M E M O R A N D U M

TO:

The Education Professional Standards Board

FROM:
Phillip S. Rogers, Executive Director
DATE:
March 7, 2007
SUBJECT:
2007 Highly Qualified Teacher Reporting Tool 

The Highly Qualified Report tool is now available to assist you in complying with the NCLB reporting requirements. The deadline for reporting data is March 31, 2007. 

Information for Principals

Who at the school level has access to the Highly Qualified Report tool?

Those holding the following roles will have access to the school data entry pages of the Highly Qualified Report tool for their school(s):

· Principal

· Vice Principal

How do I access the Highly Qualified Report?

Go to the EPSB website at http://www.kyepsb.net/ and log in with your user ID and password. Once logged in, click on “Highly Qualified Report.” For information on creating a user ID or recovering your password, view the tutorials on the EPSB help page (http://www.kyepsb.net/help/) under “My Profile, User IDs and Passwords.” 

What must be performed at the school level?

Highly qualified status must be identified for every NCLB core content course reported on the 2006-2007 Spring LEAD report (see the EPSB “Identifying Highly Qualified Teachers” document at http://www.kyepsb.net/documents/NCLB/NCLBDEF9.doc). Once status is identified for every NCLB core content course, the final step is for the principal to digitally sign the report. A PowerPoint tutorial of all principal functionality is available at http://www.kyepsb.net/help/ under “Highly Qualified Report.”

Information for District Staff

Who in the district has access to the Highly Qualified Report tool?

District staff holding the following roles will have access to the district view of the Highly Qualified Report tool:

· Superintendent

· Assistant Superintendent

· Deputy Superintendent

· Directors of District Personnel

· LEAD coordinators 

How do I access the Highly Qualified Report?

Go to the EPSB website at http://www.kyepsb.net/ and log in with your user ID and password. Once logged in, click on “Highly Qualified Report.” For information on creating a user ID or recovering your password, view the tutorials on the EPSB help page (http://www.kyepsb.net/help/) under “My Profile, User IDs and Passwords.” 

What must be performed by the district?

The district is responsible for ensuring that all schools in the district have completed the report by March 31, 2007. A complete report has had highly qualified status marked for each course identified and has been digitally signed. A complete report will be identified as “HQR – Finalized” in the HQR Status column.

What functionality is available at the district level?

District staff can view HQ data reported by principals and also return signed reports to principals if necessary. A PowerPoint tutorial of all district functionality is available at http://www.kyepsb.net/help/ under “Highly Qualified Report.” 

Reference & Help Information

Highly Qualified Report PowerPoint tutorials & help documents: http://www.kyepsb.net/help/ 
EPSB NCLB website: http://kyepsb.net/nclb.asp 

Highly Qualified Calculator: https://wd.kyepsb.net/EPSB.WebApps/HQCalculator/default.aspx 

For questions relating to the determination of highly qualified status, contact Jaime Rice or Linda Bowker at the EPSB at 888-598-7667 or EPSBHQ@ky.gov
For questions relating to the use of the online Highly Qualified reporting tool, contact the EPSB Help Desk at 888-598-7667 or EPSBHelp@ky.gov. 

