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Newly	  Hired	  Teachers:	  
	  

1. Each	  newly	  hired	  teacher	  will	  complete	  the	  following	  HQT	  forms,	  related	  to	  their	  
teaching	  assignment:	  

• Form	  1:	  	  Elementary	  Teacher	  and	  Elementary	  Special	  education	  Teacher;	  or	  	  
• Form	  2:	  	  Middle/Secondary	  Teacher	  and	  Middle/Secondary	  Special	  education	  

Teacher;	  or	  
• Form	  3:	  K-‐12	  Content	  Area	  Teacher	  (visual	  and	  Performing	  Arts,	  foreign	  

Language,	  ESL,	  Bilingual,	  and	  Alternative	  Education)	  
• Title	  1	  or	  Non-‐Title	  1	  Statement	  of	  Assurance*	  
• HOUSSE	  Rubric	  (if	  eligible**)	  
• HQT	  Plan	  to	  Become	  Fully	  Certified	  (if	  necessary)	  
• Maine	  HQT	  Action	  Plan	  (If	  necessary)	  
• HQT	  Verification	  Form	  (once	  HQT	  status	  has	  been	  established/verified)	  

	  
2. 	  All	  forms	  will	  be	  signed	  by	  the	  school	  or	  district	  HQT	  Officials,	  Joyce	  Foley	  and	  Greg	  

Bartlett.	  
3. 	  Files	  will	  be	  housed	  in	  Hawthorne	  School	  and	  maintained	  by	  Greg	  Bartlett.	  	  
	  
*According	  to	  federal	  requirements,	  teachers	  who	  are	  hired	  after	  the	  first	  day	  of	  the	  2002-‐
2003	  school	  year	  and	  who	  will	  be	  teaching	  in	  programs	  supported	  with	  Title	  I	  funds	  must	  be	  
“Highly	  Qualified”	  at	  the	  time	  of	  hire.	  
	  
Letter	  or	  notice	  must	  be	  sent	  to	  parents	  in	  any	  Title	  IA	  school	  (school-‐wide	  or	  targeted	  
assistance)	  if	  their	  child	  has	  been	  assigned	  to,	  or	  has	  been	  taught	  for	  four	  or	  more	  
consecutive	  weeks	  by,	  a	  teacher	  (or	  substitute	  teacher)	  who	  has	  not	  met	  the	  “Highly	  
Qualified”	  teacher	  requirements.	  
	  
**After	  August	  1,	  2012	  all	  teachers	  must	  adhere	  to	  restrictions	  on	  use	  of	  the	  HOUSSE	  Rubric	  
to	  demonstrate	  “Highly	  Qualified”	  status.	  	  The	  only	  allowed	  uses	  after	  this	  date	  will	  be:	  
	  
• secondary	  school	  teachers	  teaching	  multiple	  subjects	  in	  eligible	  rural	  school	  (who,	  if	  

highly	  qualified	  in	  at	  least	  one	  subject	  at	  the	  time	  of	  hire,	  may	  use	  HOUSSE	  to	  
demonstrate	  competence	  in	  additional	  subjects	  within	  three	  users);	  and	  

• those	  special	  education	  teachers	  teaching	  multiple	  subjects	  (who,	  if	  they	  are	  new	  to	  the	  
profession	  and	  highly	  qualified	  in	  language	  arts,	  mathematics,	  or	  science	  at	  the	  time	  of	  
hire,	  may	  use	  HOUSSE	  to	  demonstrate	  competence	  in	  additional	  subjects	  within	  two	  
years);	  and	  	  

• teachers	  who	  come	  to	  the	  United	  States	  from	  other	  countries	  to	  teach	  on	  a	  temporary	  
basis	  will	  also	  be	  eligible	  to	  use	  HOUSSE.	  
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Veteran	  Teachers	  
	  
1. 	  All	  current	  teachers	  will	  have	  the	  appropriate	  HQT	  forms	  completed	  and	  on	  file	  with	  

Human	  Resources.	  	  All	  forms	  must	  be	  signed	  by	  the	  school	  or	  district	  HQT	  Official,	  Greg	  
Bartlett.	  
	  
Each	  file	  will	  contain:	  
• Appropriate	  HQT	  Identification	  Form	  1,	  2	  or	  3	  
• Title	  I	  or	  Non-‐Title	  I	  Statement	  of	  Assurance*	  
• HQT	  Plan	  to	  Become	  a	  Fully	  Certified	  Teacher	  (if	  needed)	  
• Maine	  HQT	  Action	  Statement	  (if	  needed)	  
• HOUSSE	  Rubric	  (if	  eligible**)	  
• HQT	  Teacher	  verification	  Form	  

	  	  	  	  	  	  	  	  	  	  Files	  may	  also	  contain:	  
• Copies	  of	  college	  transcripts	  (need	  not	  be	  official)	  
• Copies	  of	  score	  reports	  for	  Praxis	  II	  
• Copies	  of	  National	  Board	  Certificate	  (s)	  
• Copies	  of	  Maine	  teaching	  certificates/endorsements	  
• Acknowledgements	  of	  participation	  

2. 	  Files	  will	  be	  house	  in	  Hawthorne	  School	  and	  maintained	  by	  Greg	  Bartlett.	  
	  
*Teachers	  who	  were	  working	  in	  programs	  supported	  with	  Title	  I	  funds	  (school-‐wide	  or	  targeted	  
assistance)	  prior	  to	  the	  start	  of	  the	  2002-‐2003	  school	  year	  or	  teachers	  who	  are	  transferring	  to	  
such	  programs	  from	  within	  their	  district	  will	  have	  until	  August	  31,	  2006	  to	  satisfy	  the	  definition	  
of	  a	  “Highly	  Qualified”	  Teacher.	  
	  
Letter	  or	  notice	  must	  be	  sent	  to	  parents	  in	  any	  Title	  IA	  school	  (school-‐wide	  or	  targeted	  
assistance)	  if	  their	  child	  has	  been	  assigned	  to,	  or	  has	  been	  taught	  for	  four	  or	  more	  consecutive	  
weeks	  by,	  a	  teacher	  (or	  substitute	  teacher)	  who	  has	  not	  met	  the	  “Highly	  Qualified”	  teacher	  
requirements.	  	  
	  
**After	  August	  1,	  2012	  all	  teachers	  must	  adhere	  to	  restrictions	  on	  use	  of	  the	  HOUSSE	  Rubric	  to	  
demonstrate	  “Highly	  Qualified”	  status.	  	  The	  allowed	  uses	  after	  this	  date	  will	  be:	  

• secondary	  school	  teachers	  teaching	  multiple	  subjects	  in	  eligible	  rural	  school	  (who,	  if	  
highly	  qualified	  in	  at	  least	  one	  subject	  at	  the	  time	  of	  hire,	  may	  use	  HOUSSE	  to	  
demonstrate	  competence	  in	  additional	  subjects	  within	  three	  years);	  and	  

• those	  special	  education	  teachers	  teaching	  multiple	  subjects	  (who,	  if	  they	  are	  new	  to	  
the	  professional	  and	  highly	  qualified	  in	  language	  arts,	  mathematics,	  or	  science	  at	  the	  
time	  of	  hire,	  may	  use	  HOUSSE	  to	  demonstrate	  competence	  in	  additional	  subjects	  
within	  two	  years).	  

• Teachers	  who	  come	  to	  the	  United	  States	  from	  other	  countries	  to	  teach	  on	  a	  temporary	  
basis	  will	  also	  be	  eligible	  to	  use	  HOUSSE.	  
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Instructions:	  
	  

1. 	  Copies	  of	  all	  HQT	  forms	  will	  be	  provided	  to	  the	  teacher	  for	  personal	  records.	  
	  

2. 	  If	  a	  teacher	  is	  reassigned	  to	  a	  different	  grade	  level	  or	  core	  academic	  subject,	  the	  
school	  or	  district	  HQT	  Official,	  Greg	  Bartlett	  will	  determine	  if	  the	  teacher	  is	  subject	  
to	  new	  HQT	  requirements.	  	  If	  needed,	  the	  HQT	  Official	  will	  contact	  the	  teacher	  to	  
obtain	  new	  documentation	  and/or	  establish	  a	  Maine	  HQT	  Action	  Statement.	  	  Once	  
the	  new	  HQT	  status	  has	  been	  determined	  or	  requirements	  met,	  an	  updated	  HQT	  
Teacher	  Verification	  form	  will	  be	  signed	  by	  the	  HQT	  Official	  and	  added	  to	  the	  
teacher’s	  file	  in	  Hawthorne	  School,	  to	  be	  maintained	  by	  Greg	  Bartlett.	  

	  
3. If	  an	  HQT	  Plan	  to	  Become	  a	  fully	  Certified	  Teacher	  or	  a	  Maine	  HQT	  Action	  Statement	  

is	  completed	  for	  a	  teacher,	  the	  school	  or	  district	  HQT	  Official	  Greg	  Bartlett	  will	  
monitor	  that	  teacher’s	  progress	  toward	  satisfying	  HQT	  requirements.	  

	  
4. 	  The	  school	  or	  district	  HQT	  Official	  Greg	  Bartlett	  will	  send	  a	  letter	  or	  notice	  to	  

parents	  in	  any	  district	  Title	  IA	  school(s)	  if	  their	  child	  has	  been	  assigned,	  or	  has	  been	  
taught	  for	  four	  or	  more	  consecutive	  weeks	  by,	  a	  teacher	  who	  has	  not	  met	  the	  
“Highly	  Qualified”	  requirements.	  

	  
5. 	  A	  record	  of	  current	  HQT	  status	  of	  all	  teachers	  in	  the	  district	  will	  be	  created	  and	  

updated	  annually	  by	  Greg	  Bartlett.	  
	  
6. When	  due	  annually,	  Greg	  Bartlett,	  HQT	  Official	  will	  complete	  the	  HQT	  survey	  for	  all	  

district	  schools	  and	  submit	  the	  data	  to	  the	  Maine	  Educational	  Data	  Management	  
System	  (MEDMS).	  

	  


