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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 Il, 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:

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

91 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).

1 Meet the guidelines of Washington State Senate Bill 5843 requiring OSPI to report
teacher and student data to the legislature.

91 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:

9 Provide additional support to school districts during the implementation phase. Program
supervisors in Title I, 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.

1 Evaluate the effectiveness of this application during the 2011-2012 school year to ensure
the intended objectives are met.

1 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 webinas on the Title IIA webpage
Communications: Webinars/k20s: http://www.k12.wa.us/TitlellA/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 (CEDARSYr (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 Numbe - 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 FO5.

Courses— All courses listed are from CEDARS Staff Schedule File (G) selected by joining the Staff ID,
element GO04 to the Staff ID of element FO3. 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 GO5 in
the staff schedule plus the Section ID, element GO6 did not match any records in the Student ScheduleFile
in elements E06 (Student Course ID) and element EOQ7 (Student Section ID).
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Logging Into the TeacherQuality Data Collection Tool

E Login - Windows Internet Explorer |2
—_—
LS AT M |E, https:,l’;'eds.ospi.kl2.wa.us,l'Login.aspx?ReturnUrI=°foZFiGrants°z’02FWebPeM % Office of Superintendent of Public Instructio...| *2|| % |Live Search | 2~

. FEle Edit Yew Favorites Tools Help

ﬁ '1'* [88 X - ] @ Pages - Default ] @OFFice of Superintende. .. ] @ Title II Part & l @Login » l l @ - E @ - Ij Page - ,@ Tools =

»

és @ =

Home Help Feedback

Print Friendly b=

Please type your username and password to login.

Username: I

Password: |

Login

Forgot vour password? ==

= Privacy Policy = Disclaimer = Customeér Support: 1.800.725.4311 @ Copyright 2004
& Internet F00% v

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
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Home

This section allows you to manage your account information.

What would you like to do?

o[ Wiew my applications

o View my application permissions

e Edit my personal information

e Change password

¢ Search Education Directory

« Wiew Security Managers

= Privacy Policy > Disclaimer = Customer Support! 1.800.725.4311

@ Copyright 2004

Print Friendly =

o

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

WASHINGTOMN STATE ”
Office of Superintendent ‘ K
OSP of Public lnstruction m . éDS ®
Home Help

L Home My Applications qﬂyﬁoﬁle

Print Friendly b
» Application List My Applications
My Application List

*> Application Roles

You have access to the applications listed below. Click on the application you want to access.
* Education Directory

If you need access to more applications, please contact your District Security Manager.

* Security Manager
List Application
Education Data System

(E\ectronic Certification

Events Manager
iGrants

NBPTS Scholarship
Private Participation in Federal Programs

Teacher Quality Data Collection

3. From the My Applications screen, click on the link to Electronic Cettification.
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electronic
Server | Certification w J

Admin

Personnel

Search | TestScores [| HQT |] NBCT |

CertNumber [ sSN | (lastfour digits)
First Name l— Last Name l—
Include Similar Names [] [ Former Name
pos|

Ciear _

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: Questionsconcerning the tool should be directed to OSPI’s Title ITA 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/TitlellA/communications.aspx
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Verifying Data

District Tab

Search | Applcabions Test Scores Fﬂnerpnnts| HQT || MBCT “Reports

Richland Scheol Destrict (03400) L Paraeducator | Reports | Upload

School District: | Richland School District (03400) | Submit this School
- District

Last updated: Shirley Clarkson 4/29/2011 3:39:45 PM " Submit._)

Grades Teadhers

CEDARS Term Dates Shvivw

" Badger Mountain Elementary [S060)

" Carmichael Middle School [2721) 6-8 43 Yas

Cheaf Josaph Mddle School (2785) 6-8 L Na

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 Districtab is followed by Paraeducato, Reportsand Uploadtabs.

More information on the contents behind the Reportstab is available on pages 33-39 and
information on the Uploadtab 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 Submitbutton which locks the district against
changes. After all the data for each school building has been verified as accurate, set the
Completebox toYes(see page 17); the district can then submit information by clicking the
Submitbutton. 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 11A office at 360.725.6340, or IT
Customer Support at 360-725-6371.

e —
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District Tab — CEDARS Term Dates

ildi £l : [ =

Building Grades Teachers Complete CEDARS Term Dates tida

-~ | Badger Mountain Elementary (4060) K-5 3z Mo I Rl
CEDARS Begins On

[ E / Cammichael Middle School (2721) 6-8B 46 Mo Term (mmdddiyyyy)
[ Edit d Chief Joseph Middle School (2785) 6-8 34 Mo ALLYR 08/30/2011 =
- | Enterprise Middle School (3926) 6-8 42 Mo Q1 08/30/2011
@I | Hanford High School (3833) g-12 72 No Q2 10/31/2011 —
Ll # Jason Lee Elementary School (2786) PK -5 28 Mo SEM1 08/30/2011 =
@I | Jefferson Elementary (2642) PK -5 27 Mo [ save.
[__Ed " | Lewis B Clark Elementary School {2657) PK -5 25 Mo

8. CEDARS TermDates 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:

1 The ability of the HQT Data Collection Tool to determine the HQ status of the
teacher is dependent upon the information in this box.

91 The information provided in CEDARS Term Datesis also used to build reports to
meet federal reporting requirements on highly qualified teachers.

1 Term Typeand 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 Termpopulates the tool via CEDARS. Term is defined by the
district. The CEDARS Student Schedule File (Element E08) and CEDARS Staff Schedule
File (Element GO7) 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 Manualvhich
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 Termincludes a Term designator for each course in the CEDARS Student and
Staff Schedule Files.
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District Tab — CEDARS Term Datescont.

In the box outlined in red on page 12, Richland School District has designated each Term as
follows: CEDARSTerm“ALL YR” is equal to “All year and is used for elementary schdpls
“Q1” is equal to “Quarter I’, “Q2” is equal to “Quarter 2’, and “Sl” is equal to “Semestet.”

Begins Onis the date upon which each Term begins. The Begins Ondate is entered into the tool
by district Human Resources personnel. Begins Onreferences the date used to control whether
the Action(s) to become HQox (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

Building Grades Teachers Complete CEDARS Term Dates show

=TT | Badger Mountain Elemantary (4060) K-5 32 No e
=T | carmichael Middle School (2721) 6-3 46 No 1/26/12 - The tool is currently =

- ] ] not accepting "state tests” as a

’ - : _ Route for HQing special ||
P"'"': Chief Joseph Middle Schoal (2785) 6-8 34 Mo education and ELL teachers who
— lack content area

T |Enterprise Middle School (3926) 6-8 42 No endorsements. If you are

« 19 00y ANl  |lass=a= r L ALY sl s ssslmbs ll
T | Hanford High School (3833) 9-12 72 Mo
[ Ec ! Jason Lee Elementary School (2786) PK - 5 28 Mo

The Message Boxs 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 GO08, EQ7)

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

TERM10f8 The first term of an eight-term school year

TERM20f8 The second term of an eight-term school year

TERM30f8 The third term of an eight-term school year

TERM40f8 The fourth term of an eight-term school year

TERMS50f8 The fifth term of an eight-term school year

TERMG60f8 The sixth term of an eight-term school year

TERM70f8 The seventh term of an eight-term school year

TERMB80f8 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

*Suml & Sum2 are only to be submitted to Student Grade History (H), Element H19 — Term. Suml & Sumz2 are_not valid
values within Student Schedule File (E), Element EO8 — Term or Teacher Schedule File (G), Element GO7 — Term
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District Tab — Building L ist

Search Applications Test Scores Fingerprints HQT NECT

[ Richland School District (02400) } Paraeducator Reports

Upload
School District: |Richland School District (03400) ™ Submit this School
" District
Last updated: Shirley Clarkson 4/29/2011 3:39:45 PM m

~ o Badger Mountain Elementary (4060) K-5 36 No (complete)
~ / Carmichael Middle School (2721) 6-8 48 Yes
~ / Chief Joseph Middle School (2785) 6-8 39 No

Grades Teachers Complete

Building

CEDARS Term Dates

Show |

11. The building view provides the following:

T
T

Datethe 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
Completeand 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 Manudbcated 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.

Teacher Quality Data Collection
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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:

1 The primary source is CEDARS data.

1 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.

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

1 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 TermDatesbox.

Teacher HO Content Afes Grade Lavel Effective Date

JEAN |English/Language Arts =| [Points Based HOUSSE = ar el cF ol e | 11/9/2000 &
3 (CEDARS)

@ SpEd & - b | Mathematics =| [Points Based HOUSSE =] ar B cF o €F [ 11/9/2000 @
B Courses | Science =| [Points Based HOUSSE =| ar B cF ol el | 117972000 &
Enterprivne Hiddle Schoal -
English/Language Arts: | History =| [Points Based HOUSSE = ar 8" cF ol el | 1179720100 &
ERR-Writing

Sysbem 44 Langubge Artd - S |English/Language Arts 'ﬂ |Endersement 'ﬂ alr 8T clC oF EFC BT 1595

Enterpriee Middle School

Mistory: -r»
ERR F—rn‘:ul Studiai B} Contest Arow
Enterprise Hiddle Schoal

Mathematics:

ERR Mazh

Enterprise Hiddle Schoal

SChemce

ERR Soence

Entarprise Hiddle Schaal

Maom-Coare Conten:

Endependent Study (Middle

ekl

Sp Ser Life Skolls

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 Maral, Element FO4, 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.
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Verifying Data — Building Complete, Saving Changes

School Year 2011-2012

Richland School District (03400)

Wiley Elementary (4543) |_Parasducator

Reports

Upload

Teacher Quality Status for
Wiley Elementary (4543)
GradesK -5

Last updated: Shirley Clarkson 11/23/2011 11:52:58 AM

Building
Complete I Mo j'

DANIEL G BLACK
229244R (CEDARS) L
SpEd

[ Courses

CHRISTINE K DAHL
396357F (CEDARS)
B SpEd

B Courses

Save changes
on this Screen

Grade Level Key
A P-3

Reload
Building

i

B K-5/6
C K12
D Middle
E

High

HQ Content Aras Grade Leveal Effective Date
[Music =| [Academic Major =] Ar BrC cF ol" e [ s5/20/2006
ﬂ HQ Content Area

Mot HQ for Elementary Curriculum

[T Exempt

¥ Specialist

| Civics/Government x| |Points Based HOUSSE x| AC B c olC EC [ 1/26/2009
[Economics | [points Based HOUSSE =] AC BIC c¥ T EC [ 1/26/2000
[Elementary Curriculum =] [Points Based HOUSSE ~| AW BFF c[C o7 ET [ 5/14/2006
|English/Language Arts =] |Points Based HOUSSE | AC BC c¥ oD EC [ 172672000
|Geography =| [Ppoints Based HOUSSE =] Ar B c¥ o™ Er [ 172672000
| History x| |points Based HOUSSE x| ar BT c¥ olm EC [ 1/26/2009
[Mathematics =] [Points Based HOUSSE *| Ar BIC c¥ ol EIC [ 1/26/2000

B8R

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

15. When the Building Completebox is set to Yesand the Savebutton 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 Completebox

is setto Yes

“This building is locked against changes.

6Saveb.

To unlock the bui

Iding set Building Complete

t oNodand

Changes are still allowed, but the Building Completebox will need to be set back to No and
Savedto 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 Savebutton is clicked. As

soon as any data is changed, an Unsaved Changesessage will appear in red below the
Savebutton as a reminder to click the Savebutton.

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

T Save changes Grade Level Key Reload |-
Building - Building L™
721) Ho = on this Screen A F-3 L o
Complete - B KE/E
C  K-12
11/23/2011 12:38:28 PM Unsaved Changes D Middle
E High

HQ Content Area Grade Level Effective Date

|Mdt]li—'er11:11it'1 d IF!IIlUI'Hi—'IlIHHl j AlC Bl clC DV E g/4/1988 =
HQ Content Area
Not HQ for Theatre

T Exempt Action(s) te become HQ for Theatre Program
[ Specialist |Take the WEST-E for Theatre Arts by May 2012] =] |seneral Ed |

|

155 more characters allowed

18.

19.

20.

The Grade Level Keyorresponds 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
Routeto highly qualified status.

The Building Reloadbutton allows the district to reload the building from the database
without having to click on the School Districttab and reselect the same building.

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 NonCore Contert

21. The teacher’s name comes from the S-275 and the certificate number comes from either the
CEDARS Staff File, Element FO5 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

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

the

CEDARS Data Manual

located at

HQ Content Area

Grade Level

:."ﬁ.ﬂ . IH:~.|r!i|1l| j |I ndorsement d Al Bl ¢l bl Ell
E'IIE-pEd | : IFII.'||:|1'||1+|r\,' Curriculum j [I ndorsement 3 alC BF clC o™ Ell
B Courses |English/Language Arts  ~| |Points Based HOUSSE =] Al B cF ol Ef
Chief Joseph Hiddle Schooal
English/Language Arts: | Geography »| |Points Based HOUSSE =] Al B c¥ ol Efl
Ehle[ Jdl:ﬁh Middle Schaol | science | |Points Based HOUSSE =| AC 8 cF ol” f]
eography:
Wid Geg-Anc Civil | Mathematics =| |Points Based HOUSSE =| Al 8" cF ol el
Chief Joseph Middle School
. | History *| |Points Based HOUSSE =| Al B cF bl Ef
22
|Elementary Curriculum  =| |Points Based HOUSSE ~| AW BW cl” bl Ef
| Economics x| |Points Based HOUSSE | Al 8" cF ol el
| Civics /Government =| |Points Based HOUSSE =| A" 8" cF ol” |
IFr11|Ii'.'I|I."J anqguage Arts j |I ndorsement j alC 8T cC i E
T HQ Content Area

22. Clicking on Courseswill 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 Gan 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
coursesare not required to meet HQT requirements. No action is required other than
verifying that the courses listed in the tool are accurate.
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Appendix O T 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

277 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, Histoy, Geography, Civics/Government, Economics, Reading,
English/LA, Music, Visual Arts, Dance Theatre, Foreign (World) Languages and

Teacher Quality Data Collection

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

HO Content Area Route Grade Level
CHARLES ____ [Mothematics <] |statetest -] Al 8 cl oF &l |
43 =-275) 4,
B SpEd H( Cantent Area

B Core Conteant Courses
[ Civics/ Government

M Dance

[T Economics

r Elementary Curriculum
™ English/Language Arts
[™ Foreign {world) Languages
[" Geography

I History

I Mathematics

™ Music

™ Reading

[ Science

[ Theatre

™ Visual Arts

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 Coursesand 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 Coursehst, no
other subjects can be checked.

The Core Content Courseteature is designed to be used for two purposes only:
9 Check the courses taught by a teacher who comes to the tool from the S-275

1 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 Readingonly 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:
1 Certification and Endorsements
1 Employment
1 Test Results
1 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 Programwill 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 H@ox how and when
the teacher will meet the ESEA HQT requirements (see page 29 for more information).

su: T hg Contant Arna

A4r i (CEDARS)
 Enralled in an Alternative
Route to Cest Frogram
B SpEd
B Courses
. Sr. High School
Visual Arts:
art
Art - Advanced

High School
Mon-Core Cantent:
Nawigatienidl

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 H@ox 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

1
1
1 Passthe WEST B
9 Pass the WEST E in Special Education
1

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 Teaches

HQ Content Area Route Grade Level [ —
K““mc (CECARS) [Mathematics =] [Points Rased HOUSSE =] Al olC €¥ ol el [10/30/2008 & —
B spEd @ : [English/Language arts =] [Points Dased HOUSSE =] Al Bl €F ol e [10/30/2008 &
;Kl] s ot [History =] [Points Based HOUSSE =] Al 8 cF ol el [ 4/20/2000 &

SpEd Endorsement -

I Mot IDEA HG [Reading =| [Points Based HOUSSE =| Al 8" W ol el [10/30/2008 &
B Courses [science =| [Points Based noussE =| Al 8 ¢ o €T [10/30/2008 &
E:f‘ﬁ::lﬂ:ﬂlﬂdltkml [I||-'|||l.||_"|.-||.||:|.-.||.-.I'||I'. j |'|...|:-..._..:_....,-| j Al B el oF El lm
Hath &
M 7 T 1g Content Area

29. Below the name of each certificated staff member is the @ SpEdicon. 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:

1 How the teacher meets IDEA certification requirements, or

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

9 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 ScheduleClasses

HQ Content Area oute Grade Level Effective Date
BRE? [Mathamatics =] [Endorsemen t =] ar ol € oF eF [ 12714/2010
< BSE (5-278)
B SpEd : ; [Theatre =l [endorsement =] Ar 8 cF ol el [ 121472010

B Core Conbent Courses T 1 Content Area
I Civics f Gowernment

M Dance

M Econemics

[T Elementary Curriculum
7 EmglishfLangsage Arts
™ Forsign (world) Languages
[ Geography

™ History

M Hathematics

[ Husic

™ Reading

[™ Science

™ Theatre

™ Wisual Arts

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 Courselutton has
been provided below the m SpEdicon. 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 withBlock Schedules If the teacher is assigned to teach more than one content
area during a block class or class period, click on the Core Cornient Coursesutton (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@pr....box will appear (see page 29
for more information). Complete the box explaining how and when the teacher will meet the
ESEA HQT requirements.
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Inputting HQT Data
Inputting Data — Content Area, Route, Grade Level and Effectie 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
thisdatatover i fy the teacher’s HQ status.

HQ Content Area

Not HQ for English/Language Arts
T Exempt Action(s) to become HQ for English/Language Arts Program
|SEIEEI: a Program j

[T Specialist ;I
[

200 more characters allowed

|FI:—~|||»:—=.|11r:r',r Curriculum d IRI:H»:-' Test d AlC el clC DT ET 11/17/2007

HQ Content Area

32. The HQ Content Area, Route, Grade Leawvel Effective Datan the navigation bar pertains
only to adding a HQ Content Areaand the Routetaken to achieve said designation.

1 HQ Content Areacontains a drop down list of 14 content areas for which a teacher
may be highly qualified to teach.

1 Routeisa 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 endorsementroute is not available to district personnel to add; it can only be
assigned by OSPI’s Certification office.

9 Grade Levelefers 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

i Effective Dat 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.

HQ Content Area

M. |St_ier1r_e j IEllduraelllenl j
3. (CED&RS) A
SpEd [Select a Subject
B Courses Select a Subject
carmichael Middle School Civics/Government
Science: Dance
Science 8 Economics
Elementary Curriculum
J English/Language Arts
2 (CEDARS) S Foreign (world) Languages
@ SpEd Geography
B Courses History
Mathematics
Si ¥ Music |Lnd0rscmcnl LJ
4 (CEDARS) O Reading
B spEd Science Im"“"’ Test j
B Courses Theatre
Visual Arts

Effective Date
AC B[O C[C DI¥ EW 7/16/1998

A B[M ™ o™ ET @

AC B[O c¥ D[C E[C 8/17/2011

AlC B[ c= p[” ETT 6/4/2011

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

34. Click on the Routethe 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.

HOQ Content Area
M |St_iunt_e | IEIIdDthIIIeHl =]
3 (CEDARS) 4
@ Sped [Mathematics =] [selectaRoute =
B Courses [Select a Route i
carmichael Middle School @EIZE® Hg Content Area Academic Major
Science: Coursework Equivalent to Major
Science 8 Graduate Degree
Points Based HOUSSE
] HQ Content Area National Board Certification
2 (cEDaRs) State Test
B SpEd
M Courses

Effective Date

A B[O c[ Dlv EW 7/16/1998 -

Al BN ¢l bI™ EI @
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Inputting HQT Data — Teacher ard Course Information - Adding a HQ Content Area

HQ Content Area Grade Level Effective Date

M. : |St_il-_'r1r_+_- _j IEIIIJUI'h(-_’IIL!-_’I]l j AlC B c[C PV ERF 7/16/1998
: (CEDaRs)
8 Sped [mathematics Bl Points Based HOUSSE - |.«r- Bl c oM El | | ®
H Courses —
carmichael Middle School HO Contant Area
Science:
Science &
g HQ Content Area
2 (CEDARS) L
@ SpEd
H Courses

35. Mark the Grade Levelat which the teacher is deemed HQ and enter the Effective Datehe
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 S next to the Effective Dag
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.

e —
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Inputting HQT Data — Teacher and Course Information- Action(s) to become HQ

SHARLA m HQ Content Area

294 Q

[+]

E SpEd Action(s) to become HQ for Elementary Curriculum Program O F

Courses ] E
The teacher will pass the Elementary Ed WEST E by Select a Program Il c

MARY m HQ Content Area

361 Q

SpEd Action(s) to become HQ for Elementary Curriculum Program (L

Courses v :
Select a Program | ¥ | C

200 more characters allowed

the end of the 2010-11 school year.

115 more characters allowed

200 more characters allowed

37.

38.

39.

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.

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.

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 Savebutton.

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 SISICEDARS personnel to remove or correct teacher/course informatian

40. If the teacher is not highly qualified, complete the Actions to become HQ@ox 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 Informationcont.— HQT Exempt

s |Elemenl.ar\r Curriculum = |Doim_f. Baced HOUSSE | Al BI¥ ClC D[C ElC I 5/11/2006 @
2 (CEDARS)
Bl SpEd & @I HQ content Area
[T K12 Unendorsed Cert ——
[ spEd Endorsement Mot HQ for Mathematics
™ Not IDEA HQ ¥ Exempt
Core Content Courses " Specialist
Courses
Mot HQ for Reading
W Exempt
[T Spedialist

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:
9 aspecial education teacher serving in a consultative role
9 an ELL teacher providing only supplemental instruction related to the acquisition of
the English language
9 ageneral 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 Informationcont. — Specialist

JE : |Music =l |End0rsement | Ar e c¥ ol” elN lm
2 (CEDARS) 4
SpEd m HQ Content Area

Courses

Not HQ for Elementary Curriculum
T Exempt

¥ Specialist

42. The Specialistbox 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 Specialistbox 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 Bporting— 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

Lagal
Admin

Search | Applications | Test Scores | Fingerprints| | HQT || NBCT | Reports

Richland Schoaol District (03400) Reports Upload

Paraeducators as of (need a date here), 2010

How many Title I funded paras waork in Title I Targeted Assistance buildings?l 37
How many paras assist with instruction in Title I Schoolwide buildings? I 37

Of these, how many meet the Title I requirements? I 37

[_save_ -}

> Privacy Policy > Disclaimer > Customer Support: 1.800.725.4311  @©Copyright 2004

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

45. The Paraeducatorscreen collects information on paraeducators working in Title |
schoolsonly. 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 | paraeducators assisting with instruction in reading, writing, and math
in:

9 Targeted assistance buildings
1 Schoolwide buildings

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

48. Click on the Savebutton to save the data.
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Viewing Reports

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

SHINGT ORI = electronic
mpl 2;?1?:.:: n:.sl:r'er.’ncmn | Certi ica tion @ ’ 4

Admin
Personnel
Search | applications | Test Scores | Fingerprints | HQT | NBCT | Reports |
Richland School District (02400) | Chief Joseph Middle School (2785) | Paraeducator | | Reports || Upload |
Status Federal Para Ed | Class Count | NHQ | HQT % | Subject Count ”
A
School District: |AII [:I
School Year: [2010-2011 ]
Submit

Reports Tab— Federal

Search | Applications || Test Scores | Fingerprints | HQT | NBCT | Reports |

Richland School District (03400) | Chief Joseph Middle School (2785) | Paraeducator | Reports || upload |
e

Status| | Federal || ParaEd | Class Count | NHQ | HQT % | Subject Count |

School District: | Richland School District (03400) M
School Year: | 2010-2011 [v|
4 4 l:l of1 P Pl | 100% M | | Find | Next Select a format M Export B
For School Year 2010-2011 a/82011

Building(s) Complete: 13 out of 17

00 pe = 0 Q G Q Average g Q 0 0

All Bchools 2,432 29 2,403 988 107 515 319 521 488 33
All Elementary

Schools 254 0 254 100.0 107 515 346 234 230 4
High Poverty

Elementary Schools 82 0 a2 100.0 451 515 50.3 T2 T2 0
Low Poverty

Elementary Schools 98 0 98 100.0 107 236 15.8 a9 a7 2
All Secondary

w 1 [
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Reports Tab— Federal cont.

49. To view a report of the district information, click on the Reportstab. The Reportstab
will make available the following reports:

1 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

NGT

s TATE ‘

WASHI OMN 5§ .
Office of Superintendent ele CE-FDJ_'NC - m ®
OSPI &z Certification w 4 Home  Help

Admin

Personnel

Search | Applications | Test Scores | Fingerprints | HQT | NBCT | Reports |

Richland School District (03400) | Paraeducator| | Reports || Upload |
Status | Federal || ParaEd || Class Count | NHQ | HQT % | Subject Count |
e

School Year: [2010-2011 [v|

50. The Para Edreport 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

Richland Schoal District (03400) | Paraeducator ||| Reports || Upload |

Status | Federal | Parakd || Class Count || nHQ | HQT % | Subject Count |

School District: |chh|and School District {03400) M
School Year: | 2010-2011 |~
4 4 1 of 1 R Find | Next | Select a format [il Export E|

eCertification HQT Class Count Report
Richland School District (03400) Submitted: Mo
For School Year 2010-2011

Building(s) Complete: 13 out of 17

Session1  Session1 Session 2 Session 2 Session3 Session 3 Sessi

Session 1 Classes Percent Session2  Classes Percent Session3  Classes Percent Session4  Clasg
Classes Not HG Hot HQ Classes Not HQ Not HG Classes Hot HQ Not HQ Classes Not |

Badger Mountain 38 0 0

Elementary (4060}

Carmichael Middle 193 4 2.07 50 3 ]

School (2721)

Chief Joseph Middle 168 2 1.19 47 2 4.26 2 0 0
School (2785)

Enterprise Middle 174 1 057 40 0 0

School (3926)

51. The Class Counteport 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
CEDARSTerm Dates box.
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Reports Tab— NHQ

1in

sonnel

arch | Applications | Test Scores | Fingerprints | HQT | NBCT | Reports |

Richland Schoal District (03400) | Jefferson Elementary (2642) | Paraeducator | Reports | Upload |

Status | Federal | ParaEd | Class Count|| NHQ || HQT % | Subject Count |

School District: |chh|and School District (03400} M

school Year: |2010-2011 ||

Submit
4 4 |1 of1 [ [l Find | Next | Select a format M Export (3
Certification Classes

School District Number Building Grade Level Program Subject Taught Actions for Teacher
Richland School 2B85636G Carmichael Middle Middle/High |General Ed | Theatre 1|Take the WEST-E for Theatre Arts.
District (03400) School (2721)
Richland School 296692G Carmichael Middle Middle/High |General Ed |History 3| Will accumulate required HOUSSE poin
District (03400) School (2721) the 2010-2011 school year.
Richland School 385585E Carmichael Middle Middle/High |General Ed |History 3| Currently enrolled in History course.
District (03400) School (2721)

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%

Admin

Personnel

Search | Applications | Test Scores | Fingerprints | HOT | nNBCT | Reports |

Richland School District (03400) | Paraeducator ||L Reports || upload |

Status | Federal | ParaEd | Class Count | NHQ|| HQT % || Subject Count |
| —
School Year: [2010-2011 [v]|

4 4 of 0 | = Find | Next Select a format [il Export @

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

Search | Applications | Test Scores | Fingerprints | HQT | NBCT | Reports |
District | | Reports | |Upload |
Status | Federal | ParaEd | Class Count | NHQ | HQT %] | Subject Count |
R
School District: IchhIand School District (03400) j
School Year: |2010—2011 'I
M 4 [ of2 b bl | 100% = Find | Next | Select a format =] Export E1]
eCertification HQT Subject Area Class Count Report Page 1 of 2
Richland School District (03400) 8:49:52 AM
For School Year 2010-2011 5/20/2011
Non-HQT
Non-HQT Classes by Classes by
School Classes Classes Subject Area Subject Subject
Richland High 718 8| Civics/Government 33 0
School (3511)
Hanford High School 630 1| Civics/Government 29 0
(3833)
Rivers Edge High 178 0 |Civics/Government 18 0
School (4295)
Richland High 718 & |Economics 2 0
Srhnnl (3R111

54. Subject Counfprovides the information below for each building in the selected school
district list.

9 The total number of classes.

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

9 The subject areas taught at each building.

9 The total number of classes by subject area.

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

S n "= NS L.
ie rver | c E.I"tl flcatl on w ’ Home Help Feedback

Logout »
n

pnnel

h | TestScores | HQT | NBCT

anger School District (39204) Paraeducator Reports Upload

HQT | Non-HQT

Upload a list of teachers who meet HQT qualifications... Specifications ~ Template

File: @ word Excel
7 por

55. The Uploadtab 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. Specificationsfor 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.

@] UploadHQTExcelTemplate[l] [Compatibility Mode]
A B G D E F G H 1 ] K L M N o} P Q
Coun% Di Teacher C Content A Route Grade Lev Grade Lev Grade Lev Grade Lev Grade Lev Effective Date
]

1
2
3
4
5
6
7
8

9
10
11
12
13
14
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Appendix 1 - Adjusting the Browser Settings

EI=]E

¢= Login - Windows Internet Explorer

6\:} = | @] nttpijitstoweboda st ospik12.wa. usfLogin. aspeReturnUn=%2FAps 2y Applications. aspx = [#2] [ [Live search |[2]-

File  Edit “ew Favorikes Tools Help

P & [ @@Lagin ] - B dh v Erpese - |ER

1

Delete Brovesing History...

AG MM e G e v
‘Office of Superintendent | - -

OSPI of Putic instruction - Pop-up Blocker 3
Phishing Filter 3
Manage Add-ons >
whork Offline
‘windoves Update
Full Screen Fi1

Please type your username and password to login.
v Menu Bar

Toolbars 3

Username: I

windows Messenger

Password: I

Login _

Eorgot vour password? ==

= Privacy Policy > Diselsimer = Clstormer Supporti 1.800.725.4311 ©Copyright 2004
&P nternst #1009 v

Search Desktop \ =)

72 start mE&EC @A

e

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

K= Login -

Windows Internet Explorer

@_.\:;r + | 2] hetp:tstwebia. st ospi.k1 2. wa s Login, aspxRetumil=452F Apps2 My Applications. asps

)| [#2] [%¢] [Live search

File  Edit

Wiew Favorikes  Tools  Help

& &

Home:

Tabs

Internet Options
g
Browsing history

Iy Delete temporary fles, history, cookiss, saved passiords,

Search

p Change search defaults. Settings

= Change how webpages are displaved in Settings
Ej tabs,

Appearance

& Login l_l

- 8

- [ Page - OF Tadks -+

RIx

page

To create home page tabs, type each address on its own line.

[_use current ] [ use default ] [ useblank

and web form infarmation,

[

Colors | [ Longuages | [ Fonts | [ accessibilty |

-DS ,

Ime and password to login.

éps @ =

Home

= Privacy Policy = Diisclaimer

% Customer Support: 1.800.725.:4311 ©Copyright 2004

Help  Feedback

Print Friendly i

"4 start

CFfEODEECSEO Sz, -~ BN T Tr. 2% Ac...

€ 1nternet

Search Deskiop

=

F100% v

&% ® zoopm

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 cat.

¢~ Login - Windows Internet Explorer

5{‘_; + | ] https/ftst-webO4a.tst.ospi k12, wa.us{Login aspx7Returnliri="s2f Apps22fMyApplications . aspx

| [#2] [¢] [Live searcn

File

Edit  View Favorites Tools  Help

T oy [@Lugm

Internet Options

- B - o - [FPage - EToos v

dos @

Home Help  Feedback
il Temporary Internet Files and History Settings Print Friendly &=
Temporary Internet Files me and password to login.
Internst Explorer stores copies of webpages, images, and media
for Faster viewing later.
Check For newer versions of stored pages:
(%) Every time T wisit the webpage
Bl () Ewery time I start Internet Explorer
() Automatically
O Mever
Disk space to use (8 - 1024MB): 1024 %
5 (Recommended: 50 - 250ME)
Current lacation:
€:yDocuments and Settingsibrad. andrewsiLocal
Settings|\Temparary Inkernet Files)
T
[ tiowe Falder... | [ wiewobiects | [ viewfies
A History:
Specify how many days Inkernet Explorer should save the list
of websites you have visied.
Days to keep pages in history: 2 ¥
|| |
= Privacy Policy & Disclaimer = Costomér Supporti 1.800.725.4311  ©Copyright 2004
€D Internst # 0% v
4 start P ) BECB Zen. - Bn. T o A

Seaich Desktop

B T &ELIE® ziipm

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 |

visit the webpage.' Click OK.
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