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INTRODUCTION TO THE TEACHER QUALITY DATA COLLECTION TOOL  

 

Summary 
 

The Teacher Quality Data Collection Tool, an initiative funded by federal Title II, Part A dollars, 

has been developed to accurately collect and report on data relative to the highly qualified status 

of Washington State public school teachers K-12.  It is the first electronic tool developed by 

Office of Superintendent of Public Instruction (OSPI) to utilize data from the Comprehensive 

Educational Data and Research System known as CEDARS. The tool also draws on teacher 

information contained in OSPI data bases in eCertification and district S-275 reports. 

 

The tool was successfully piloted from October 2010 to May 2011 by twelve school districts in 

the state, large and small, urban and rural, encompassing a variety of vendors for Student 

Information and Human Resources. We deeply appreciate those districts who partnered with 

OSPI to improve the quality of the product and its user friendly function and appearance.  Those 

twelve districts include:  Bellevue, Bickleton, Clover Park, College Place, Everett, Kahlotus, 

Kelso, Lake Washington, Mukilteo, Paterson, Richland, and Wenatchee. 

 

In addition, we are most grateful for the creative work of OSPI contract developer, Jim Long.  

His ability to understand and translate complex federal requirements into an application that is 

user friendly and succinct has been invaluable.  We would also like to thank the OSPI IT team, 

especially Emily Brown, Micah Ellison, and business analyst Becki Jenkins for their knowledge, 

guidance, and ongoing support. 

  

Objectives of the Project 
 

The objectives of this project are to: 
 

¶ Use this electronic tool to dramatically reduce the paper workload on district personnel.   

¶ Provide HQT data and reports that are more meaningful and accurate to school districts, 

and more accurate for the federal reporting requirements of the Elementary and 

Secondary Act (ESEA).  

¶ Meet the guidelines of Washington State Senate Bill 5843 requiring OSPI to report 

teacher and student data to the legislature.  

¶ Replace the old HQT Data Collection Tool used by districts through April of 2011. 
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Findings from the Pilot Project  
 

Overall, districts reported the Teacher Quality Data Collection Tool to be user friendly and self-

explanatory.  The pilot phase of the project underscored, for both district users and OSPI, the 

need for district SIS/CEDARS and human resource personnel to be in communication with one 

another to accurately assess and report teachers, teaching assignments and courses taught. The 

HQT Tool makes the data reported by districts more transparent, and in some cases required 

adjustment to current business practices, especially in the areas of teaching assignments, 

reassignment and how teachers are highly qualified.   

 

Recommendations 
 

Based on the results of the pilot project, OSPI commits to the following actions: 

 

¶ Provide additional support to school districts during the implementation phase. Program 

supervisors in Title II, Part A and OSPI Customer Support will field questions and 

provide technical assistance as needed to maintain and strengthen the accuracy of the data 

reported. 

¶ Evaluate the effectiveness of this application during the 2011–2012 school year to ensure 

the intended objectives are met. 

¶ Continue to develop reports, as resources and time allow, that will be mutually useful to 

districts and to OSPI. 

 

Due date for the teacher data to be submitted to OSPI: 
 

The date for complete and accurate reporting of all data in the Teacher Quality Data Collection 

Tool is due to OSPI April 20, 2012. 

 

 

 

 

 

 

 

 

For training on the tool, please view the webinars on the Title IIA webpage: 

Communications:  Webinars/k20s: http://www.k12.wa.us/TitleIIA/communications.aspx 

 

 

http://www.k12.wa.us/TitleIIA/communications.aspx
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CEDARS to HQT Tool Data Map 

Created February 2012 

OSPI Customer Support – 1.800.725.4311 – customersupport@k12.wa.us 

This document describes how data is pulled from CEDARS into the HQT tool for the 2011-12 school 

year. It references data elements from the CEDARS Data Manual, available at 

http://www.k12.wa.us/CEDARS. . 

HQT data comes from six different CEDARS files: DistrictStudent, SchoolStudent, CourseCatalog, 

StudentSchedule, Staff and StaffSchedule.  The Staff file is used to populate the main listing of teachers 

at each building (school).   CourseCatalog contains information about the courses, and StaffSchedule and 

StudentSchedule are used to join a staff person to a course.  

HQT updates with CEDARS edits made in ―Edit Data‖ as soon as they are made in CEDARS.  HQT 

updates with new CEDARS data or edits made through a CEDARS submission before business hours 

each morning (using the previous night‘s load of CEDARS data). 

Data Sources for CEDARS Term Dates 

The ‗CEDARS Term‘ column in the ‗CEDARS Term Dates‘ box on the main district page, comes 

directly from CEDARS term values reported by your district in the StaffSchedule CEDARS file.  The 

valid values for terms are defined in CEDARS Appendix P and tell the HQT tool the date the term begins.   

Data Sources for Building 

The buildings or schools listed on the District page are the schools currently being reported to CEDARS.  

The column, Grades pulls the span of grades reported in the Education Data System Administration (EDS 

Admin) from the school profile page.   

 Data Sources for Teacher Column 

The teachers listed in this column for each school come primarily from CEDARS.  The data source for 

the teacher‘s demographic information is indicated in parenthesis (CEDARS) or (S-275).  This document 

only references teachers whose data originates from CEDARS.  Teachers with the (S-275) indicator are 

not referenced in this document. 

Teacher Name and Certificate Number  - The name reported here is from the S-275.  The number 

reported in bold as the certificate number is from CEDARS Staff File (F), element F05. 

Courses – All courses listed are from CEDARS Staff Schedule File (G) selected by joining the Staff ID, 

element G04 to the Staff ID of element F03.  All courses for each teacher reported in the Staff Schedule 

File are listed.  An indicator in red text stating, ―(no students)‖ means that the Course ID, element G05 in 

the staff schedule plus the Section ID, element G06 did not match any records in the Student ScheduleFile 

in elements E06 (Student Course ID) and element E07 (Student Section ID).  

mailto:customersupport@k12.wa.us
http://www.k12.wa.us/CEDARS
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Logging Into the Teacher Quality  Data Collection Tool 

 

 

1. Go to the EDS Login screen; type your user name and password; then click Login. 

        Note:  The URL to use is: https://eds.ospi.k12.wa.us/Login.aspx 

 

https://eds.ospi.k12.wa.us/Login.aspx
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Login 

 

 

2. From the Home screen, click on View my applications. 
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Login 

 

 

3.  From the My Applications screen, click on the link to Electronic Certification.
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HQT T ab 

 

 

4. From the electronic Certification Personnel web page, click on the HQT tab in the 

navigation bar to access the data tool.  If you find that you do not see the HQT tab, you will 

need to contact your District Security Administrator and request the role to access the 

―Teacher Quality Data Collection User‖ role. It must be assigned at the district level, not the 

school level. 

       Note:  EDS applications are designed to use Internet Explorer as the Web browser. It is 

       best not to use other browsers.  See Appendix A for details about browser settings. 

    

 

5. To move between tabs, always click the HQT  tab to return to your previous location.   

  DO NOT use the back arrow in the Windows navigation bar as this may lead to ―Web page   

  has expired‖ or take you out of the application altogether. 

 

 

 Note: Questions concerning the tool should be directed to OSPI‘s Title IIA office by contacting 

deborah.parriott@k12.wa.us ; julie.wright@k12.wa.us ; barbara.quick@k12.wa.us, or 

customersupport@k12.wa.us.    

     

For training on the tool, please view the webinar at 

www.k12.wa.us/TitleIIA/communications.aspx 

 

mailto:deborah.parriott@k12.wa.us
mailto:julie.wright@k12.wa.us
mailto:barbara.quick@k12.wa.us
mailto:customersupport@k12.wa.us
http://www.k12.wa.us/TitleIIA/communications.aspx
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Verifying Data 

District Tab  

 

 

 

The first screen in the Teacher Quality Data Collection Tool (HQT Tool) contains several tabs.  

The first tab is the district identification information. In this example it is Richland School 

District.  

6. Richland School District tab is followed by Paraeducator, Reports and Upload tabs.   

More information on the contents behind the Reports tab is available on pages 33-39 and 

information on the Upload tab is available on page 39 of this training manual. 

7. A box below the district tab is labeled School District.  This includes district information, 

the name of the person who last worked in the tool, and the date the tool was last updated.  

To the right of the School District box is a Submit button which locks the district against 

changes.  After all the data for each school building has been verified as accurate, set the 

Complete box to Yes (see page 17); the district can then submit information by clicking the 

Submit button. When a school district has submitted data, all teacher quality information for 

the district is ―View Only‖ for the current school year. No edits can be made.  A submitted 

school district can be unlocked only by OSPI‘s Title IIA office at 360.725.6340, or IT 

Customer Support at 360-725-6371. 
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District Tab — CEDARS Term Dates 

 

8. CEDARS Term Dates box, outlined in red above, should be completed before district 

personnel begin the process of determining teachers‘ highly qualified (HQ) status in each of 

the school buildings. It serves a two-fold purpose: 

¶ The ability of the HQT Data Collection Tool to determine the HQ status of the 

teacher is dependent upon the information in this box.  

¶ The information provided in CEDARS Term Dates is also used to build reports to 

meet federal reporting requirements on highly qualified teachers. 

¶ Term Type and the date on which the Term began, noted in Begins On, are used to 

connect teacher and student schedules. It is important that this box be completed 

accurately to reflect the Term in which a course is taught and the date on which the 

Term began. If schools in the district have different start dates for each Term, then 

use the earliest start date for all schools. 

9. CEDARS Term — CEDARS Term populates the tool via CEDARS. Term is defined by the 

district. The CEDARS Student Schedule File (Element E08) and CEDARS Staff Schedule 

File (Element G07) both require data for Term.  Valid values and descriptors for Term have 

been provided in the current CEDARS Data Manual at 

http://www.k12.wa.us/CEDARS/default.aspx, and on page 14 of this training manual.  

   

   In cases where the CEDARS Term values listed in this table do not represent reality, school  

   districts must update the Term values as defined in the CEDARS Data Manual, which  

   then will update the table above. 

 

   Business rules are provided in the CEDARS Data Manual for reporting Terms for    

   alternative schools and online education as well as when to use SEM1 versus Q1 or Q2.      

   CEDARS Term includes a Term designator for each course in the CEDARS Student and   

   Staff Schedule Files. 

http://www.k12.wa.us/CEDARS/default.aspx
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District Tab  — CEDARS Term Dates cont. 

In the box outlined in red on page 12, Richland School District has designated each Term as 

follows:  CEDARS Term ―ALL YR‖ is equal to ―All year and is used for elementary schools‖; 

―Q1‖ is equal to ―Quarter 1‖, ―Q2‖ is equal to ―Quarter 2‖, and  ―S1‖ is equal to ―Semester 1.‖   

Begins On is the date upon which each Term begins. The Begins On date is entered into the tool 

by district Human Resources personnel. Begins On references the date used to control whether 

the Action(s) to become HQ box (see page 29) appears for a teacher for a particular school year.  

If a teacher is not HQ in a core content area he/she is assigned to teach before the earliest Begins 

On date, then an action box will appear and the district will need to provide the action plan for 

the teacher to meet the highly qualified requirements in the subject area noted for that teacher 

(e.g., Take WEST-E by May 1, 2012). 

10. Message Box 

 

The Message Box is designed for one way communication initiated by OSPI to the district.    

When OSPI has a need to communicate with users about the function of the HQT tool, a message 

will be sent to users. The Message Box is not available for district use. 
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TERM VALID VALUES - CEDARS Data Manual (ELEMENTS G08, E07) 
SEM1 The first 18 week session of the school year on the semester system 

SEM2 The second 18 week session of the school year on the semester system 

TRI1 The first 12 week session of the school year on the trimester system 

TRI2 The second 12 week session of the school year on the trimester system 

TRI3 The third 12 week session of the school year on the trimester system 

Q1 The first 9 week session of the school year on the quarter and/or Semester system 

Q2 The second 9 week session of the school year on the quarter and/or Semester system 

Q3 The third 9 week session of the school year on the quarter and/or Semester system 

Q4 The fourth 9 week session of the school year on the quarter and/or Semester system 

ALLYR  Nine month (can be used for elementary schools) 

SIXWKT1 The first six week session during current school year 

SIXWKT2 The second six week session during current school year 

SIXWKT3 The third six week session during current school year 

SIXWKT4 The fourth six week session during current school year 

SIXWKT5 The fifth six week session during current school year 

SIXWKT6 The sixth six week session during current school year 

TERM1of8 The first term of an eight-term school year 

TERM2of8 The second term of an eight-term school year 

TERM3of8 The third term of an eight-term school year 

TERM4of8 The fourth term of an eight-term school year 

TERM5of8 The fifth term of an eight-term school year 

TERM6of8 The sixth term of an eight-term school year 

TERM7of8 The seventh term of an eight-term school year 

TERM8of8 The eighth term of an eight-term school year 

OTHER Other school session that does not meet any other Term definition 

SUM1* Either the first session of a two session summer program or the only session of a single session summer 

program 

SUM2* Second session of a two-session summer program 

  *Sum1 & Sum2 are only to be submitted to Student Grade History (H), Element H19 – Term.  Sum1 & Sum2 are not valid             

  values within Student Schedule File (E), Element E08 – Term or Teacher Schedule File (G), Element G07 – Term 
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District Tab  — Building L ist 

 

 

11. The building view provides the following: 

¶ Date the screen was last updated with information and who provided the updates. 

¶ An Edit or View button to access building information - Clicking the Edit or View 

button will open a Building. You will be taken directly to the Teacher Quality Data 

Collection screen. In the screen shot above, Carmichael Middle School is a 6-8 

building with 48 teachers. The Edit button allows you to edit/update teacher 

information within the building.  The View button appears when the building data is 

Complete and in a View only format. If the number of teachers assigned to that 

building is zero, then no Edit or View button will appear.  

¶ Building name and school district code 

¶ Grade span 

¶ The number of teachers assigned to the building comes from two sources:  CEDARS 

Staff File, Element F, in the CEDARS Data Manual, located at 

http://www.k12.wa.us/CEDARS/default.aspx, and the districts S-275 report. Verify 

the accuracy of the number of teachers listed. 

¶ Completion indicator (Yes or No) allowing you to indicate that a building has been 

edited/updated and all information is complete. 

http://www.k12.wa.us/CEDARS/default.aspx
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Verifying  HQT Data 

Building Tab 

12. The data contained within the Teacher Quality Data Collection Tool is pre-populated from 

three sources:   

¶ The primary source is CEDARS data.  

¶ Following a scan of CEDARS data, the HQT Quality Data Collection Tool searches 

the district‘s S-275 report for all teachers not currently reported in CEDARS, 

primarily itinerant teachers. 

¶ Teacher name and certificate number are verified from the eCertification database. 

¶  State test information and what the tool knows about the teacher‘s current highly 

qualified status is provided from the eCertification database and the information 

contained in the CEDARS Term Dates box.  

 

 

   

13. District personnel must first verify the data in the tool.  The tool is filtered to capture only 

certificated staff with Staff Type Codes 31-33 and 63 from CEDARS Staff File F, as noted 

in the CEDARS Data Manual, Element F04, from Appendices U, located at 

http://www.k12.wa.us/CEDARS/Manuals.aspx.  

The CEDARS Staff File contains information about district staff teaching a course or   

assigned to a homeroom for the current school year in grades PK-12.  If a staff member 

serves more than one school, then that information is captured in Staff Schedule File G. 

District staff reported in the tool but not teaching a course or assigned to a homeroom for 

the current school year should be removed from the district‘s CEDARS submission by 

district CEDARS personnel. Preschool teachers will show in the tool, but will not be 

counted.  A filter on the tool separates the preschool teacher from K-12 staff. 

To correct the inaccurate reporting of teaching assignments or courses, contact your district 

SIS/CEDARS personnel to make the needed corrections. 

http://www.k12.wa.us/CEDARS/Manuals.aspx
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Verifying Data — Building Complete, Saving Changes 

 

 

14. When the Building Complete box is set to No, data can be updated and saved within the tab.   

15. When the Building Complete box is set to Yes and the Save button is clicked, then all data 

appearing within the tab is validated.   

The following message will appear at the top of the page when the Building Complete box 

is set to Yes: 

―This building is locked against changes.  To unlock the bui lding set Building Complete  to óNo ô and 

óSaveô.ò 

Changes are still allowed, but the Building Complete box will need to be set back to No and 

Saved to update teacher information.  Only the Submit button will lock the building tab 

against changes and present a View only format. 

 

16. Changes to any data on the building tab are saved only when the Save button is clicked.  As 

soon as any data is changed, an Unsaved Changes message will appear in red below the            

Save button as a reminder to click the Save button.  

17. When all data has been entered and districts are satisfied that the data is accurate, click on 

the Submit button (see illustration on page 11).  The expected due date for complete and 

accurate reporting of all data in the Teacher Quality Data Collection Tool is April 20, 2012.  
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Verifying Data — Grade Level Key and Reloading Building  

 

 

18. The Grade Level Key corresponds to the teacher‘s area of endorsement. This information is 

pre-populated from eCertification when endorsements come through eCert.   

 

Teacher information is updated as new information is received through CEDARS 

submissions and eCertification. In cases where the teacher‘s name does not match the test 

results database (e.g., teacher was certified under one name and tested under a different 

name), state tests will not be added. District personnel will need to request a copy of the test 

scores from the teacher to verify the teacher passed the test and enter ―State Test‖ as the 

Route to highly qualified status. 

 

19. The Building Reload button allows the district to reload the building from the database    

without having to click on the School District tab and reselect the same building. 

20.  As information is updated, on a nightly or weekly basis dependent upon the district‘s 

submission schedule to CEDARS, any changes made to the teacher data will be reflected in 

the Teacher Quality Data Collection Tool the following day. 
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Verifying Data  — Teacher and Course Information – Core and Non-Core Content 

21. The teacher‘s name comes from the S-275 and the certificate number comes from either the 

CEDARS Staff File, Element F05 or the S-275 report. The courses teachers teach or are 

assigned to teach during the current school year will be reported in the CEDARS Course 

Catalog File D, Element D06 in the CEDARS Data Manual located at 

http://www.k12.wa.us/CEDARS/default.aspx 

 

 

 

22. Clicking on Courses will reveal a list of Core and Non-Core classes the teacher is teaching 

or assigned to teach during the current school year. Through CEDARS, districts report the 

Content Area Code, Element DO6. The Content Area Code is used to determine the highly 

qualified status of the teacher.  Content Area Codes as defined in the CEDARS Data 

Manual, Appendix O can be found on page 20 of this training manual.  

The courses are grouped by highly qualified Core Content area, codes 1-14.  If a course is 

not identified by the district as core content, it will appear in the list as Non-Core Content 

using Content Area Code ZZZ (see page 20) as noted in the example above.   

See a list of Core Content courses, as defined by the Department of Education, at the bottom 

of page 20. 

Teachers assigned to teach exclusively physical education/fitness, health, and CTE 

courses are not required to meet HQT requirements.  No action is required other than 

verifying that the courses listed in the tool are accurate.  
        
 

http://www.k12.wa.us/CEDARS/default.aspx
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Appendix O ï Content Area Codes 
(As defined by CEDARS --- Elements D06 and H14) 

 

Content Area Code  Content Area Description 

1     Elementary Curriculum 

2      English Language Arts 

3     Reading 

4     Math 

5     Science 

6    Foreign Languages 

7     History 

8     Civics and Government 

9     Economics 

10    Geography 

11     Visual Arts 

12     Theatre 

13    Dance 

14    Music 

107     Religious Education and Theology 

108    Physical, Health and Safety Education 

109     Military Science 

110    Computer and Information Sciences 

111     Communications and Audio/Visual Technology 

112     Business and Marketing 

113     Manufacturing 

114    Health Care Sciences 

115     Public, Protective, and Government Service 

116     Hospitality and Tourism 

117     Architecture and Construction 

118     Agriculture, Food, and Natural Resources 

119     Human Services 

120    Transportation, Distribution and Logistics 

121     Engineering and Technology 

122     Miscellaneous 

ZZZ    Non-Instructional time 

 
 

23. Highly qualified teacher requirements apply to all teachers who provide instruction in the 

core academic subjects.  Core academic subjects, as defined by ESEA, include: 

Math, Science, History, Geography, Civics/Government, Economics, Reading, 

English/LA , Music, Visual Arts, Dance, Theatre, Foreign (World) Languages, and 

Elementary Curriculum  
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Verifying Data  — Teacher and Course Information – S-275 Teachers 

 

24.  CEDARS is the primary source for teacher and course information.  However, itinerant 

teachers and some specialists are not always reported to CEDARS via the Staff Schedule 

File because they do not have students attached to them in the CEDARStudent Schedule 

File.  

Teachers not reported in CEDARS will be picked up from the S-275 and reported on the 

HQT Data Collection Tool as noted above. This is a nightly process. The tool searches 

CEDARS for new data and then looks at the S-275 for new data.  Because the S-275 does 

not report classes or teaching assignments, district personnel will need to click on Core 

Content Courses, and check the box indicating the content area(s) the teacher is assigned to 

teach 

When Elementary Curriculum is checked within the S-275 Core Content Courses list, no 

other subjects can be checked. 

The Core Content Courses feature is designed to be used for two purposes only: 

¶ Check the courses taught by a teacher who comes to the tool from the S-275 

¶ Check the courses taught by a teacher in a block class or teaching a class with more 

than one core content area. 

Note:  If the teacher is endorsed, HQ or needing to be HQ in Elementary Education, check one box 

only, Elementary Curriculum. If the teacher is a music, art, reading or other specialist assigned to 

teach elementary students and does not require the Elementary endorsement to be HQ, then mark the 

area of specialty only (e.g., a reading specialist with a K-12 Reading endorsement and assigned to 

the elementary level works only with reading an does not teach other subjects. The teacher 

does not need to be HQ in Elementary Curriculum.  Mark Reading only as the content area).  
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Verifying Data  — Teacher and Course Information cont. – Conditional/Emergency Cert. 

25. Click on the  icon next to the teacher‘s certification number to display information about 

a teacher including: 

¶ Certification and Endorsements 

¶ Employment 

¶ Test Results 

¶ National Board Certified Teacher (NBCT) 

 

To return to the Building data screen, click the HQT tab.  DO NOT use the back arrow in the 

Windows navigation bar as this may lead to ―Web page has expired.‖ 

 

26. Conditional or Emergency Certificate information comes from the match of the teacher‘s  

certification number as entered in the CEDARS Staff File and cross-walked with  

eCertification.   When a teacher is reported in the eCertification database holding either a 

Conditional or Emergency certificate, a check box with the message Enrolled in an 

Alternative Route to Cert Program will appear (see below). If the teacher is enrolled in an 

Alternative Route education program, including a residency teacher preparation program, 

mark the box.  Any current endorsements and state test scores as reported by CEDARS and 

eCertification will appear.  If the teacher is highly qualified, no further action is required.  If 

the teacher is not highly qualified, enter in the Action(s) to become HQ box how and when 

the teacher will meet the ESEA HQT requirements (see page 29 for more information).      

  

         

27. If the teacher is not in an Alternative Route to Certification Program, leave the check 

box blank and complete the Action(s) to become HQ box explaining how and when the 

teacher  will meet the ESEA requirements. 
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Verifying Data  — Teacher and Course Information cont. – Conditional/Emergency Cert. 

 

Note:  Special education candidates in Alternative Route to Certification programs, such as 

Teach for America, meet the ESEA HQT requirements if the following requirements are met: 

¶ Bachelor of Arts Degree 

¶ Enrolled in a teacher preparation program 

¶ Pass the WEST B 

¶ Pass the WEST E in Special Education 

¶ Demonstrate content knowledge in the subject area they are assigned to teach 

 

28.Teachers with permits are assigned T numbers through OSPI‘s Certification office and Z    

numbers are assigned by OSPI‘s Apportionment office.  These teachers should always show 

in the tool.  Teachers on permits meet the definition of ―full state certification.‖  A new drop 

down menu much like the special education drop down box (see page 24) will be available 

shortly.  Highly qualify the teacher on a permit as you would any other teacher.  If an out-of-

state teacher can document highly qualified status from another state, they can be considered 

highly qualified for one year.  The tool will allow you to note this when this feature is 

functional.  

 

If the out-of state teacher cannot document highly qualified status from a previous state, then 

complete the Action Box (see page 29) as you would for any other non-highly qualified 

teacher.   
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Verifying Data — Teacher and Course Information cont. – Special Education Teachers 

 

29. Below the name of each certificated staff member is the  SpEd icon.  The tool has no way    

to determine whether the teacher is assigned to a special education program or how the 

teacher meets IDEA certification requirements. It will be the district‘s responsibility to report 

the information on those teachers.  For teachers assigned to teach in the special education 

program, mark one of three boxes to identify either: 

 

¶ How the teacher meets IDEA certification requirements, or 

¶ Indicate that the teacher is not HQ because IDEA requirements have not been met.   

¶ If the teacher does not meet the IDEA requirements, then a box below this 

checkbox appears. Complete the box with a simple explanation on how and when 

the teacher plans to meet the IDEA requirements. 

 

30.  Special Education teachers serving in a consultative role are addressed on page 30. 
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Verifying Data  — Teacher and Course Information cont. – Block Schedule Classes 

 

31.  CEDARS Staff Schedule File does not recognize more than one content area per teacher,  

per session or class. To validate the highly qualified status of the teacher teaching more than 

one content area during a block class or class period, a Core Content Courses button has 

been provided below the   SpEd icon. This button will appear ONLY if the Content Area 

Code in the CEDARS Course Catalog File, Element D06, has been marked with 122 for 

Miscellaneous.  Refer to the Content Area Codes on page 20 in this manual, or Appendix O, 

found in the CEDARS Appendices, located at http://www.k12.wa.us/CEDARS/default.aspx 

 

Teachers with Block Schedules- If the teacher is assigned to teach more than one content 

area during a block class or class period, click on the Core Content Courses button (see page 

21 for more information) and mark both content areas the teacher is assigned to teach. The 

list of courses is shown in the screen shot above.  If the teacher is not highly qualified in one 

or both of the content areas, an Action(s) to become HQ for….box will appear (see page 29 

for more information).  Complete the box explaining how and when the teacher will meet the 

ESEA HQT requirements.  

  

 

 

 

 

http://www.k12.wa.us/CEDARS/default.aspx
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Inputting  HQT Data 

Inputting Data  — Content Area, Route, Grade Level and Effective Date 

CEDARS data, S-275 reports and eCertification alone are not always enough information to 

highly qualify a teacher.  A teacher‘s professional experience as noted on the Points-Based 

HOUSSE and scores on some state tests are not available at OSPI.  Districts will need to input 

this data to verify the teacher’s HQ status. 

 

32.  The HQ Content Area, Route, Grade Level and Effective Date in the navigation bar pertains  

      only to adding a HQ Content Area and the Route taken to achieve said designation.  

 

¶ HQ Content Area contains a drop down list of 14 content areas for which a teacher 

may be highly qualified to teach. 

 

¶ Route is a list of up to six routes (depending upon the content area) that a teacher can 

take to become HQ appears. The six routes are: 

- Academic Major  -    Coursework Equivalent to a Major 

- Graduate Degree  -    Points Based HOUSSE 

- National Board Certification -    State Test  

 

The Elementary Curriculum HQ Content Area has only two routes available:   

- Points Based HOUSSE           -    State Test.  

 

The endorsement route is not available to district personnel to add; it can only be 

assigned by OSPI‘s Certification office. 

 

¶ Grade Level refers to the grade level(s) and content area(s) in which a teacher is 

highly qualified.  When adding a HQ Content Area, mark one or more of the 

corresponding grade level boxes A-E. The Grade Level Key is located above the 

navigation bar 
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Inputting HQT Data — Teacher and Course Information – Adding a HQ Content Area  

¶ Effective Date denotes the date upon which the teacher became highly qualified to 

teach the indicated HQ content area. The date on the Points Based HOUSSE paper 

work and the date in the tool should match. 

 

 

33. To update a teacher‘s highly qualified status, begin by clicking on the   

       button and add a content area (see screen shot on page 26).  A list of core content subjects    

       will appear as pictured above.  Click on the content area to be added; then move to the  

       right to the Route button. 

 

 

34. Click on the Route the teacher took to become HQ in the content area just added as shown  

below.  District personnel do not have the ability to add an endorsement.  Endorsement 

information can only be added by OSPI‘s Certification office. 
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Inputting HQT Data — Teacher and Course Information - Adding a HQ Content Area  

 

 

 

35.  Mark the Grade Level at which the teacher is deemed HQ and enter the Effective Date the  

       teacher became highly qualified in that content area as noted on the Points-Based HOUSSE  

       worksheet, the state test score report, or other documentation. 

 

36.  To remove a HQ Content Area, click the red delete button  next to the Effective Date  

        entry. 

 

 

        Note:  Grayed out data is information pre-populated from eCertification and cannot be     

        changed by the district. Data entered by the district is in a darker font and can be edited. 
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Inputting HQT Data — Teacher and Course Information - Action(s) to become HQ 

 

 

37.  When not enough information is available through the CEDARS platform or the electronic  

Certification system, the HQT Data Collection Tool is unable to determine the HQ status of 

a teacher.  When this occurs, a box marked Action(s) to become HQ for…. will appear. 

 

38.  The electronic Certification system will display this box for every subject a teacher is      

       teaching for which the teacher is not highly qualified.  The list of courses the teacher is      

       teaching can be viewed by clicking on  Courses  below the teacher‘s name.          

 

39.  When district Human Resource personnel enter information that deems the teacher highly 

        qualified, the Action(s) to become HQ for…..box will disappear once the information is 

        saved by clicking on the Save button.  

 

       The Action(s) to become HQ for … box should not be used to correct inaccurate teaching 

       assignments (e.g. course is listed in the tool as theatre, when it is really an English/language 

       arts class; nor should the box be used to explain former or unknown teachers that may  

       appear in the tool.)   

 

      Contact your SIS/CEDARS personnel to remove or correct teacher/course information.  

 

40.  If the teacher is not highly qualified, complete the Actions to become HQ box by stating 

       how, when and by what date the teacher will become HQ in the content area.  
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Inputting HQT Data — Teacher and Course Information cont. – HQT Exempt  

 

41. There will be instances when a teacher is exempt from needing to meet HQT requirements,  

       and OSPI is not required to capture this teacher for federal reporting purposes.  Marking 

       the Exempt  box indicates the teacher does not need to meet the HQT requirements, and the 

       tool will not count the teacher for purposes of the Highly Qualified Teacher Quality Data 

       Collection report.  

 

       If it is not necessary for a teacher to become highly qualified to teach a course:  

¶ a special education teacher serving in a consultative role  

¶ an ELL teacher providing only supplemental instruction related to the acquisition of 

the English language 

¶ a general education teacher facilitating online learning where the district decides the 

computer is the teacher)   

 

         then check the Exempt … box by clicking in it. This will prevent the teacher from 

         being counted on reports. 
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Inputting HQT Data — Teacher and Course Information cont. – Specialist 

 

 

42.  The Specialist box is designed to capture elementary specialists who do not need to be  

       highly qualified in elementary curriculum, but OSPI needs to count the teacher in the   

       Teacher Quality Data Collection report.  If a teacher is a music, art, or reading 

       specialist at the elementary level and does not have an elementary endorsement, nor is the  

       teacher required to have an elementary endorsement, click the Specialist box to indicate that  

       the teacher does not need to be highly qualified in elementary curriculum. The teacher will  

       still be counted for federal reporting purposes. See the red Note on page 21 for additional  

       information. 

 

43.  Summer School Reporting – A tab for summer school reporting will be available shortly.   

       The report will need to be completed manually by all districts who offer summer school  

       programs. Summer School data reported in the April 20, 2012 Teacher Quality Data  

       Collection will be data from the summer of 2011. 
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Inputting Paraeducator Data 

Paraeducator Tab 

 

 

44. To report paraeducator data, click on the Paradeducator tab on the navigation bar. 

45. The Paraeducator screen collects information on paraeducators working in Title I   

      schools only.  No other paraeducators in the district need to be reported here. 

 

46. Answer the first two questions on the Paraeducator screen by entering the correct 

number of  Title I paraeducators assisting with instruction in reading, writing, and math 

in: 

¶ Targeted assistance buildings 

¶ Schoolwide buildings 

 

47. In the third question, enter the total number of paraeducators working in Title I schools 

 who MEET the Title I requirements. 

 

48. Click on the Save button to save the data. 
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Viewing Reports 

All reports are currently under construction.  Anticipated completion date is April 1, 2012. 

 

 

Reports Tab — Federal 
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Reports Tab — Federal cont. 

49. To view a report of the district information, click on the Reports tab.  The Reports tab   

will make available the following reports: 

¶ Federal – This report provides information on the total number of core academic 

classes and information on the teachers teaching those classes, including the 

number of those classes taught by HQ and non-HQ teachers, the percentage of 

classes in the district taught by HQT teacher, free and reduced lunch minimum 

and maximum and the average. 

The information is separated by All Schools, Elementary / Secondary Schools, and High / 

Low Poverty Schools. 

            To print the full report, export it to Excel. 

 

Reports Tab — ParaEd  

 

50. The Para Ed report summarizes the number and percentage of Paraeducators in the  

               state who meet Title 1 requirements. This report is for OSPI use only. 
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Reports Tab — Class Count  

 

 

51. The Class Count report summarizes, at the building level, the total number of classes taught,  

       the number of classes taught by non-highly qualified teachers, and the percent of classes    

       taught by non-highly qualified teachers for each session reported by the district in the  

       CEDARS Term Dates box.       
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Reports Tab — NHQ  

  

 

 

52. The Non-Highly Qualified report provides summary information on non-highly qualified 

       teachers within the district and the district plan of action for them to become highly  

       qualified. 
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Reports Tab — HQT%   

 
 

53. The Highly Qualified report provides a summary of the percentage of highly qualified  

       teachers in the district.   
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Reports Tab — Subject Count Report  

  

    

 
 

54.  Subject Count provides the information below for each building in the selected school  

        district list. 

¶ The total number of classes. 

¶ The total number of classes taught by a non-HQT teacher. 

¶ The subject areas taught at each building. 

¶ The total number of classes by subject area. 

¶ The total number of classes by subject area taught by a non-HQT teacher. 
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Upload Tab — Uploading from a Template 

 

 

55.  The Upload tab allows districts to upload a list of teachers who meet the HQT requirements.  

       The teacher information provided by the district can be uploaded in one of two formats,  

either as an Excel spreadsheet or a CSV document. Excel and CSV templates have been 

provided for ease of use. Data can be uploaded as often as district need dictates. 

 

56.  Specifications for each of the categories in the template are provided as either a Word  

       or PDF document.   

 
57.  Below is a screen shot of the template available to districts and the information required for  

       uploading teacher information. 
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Appendix 1 - Adjusting the Browser Settings 
 

 

 

1. To ensure that screens and reports display correctly, use Internet Explorer (IE) as your web 

browser. If necessary, you may need to adjust the browser settings for IE. In the top right-

hand corner of the browser window, click on the Tools icon. In the drop-down list that 

displays, select 'Internet Options'. 
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Adjusting Browser Settings cont. 

 

 

2. A window will display with Internet Options. On the General tab, under the heading 

'Browsing history' click the Settings button. 
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Adjusting Browser Settings cont. 

 

 

3. Another window will display with Temporary Internet Files and History Settings. Under 

the heading 'Temporary Internet Files' select the first radio button that says 'Every time I 

visit the webpage.' Click OK. 

 

 

 

 

 

 

 

 

 


