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Individual Teacher Plan for Achieving Highly Qualified Teacher Status

LEA/Charter School Procedures 

For each core academic subject teacher not yet deemed Highly Qualified, the LEA or charter school must develop an individual plan.  The Individual Teacher Plan for Achieving Highly Qualified Teacher Status (Individual Teacher HQT Plan) must be jointly developed, as a written agreement between the teacher and the district, and describe specific actions scheduled to make the teacher Highly Qualified as soon as possible. 

Each district/ charter school shall establish its own administrative procedures for (1) scheduling meetings with teachers, (2) developing and securing commitments and signatures for teacher plans, and (3) periodically monitoring implementation progress. It is required, however, that the procedures provide for clear and direct communication between the district administrative office and each teacher for whom a plan will be developed.
The plan serves two purposes: (1) assist LEAs in helping teachers meet Highly Qualified teacher (HQT) requirements; and (2) assist LEAs in helping teachers who are not properly certified to meet full state certification.

The Individual Teacher HQT Plan must contain the following information:
1. A statement identifying the teacher’s certification and baccalaureate status.*
2. A statement indicating the teacher is not yet Highly Qualified. 

3. Identification of the option the teacher will use to achieve Highly Qualified teacher status.  
4. A description and timeline of teacher actions to become Highly Qualified.

5. A description and timeline of LEA’s actions to facilitate accomplishment of the Highly Qualified teacher requirements. The central office administrator responsible for working with the teacher.
6. A statement indicating the LEA’s understanding that the Department of Public Instruction (DPI) will provide technical assistance as necessary for district actions.

7. The date of the agreement and signatures of the LEA superintendent or his/her authorized designee and the teacher.

A sample of the Individual Teacher HQT Plan has been provided by DPI to assist LEAs/charters in meeting federal guidelines; however, the use of the provided form is not mandated.  LEAs/Charters may use another method to collect the data, but the chosen method must, at a minimum include the (7) required elements listed directly above.
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