

Mo records to display.
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NOTE: School site users will not be able to access the application until the LEA contact
information has been entered.

Arizona Department of Education

ADE Home | Common Logon |

& Welcome rbye3
= Print this page

HQT Position Input System Walk Thru Document f

Please contact your District Superintendent or Charter Representative to determine when they will have completed entering their
IContact Information, so you will be in a position to gain access into the Highly Qualified Teacher Application.

If the LEASs required information is complete:
1. The site user will be prompted to add new contact information for the principal.
2. Additional site personnel may be added, if needed.
3. Once the information is complete, the TABS at the top of the of Home Page will appear
and you will be free to move about the application.

Arizona Department of Education

ADE Home Commeon Logon |

£ welcome rbye3
= Print this page

HQT Position Input System Walk Thru Document e

By providing the reguested information listed below, the Arizona Department of Education will be able to contact key staff members in a
timely manner to inform them of impertant information and/or updates. Your cocperation in completing this information accurately is
|greatly appreciated.

MOTE: Please provide your school Principal name and contact information. Once completed you will be able to view the additional TABS
[Teacher Information, Add/Update Teacher, atc.

Add New Contact Information Here:

LastMame First Hame Fosition / Tile Email Address Phome Number Eatension

-- Select Position -- - —— | Add | | Cancel

Edit Contact Information Here:

Edit Delete Last Marme First Name Position / Title Email Address Phone Mumber Extension
Mo records to display.
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= Home Page:

The TABS on the top of the page allow you to move between screensin
the application. The greentab indicates the page you are currently on.

Arizona Department of Education

Home | Teacher Information ADDVUpdate Teacher | Reports Unprofessional Conduct | ADE Home | Common Logon Batch Process

Batch Process Status

& Welcome rbyel
= Print this page

Welcome to the Highly Qualified Teacher Position Input Application

The Highly Qualified Teacher Position input Application is a web-based
data and reporting system that tracks the highly qualified status of
drfzona core-academic teachers as required by the Elementary and
Secondary Education Act Reauthorization of 2002, Local Education
Agency (LEA) adminitrators enter data into the syitem via a web
browser, This data is validated against teacher certification, AEPA test
resuls, and School District Employes Reporting (SDER). Information
collected and reported to the United States Department of Education
[USDE) may include:

. AEPA exams passed

Totl years of teaching experience

. Teacher position(s) [grade-level and content area)

. Periods taught [1-10]

. Highly Qualified status [HOT, non-HOT, and non-core]

. Highly Qualified criteria [AEPA, 24 hours/major, advanced
degree in the content area, HOUSSE, Reciprocity, Mational
Board Certification (NBCT) and none HOT]

[

Highly Qualified Teacher Resources

HOT Resowrces:
- Sefact a Resource Document - [=] 1
Click here to open selected Rewource Docurnent T i
Qut of State Equivalent Test:
- Selact Out of State Equivalent Test Document .- __[=]
o

Click here to open selected Equivalent TL:‘LMEII.II'H!FIE =

To be a valid comparable test, the official
score report must identify the candidate
as having passed the test according to
that state’s cut scores.

BREAKING NEWS

The Highly Qualified Teachers Input Application will be offline at the
close of business on June 30, 2011. The application will come back
onling on July 11, 2011.

Reminders - #

» The Attestation forms are to be completed for each teaching
pasition within the first 4 weeks &f schoal

» Teacher position data must be entered in the Highly Qualified
Teachers Input Application and vell"il'ied by October 1, 2011

Breaking Mews from HQT:

This is a source for real time
updates/announcements from the
Effective Teachers & Leaders Unit
(formerly HQP) at ADE.

The Highly Qualified Teacher
Resources section includes links to
useful resource documents.
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= Teacher Information:

By selecting the Teacher Information tab, users can view current or previous year data for
specific teachers at a school site. All information on this screen is display only and cannot be
edited.

Selecting a Teacher Record:

Based onthe access granted through the Common Logon,
your LEA name will appear here. If youhave LEA access, you
will be able to view one or more school sites and can select
different schools by clicking the School drop down arrow.

,
%,

Arizona Department of Education

Home Teacher Information ADD/Update Teacher Reports Unprofessional Conduct ADE Home Common Logon | Batch Process

Batch Process Status

\\ I.'I & Welcome rbye2
\\ =, Print this page
\ 4
LEA: \‘l "’:r
School: Ajo Elerentary School - 100215001 -
Academic Year: 2011 i
Indicate TITLE | Status;’ - By clicking on Print This Page you will
TeacherList: —- Please Select a Teacher-- = be able to print a hard copy of the
/// ‘ information rather than having to
yd capture a screen shot.
p y

You can select previous school

year data by clicking the

Academic Year drop down Click the drop down arrow on the Teacher List to

arrow. Otherwise, the current display all of the teachers currently in the

school year will be displayed application for a chosen school year. Once you

select a teacher his/her information will appear.

Version3.1- Date: 7/26/11
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Teacher Information Box:

The Arizona Department of Education has assigned
an Educational Stakeholder ID which is a numerical
identification number for each individual in the
application. This will be a different number than the

EIN found on Arizona educator certificates.

The Work Email Address is optional
and is intended to provide ADE with
updated contactinformation for the
specified teacher.

/
/

TEACHER INFORMATI

ssw.m-ﬁ-oaw Name Jane Doe Work EmailAddress Jane

Educational Stakeholder ID:  1234-1234-12344898

Doe@ajoeke org

School Employment Start Date: September 1996 Cerfification Degree: Master's Gender: Male
Total Years of Experience: 4} 23 - Additional Degree: Bachelor's
Hispanic/Latino of any Race:| Mo T—__ Race: 2]

CLARIFICATION The School Employment

Start Date is the earliest date the teacher
began employment at that school site.

CLARIFICATION The Total Years of

Experience is the total number of years
the individual has been working in the
teaching profession, not just with the
current district or school.

Position Information Box:

selected teacher for a chosen school year. Multiple pos

The Position Information box reflects the data taken from the attestation form(s) completed for the
ition boxes may be displayed if a teacher s

assigned more than one core content position during a school year.

TEACHING POSITION INFORMATION

Teaching Position Completed Caore Teacher Yes
Teaching Position

Description Mathematc s Teacher of Record: Y
Grades 210 HQ Critenia AEPA
Has Vakd Cerificale: Y HQT Comments

ARIZONA DEPARTMENT OF EDUCATION

Academic Year 2011

Content Area hathematic 5
& of Penods Taught 7

Version3.1- Date: 7/26/11
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Other Teacher Information:

The Fingerprint Clearance Card section indicates the
current fingerprint status for the selected teacher.
This information is uploaded daily to the ADE
Certification database from the Department of Public
Safety. Please Note: Service alertinformationis not
available on the Highly Qualified Teacher Position
Application. To follow-up on a service alert "Under
Investigation" for a teacher you must access
Certification Search under Common Logon.

The AEPA Exams section indicates the
Arizona Educator Proficiency Assessments
forwhich the selected teacher has
received a passing score, with the test
date and test number. Basic Skills exams
may be listed: Reading Comprehension
(96), Writing (97), and Math (98). These
exams cannot be substituted foran AEPA

content exam.

-'II
-'II

FIHGERPFIINT CLEARAMCE CARD
Card Number 2401483129 /
Status: Valid

Expiration Date: 10011972011

CERTIFICATIONS

Effective Expiration

Date Date
Vahd Certificate(s)
Substiute 12122005 11/0472011
Approved Area(s)
Endorsement(s)
Structured English Immersion (SEI) K - 12
Expired Cerification Credentials
Expired Certficate(s) uh
Provisional Elementary Ed on, K-8 02008 .
Provisional Elementary Educa'l,lun K-8 ﬁgim gﬂié ;gzg
Expired Approved Area(s)
Elementary Education y s
Middle Grade General Science 7.4, PRI S
Expired Endorsement(s) "-
Provisional Structured English Immetsmrl (SENK - neinaoooe 08032010
12 :

..\Hl
I'\,

The Certification section indicates all valid Arizona
teaching certificates, approved areas, endorsements
and expired certificates for the selected teacher. Ifa
teacher allows his/her certificate to lapse, the
application willidentify them as being non-HQ.

ARIZONA DEPARTMENT OF EDUCATION

AEPA EXAMS PASSED

Date Passed - Exam Description

06/10/2006 - Elementary Education (01)

0411272008 - Professional Knowledge - Elementary (91)
06/07/2008 - Middle Grades General Science (39)

ADOE COMMENTS
0972712006 EBARKER ISSUED CERT 'Teaching Intern’ (Paradise
Valley Unified District) =
0272006 EBARKER ISSUED "Elermentary Education’ APPROVAL
-
0971 32006 CCHAVEZ Completed copy of Certificate =
120122005 KOHRNS - Added Evaluation "Substiute’ (#68116) >
121 212005 KOHRNS - APPLICANT QUALIFIED FOR "Substitute'
Evaluation. See Evaluation # 68116 for detads. =

121272005 KOHRNS ISSUED CERT "Substitute' >

The ADOE Comments section
allows viewers access to the
notations made by the ADE
Certification Unit staff,
documenting services rendered
to the selected teacher.

REMINDER: All information on this screen is display only.

Version3.1- Date: 7/26/11
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=  Add/Update Teacher Information:

The Add/Update Teacher screen allows the user to modify the information for a returning
teacher, add a new teacher to the application or delete a teacher that is no longer assigned to

the listed school for the current school year. Teacher information from previous academic
years may not be edited.

Required Information Update:

The first time a user enters the application and selects a school site, they must indicate the
Title | status of the school. This is completed only once (at the start of the school year) and
need not be updated again until the following year, unless a change in status occurs.

Based onthe access granted through the Commaon Logon, your LEA will appear here. If you have
LEA access, youwill have access to all school sites and can select different schools by clicking the
Schooldrop down arrow. If you have site access only your school name will appear. The
Academic Year will always default to the current school year and need not be selected.

N\

A=

Arizona Department of Education ;’ﬁz—-GOV

feona’s Cffscial Web Sive

Home Teacher Information ADDfUpdate Teacher Reports | Unprofessiocnal Conduct ‘ ADE Home Commeon Logon Batch Process |

Batch Process Status

\\ 8 Welcome rbye?
=, Print this page
\
LEA: A4 -
School: Ajo Elementary School - 100215001 "'
Academic Year: - . )
) ) _ Get Administrative Contacts
Indicate Title | Status: Non Title I l ‘
Teacher List: -- Please Select a Teacher>" o V4
| Add New Teacher
Vi STATUS INFORMATION
Click the drop down box to Indicate /
Title | S5tatus and select the Selecting the Get Administrative Contacts button will
appropriate response for the chosen allow a user to see what information has been entered
school. This must be completed and also add new contacts as changes occur. Youwill
before the application will allow you to not be able to delete any information, only add new
proceed to the teacher files. information to the application.

Version3.1- Date: 7/26/11
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Updating a Returning Teacher:

Click the drop down arrow on the Teacher List to display all teachers currently on the
school roster. Select the teacher's name to update information. All teachers will
initially have a red X adjacentto their names. Teachers willhave a green check mark

adjacent to their names once they are updated and verified.

Arizona Department of Education

Home Teacher Information ‘ ADD/Update Teacher ‘ Reports | Unprofessional Conduct ADE Home Common Logon Batch Process

Batch Process Status

& Welcome rbye?
= Print this page

LEA: J
School: Ajo Elementary School - 1032151:»:!1:-" -
Academic Year: g ) )
. . Get Administrative Contacts

Indicate Title | Status: |Non Title | i ' )
Teacher List: - Please Select a Teacher- | -

-- Please Select a Teacher-- | =
| Add New Teacher |

‘ Ooe, Joseph &
th, Earll g

RMATION

2 After selecting a teacher, the Status Information, Teacher Information and Teacher
Position Information needs to be reviewed, completed and verified for the returning
teachers. Ateacher's Status Information must be indicated initially and updated as changes
occurthroughout the school year. Status refers to whether the teacher is actively working at
the school site or is currently on leave from their position.

Version3.1- Date: 7/26/11
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Click the drop down arrow next to Select New Activity Status to display the 4
options. Select the appropriate status for this teacher. Once the status is selected
click on Accept and a new record will be created. NOTE: Once accepted this
record cannot be deleted. Some selections require additional information.

- STATUS INFORMATION
A
Status: |}- Select Mew Actnity Status -+ | | | Accopt |
-- Selact Mew Actity Status -~
. Aet
Bdit ‘L"‘I;"‘FHL' Start Date Erdl Duate Educstar o Substdite Tescher (If Appheakle) LA £ FMLA Educater (F Applicable)
’ Sub Filling LOA / FMLA Position TrEzt 77812011 L
Sub Fileng Vacant Pesstion Te/an T/852011 WA
Fa Suls Filling Vacant Position TEam LT b Mf&

The Arizona Department of Education has
assigned an Educational Stakeholder ID
which is a numerical identification

CLARIFICATION The School Employment Start Date
is the earliest date the teacher began employment at
that school site. This start date will “roll over” and
does not need to be adjusted unless the teacher has

number foreach individual in the
application. This will be a different

number than the EIN found on Arizona moved to a new site within the District.

educator certificates.

. o
e, -
H\H\\ TEACHER INFORMA"HQN"'K.
\\"'\-\. "'-
First Name: Wark S Middle Namie: | Last Name Smith
Educational Stakeholder ID: d.ma &SN 4t - 44 -0681 Work Email o smith@aiosle o
- Address
School Employment Start Date: September| = | 1996 “ﬁ gzg'rg';am" Master's Gender: Male [=]
Additional
Total Years of Expenence: 23 ‘-\\ Degree Bachelor's
Hispanic/Latino of any Race: Mo 3 \\\ Race: ¥ BL Y WH B as | AM = L £
",

[ Update Teacher Information '

CLARIFICATION The Total Years of Experience is the total number of
years the individual has been working in the teaching profession, not
just with the current district or school. The number of years will “roll
over” and the application will add one year to that number.

Version3.1- Date: 7/26/11
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If the selected teacher holds an Arizona teaching certificate, the
Certification Degree will show the degree on file with the ADE
Certification Unit, otherwise this box will be blank. If this boxis

blank at a district school, the teacher will not be Highly Qualified.
Contact the Certification Unit at 602-542-4367 to correct this
problem. Youcan add an additional degree for the selected
teacher by clicking the drop down box next to Additional Degree
and selecting the highest degree currently held by the teacher.

For charter school teachers
not holding a certificate, you
must select Additional Degree
and indicate the highest

,
"'\.

degree held by the teacher.

\\
TEAC‘HE\R INFORMATION
,f'_ast Name:

First Mame: Mark I.‘Ilﬁ'dlg Name: | Smith
~
Educational Stakeholder ID | E SSN. N - #0681 [Rork Email [ mark smith@ajoete.o
School Employment Start Date: September[ = (1996  [~] gﬁg'ri?hm Master's v Gender: Male [=]
Additional =
Taotal Years of Experience 23 Degree A
Hispanic/Latino of any Race: No [-] g Race: 7 8L 14 Wi A5 A Pl o
Updale Teacher Information |
//' If the teacher you selected has an Arizona educator

certificate, the Hispanic/Latino of Any Race and Race

Once all of the data in the Teacher
Information box has been updated, you
must select the Update Teacher
Information button to save the changes.
All required information in this section
must be entered before the application

will let you verify a teacher file.

boxes will be pre-populated. Otherwise, you will
need to enter the information for this teacher. You
must enter Yes or No for Hispanic/Latino of Any
Race. If the answeris No, you must complete the
Race box. For Race, you can check all boxes that
apply; a minimum of one box must be checked. Click

the ©7 if you need further information.

TEACHING POSITION INFORMATION

& Add New Teaching Position o}, Refresh

Est Dewts Cors Teacher Thacreg Peales Degdrgien TOR Coment Area Grases Tough!  Porcos Teugh  Critéra Vil Cortficats Compmte Commests LOAFMLA Teactsr

7 R Mathematics '_ ¥ Mathematics 10 T AEPA Y Y MNSA

&) Add New Teaching Position --_""'----.___q__ 3 Refresh
—

The Teaching Position Information section describes the teaching position(s) and highly
gualified status of the teacher as indicated at the time of the roll over. A separate position
box should be completed for each core academic subject area assigned to teach. A review of
the teacher position information must be completed every year. To validate current

position information or to make changes to an existing position, click the Edit { -"‘] button. If
you wish to add a new/additional position, click the Add Position button.

Version3.1- Date: 7/26/11
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All core content teachers will have the Yes Click the Position Description drop

circle marked in the Core Teacher line. If .
down arrow to select the teaching

you have a teacher that is assigned to a non-

assignment for this teacher.

core content area, mark the No circle.

Fi
f

X TEACHING POSITION INFORMATION
7 !
&) Add New Teaching Position / 7, Refresh
[ i
Edé  Dedete Sl Teaching Poadtion Bt,afnn - Contend Area R e Lomplete  Comments e
Teacher R Taught Certificate Teacher
* Middle Grade S_lfklal Middle Grade Social
SR Studies ! Studies ? E'y/ ! AEPA N ! N/A
Care Teacher: * Yes Mo

Teaching Position Description: | Middle Grade Social Studies

TOR: * Yes Mo
ﬁiddle Grade Social Studies

Cantent Area:

.
Grades Taught: | s @g ¥y g

Periods Taught: ] E

| AEPA li= \
: \

I'e
[=]
[=]

b\

*,
Criteria:

Valid Certificate: /

Complete: !

! s

Comments: .-

| Update || Ca:la,

! If checked, teaching position information is complete, W,

© Add New }z'ea(hing Position

ATeacher of Record directly instructs, evaluates
and assigns grades to students in core academic
subjects. If the selected teacheris Teacher of
Record, the Yes must be marked.

ARIZONA DEPARTMENT OF EDUCATION

\ 7, Refresh

Click the Content Area drop
down arrow to select the

academic subject area
associated with this position.

Version3.1- Date: 7/26/11
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Based onthe information you entered,
Grade boxes will appear onthe screen. Click
each grade level that the teacheris assigned

Click the Periods Taught drop down arrow to select
the number of periods this teacheris assigned each
day in this specific content area. You may not
exceed 10 periods a day for a single content area.

The number of periods taught for K-6 teachers

to teachinthis core content area. should be aligned with grades 7-8 (i.e. 5 or 6).

B -
\ TEACHING POSITION INFORMATION

o

&) Add New Teaching Pﬂsitixi /’ 7, Refresh
Cooarg h Grades Pericads Valkd LOAFMLA
Edé  Delste —_— Teaching %m—ﬂﬂaﬂnn Conbend Area Taught Tuuﬂ_r” Critaria —_— Complefie  Comments —
Middle Gralje Social Middle Grade Social
. Middle Gralje Socia . iddle Grade Socia
SR Studies %, ! Studies ? Eig, 1 aepA " ! his
Y
Core Teacher: @ ves 4O No
\ -
Teaching Position Description: | Middle Grade Social Studies -~ [
\
TOR ¥ Yec Wo .
Content Area: Middle Gmd&nclal es T‘
Grades Taught: S5 g .2{, 8
Periods Taught: 1 |T
Criteria: AEPA =
Valid Certificate:
Complete: VIf checked, teaching position i_ﬂFormatinn is complete.
Comments: /
| Update || Cancel |
&) Add New Teaching Position ﬁ Refresh

-

Click the Criteria drop down arrow to select the criteria by which

this teacheris highly gualified in the core content area, according to
the attestation form. Remember, the only information that the
application can verify is AEPA exams, certificates, endorsements
and approved areas. The LEA/school must verify all other criteria.

Version3.1- Date: 7/26/11
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TEACHING POSITION INFORMATION

€ Add New Teaching Position i Refresh
Cone TG Grales Perds Wk LOAFHLA
Edt  Cowte Teacheg Ponten Descrgten g Costenairee = = Creria Compiia  Commtnts
» Middle Grade Social Middle Grade Social
SR Studies ¥ Studies sere agpn " ! WA
Core Teacher: ¥ Yeg Mo
Teaching Position Description: | Middle Grade Social Studies T]
TOR ¥ Yeg Mo
Content Area; Middle Grade Social Studies [-]
Gragdes Taught: Fls M@y Fg
Periods Taught: 1 Z
Criteria: AEFPA =
Walid Certificate:
Complete: [ If checked, teaching position information is complete.
et
S
e
Comments: \.\
e
H\\ L
o ]
i
© Add New Teaching Position \ i3, Refresh
-H'“'w__h_
~

When you have finished updating/validating the position information, you

the Update button to save the changes.

must click the Teaching Position Information is Complete box and then select

ARIZONA DEPARTMENT OF EDUCATION

Version3.1- Date: 7/26/11
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TEACHING POSITION INFORMATION

& Add New Teaching Positian 7, Refresh
Edt Deiete Core Teacher Teaching Posiion Desorption TOR  Contend Area  Grades Taught  Periods Tsught  Critena Vakd Certificate  Complete  Comments  LOATULA Teacher
Core Teacher: ¥ Yoy Mo
Teaching Position Description: - Select a Position — 'T
TOR
Content Area: .,
Grades Taught: W
Periods Taught: "-.I
Criteria: \“-.
Valid Certificate: "'".
Complete: "'-,
Comments: \
; ; : \
[ insent || cancel | \
s R ‘r'~. Music ¥ Music 12 1 "\. Mot Highly Qualified ¥ ¥ NfA
€ Add New Teaching mﬁa\ "‘\\ I3, Refresh
Y T~ \
A T~ \
If the teacher has more than one Complete position information for this teacher. Go from
assigned core content teaching top to bottom as boxes will appear when selections are
position, you can add another made. Click Insertto save the information. Youcanclick
position by clicking the Add Position the Cancel button at any time to exit this activity.
button, after saving the current
position information.

When you have finished updating/validating the complete teacher record, you must click the |
Verify button to finalize the teacher file. By selecting this button, you are certifying that the
Highly Qualified Teacher attestation(s) and relevant supporting documentation, entered into the

database for this teacher, are accurate and complete. The teachers name will be displayed with a

green check mark on the Teacher List to indicate that the record has been updated.

e
—~
r ‘j'ld'l 1 have reviewed the Highly Qualified Teacher Attestation(s) and relevant supporting docurmentation, and all teacher and position
L |V!I"lﬁ' ! information is accurate and complete, per ESEA S 1119a)(1) and 1119((b){1).
| Add Mew Teacher | Defete Teacher |

STATUS INFORMATION

Version3.1- Date: 7/26/11
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Adding a New Teacher to the Application:

After selecting the appropriate school site, you may add a new
teacher into the application by clicking on the Add Teacher button.

Home | Teacher Information ADD/Update Teacher | Reports | Unprofessional Conduct | ADE Home ‘ Common Logon | Batch Process

Batch Process Status

& Welcome rbye

/;. =, Print this page
LEA: v
School: a:_:c}Efem&n:a:-,- School - 100215001 hl
Academic Year: ,/f - \

_ y:: Get Administrative Contacts
Indicate Title | Status? | Non Tite I - ' '
Teacher List: -- Please Select a Teacher-- -

Add New Teacher |

STATUS INFORMATION

To add a new teacher to the school roster, you now have a choice of search variables including Name,
Educational Stakeholder Identification, Social Security Number, or the Educator Identification Number
(EIN). You must Select a Search Option before entering any information. Click the drop down arrow
onthe Selecta Search Option box first to indicate the variable you wish to use to search fora new
teacher. Enter the information and then click the Search for Teacher button. Do notinclude spacesor

dashes when entering a Social Security number.,

Vi SELECT A SEARCH OFT"Q‘\I:
,’x |-- Select Search Option -- = |
//f Type in the value(s) for the selection you chose:

Last Mame 7 First Mame Educational Stakeholder ID S5 EIN
| | N

[ Searchfor Teacher | | Cancel |
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Based on the search variable you selected, you will be provided with a list of possible
teachers. Determine which teacher you wish to select and click on Add to Roster.

Search Results:

‘,./’“ Last Name First Name Middle Name Ed Stakeholder ID SSM (Last 4 Digits) EIN
Add to Roster | Doe John 4678-4676-5847-4363 9007 1234567

You have now added a new teacher to the school site roster. You can then proceed to enter
Status Information, Teacher Information and Position Information in the same manner
utilized for the returning teachers to the school site.

If you are adding a non-certified teacher into the application, the teacher name will initially appear as
“Unknown Unknown”. Only Charters can correct by typing in the correct teacher's name. LEAs need
to contact Certification 602-542-4367. All blank spaces onthe Teacher Information Section need to
be completed by the school/LEA. After clicking on the Update Teacher Information button, you may
proceed to the Teacher Position Information.

TEACHER | TION
First Mama UMKMOWH Middle Hame UNBMOWH Last Mams URBHOWN
Educational Stakeholdes ID TOTO-254T- 4214455 SSN LU By Work Email Address
School Emgloyment Start Date wMorth = |7 |- vewr - [7] Contiicaton Degree Gandar Seect [
Total Years of Expenence =} Addibonal Degres j
Hispanic/Lating of amy Race B E Race BL W AS A 2] L1

Update Teacher Informaton

FINGERPRINT CLEARANCE CARD
Caerd Hurmbugr Stadus: Mo Record Expuration Date
TEACHER CREDENTIALS

Carhd ated ALFA L usms Pasned A irwwsd Arman. B rudaiet ypemaiilly.

To add a position for a teacher new to the roster, click on Add New Teaching Position
and complete the required information for the position. A separate position box
should be completed for each core academic subject area assigned to teach.

TEACHING POSITION INFORMATION

hdd New Teaching Postion 1, Redresh
-
(£ ] = Faacieg Pradoe o T Lt dewn Grmiey Pmagii Furguin T magtt =2 Wl S gane L ey Tk TN Taacher
Po Pec o 1o gy
A New T Postion o, Refresh
-
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