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Title I of the federal No Child Left Behind legislation provides funds to improve achievement of low-performing students in schools with high concentrations of poverty.
5% TITLE I SETASIDE TO HELP STAFF BECOME HIGHLY QUALIFIED

Revised June 2007

Title I schools are required by federal law to set aside 5% of their total Title I allocations to help teachers become highly qualified as defined by No Child Left Behind (NCLB).  The goal is to enhance teacher skills and move toward full compliance with the NCLB requirement that all core subject teachers be Highly Qualified (HQ).  Core subjects are defined by NCLB as English, reading, language arts, mathematics, sciences, social studies, foreign languages, and the arts, which consist of art, dance, music, theater, speech (public speaking) and drama.
Each Title I school is responsible for identifying teachers who are not HQ, offering these staff opportunities to meet the HQ requirement, and documenting compliance.


The 5% setaside may be used to support the following:

· External professional development and undergraduate/graduate tuition to successfully complete HOUSSE for teachers engaged in incidental teaching

· At principal’s discretion, tuition reimbursement for the initial credits and Content Specialty Test needed to obtain a Supplemental Certificate in a shortage area.  These are prerequisites to the Department’s Conversion Program leading to full initial certification.

· At principal’s discretion, tuition reimbursement for the initial credits and Content Specialty Test needed to obtain a Supplemental Certificate in a Core Subject non-shortage area.

· At principal’s discretion, tuition reimbursement for teachers with a Supplemental Certificate in a non-shortage area for a program leading to full initial certification.
This document explains how to identify teachers who are not HQ, the options to make available to them, guidelines for tuition reimbursement, and steps needed to document compliance.

IDENTIFYING STAFF WHO ARE NOT HQ
In New York City, NCLB teacher quality is assessed by the degree to which teachers are assigned to core-subject-area classes consistent with their certification area as measured by the BEDS Survey schools fill out each year.  Should teachers appear on the reports generated from this Survey as "Not Teaching in Certification Area,” the designation is equivalent to "Not Highly Qualified" under NCLB.
This spring, principals received reports detailing the teacher certification status and assignment data for each teacher in their school included in the BEDS survey.  These reports, which were regularly updated and sent to the principal via electronic mail, also indicated whether each teacher’s assignment was consistent with their certification subject area.

Working with their respective Division of Human Resources (HR) Liaison, principals can use these reports to identify which of their teachers are teaching out of their certification area and need to take further action.  Working with the Human Resources Assistants/Certification Specialists (HRAs) assigned to each regional office, an appropriate course of action leading toward becoming HQ can be developed and initiated for each identified teacher.
ACTIONS/PATHWAYS
Principals can choose from a number of possible actions/pathways in order to assist their non-HQ teachers to become HQ.  These include:
Reassign teachers to classes consistent with their certification subject area
This is an essential no-cost first step that should be explored and initiated whenever possible.  When the class schedule permits, the ideal option is always to assign a teacher to the certification field they already hold.  When the schedule does not permit such an assignment, the Title I setaside funding can support the requirement that the teacher becomes HQ in the core subject to which they are assigned. 
Assist teachers in demonstrating subject matter competency through HOUSSE

Teachers are permitted through Incidental Teaching to teach up to 5 periods per week outside of their certification area.  Teachers must demonstrate subject matter competency through HOUSSE for the Incidental Teaching class taught.  Additionally, Common Branches teachers may teach mathematics, science, social studies, or English in grades 7 or 8 as part of the Experiment in Middle School Education, and must also demonstrate subject matter competency via HOUSSE for each Common Branches subject taught in a middle school.  With a principal-approved plan developed with the assistance of the HR Liaison and Assistant, Title I setaside funds can be used to reimburse teachers who complete appropriate coursework and/or professional development or obtain a passing grade on a CST corresponding to the Incidental Teaching or Middle School assignment.
Supplemental Certification for shortage areas (Conversion Program)
The NY State Education Department (SED) offers a Supplemental Certificate to eligible teachers who already hold one NY State certification and would like to gain an additional certification.  Eligibility for a Supplemental Certificate consists of 12 credits in the Supplemental Certificate subject area (9 credits for Students with Disabilities) and a passing grade on the corresponding Content Specialty Test (CST).  Once a teacher has obtained a Supplemental Certificate, they are required to complete all requirements towards full, initial certification within three years.
The NYC Department of Education has created a Conversion Program whereby teachers already certified in a non-shortage area who have completed the requisite CST and credits to obtain a Supplemental Certificate in a shortage area could be reimbursed for the cost of the CST exam and remaining coursework at the prevailing CUNY per credit rate (currently $270).  Reimbursement for the cost of this program is provided by the Department of Education.

Teachers interested in adding a Supplemental Certificate to become HQ in a core subject designated as a shortage field may contact the DHR Office of Recruitment at 718.935.3868 or nycconversion@nycboe.net.  
Please note: Teachers wishing to add an additional certification in a non-shortage area are NOT eligible for reimbursement through the DOE’s Conversion Program.
Teachers who do not meet the minimum eligibility for the Conversion Program
At the principal’s discretion, teachers who could become HQ through the conversion program but have not yet met requirements for Supplemental Certification can be assisted with Title I setaside funds to meet the minimum 12-credit and CST requirements.  Teachers wishing to complete the requirements for a Supplemental Certificate must first meet with an HRA to develop an educational plan detailing courses required to meet minimum eligibility.  This plan will ensure that funding is appropriately spent, and that teachers submit an educational plan to principals as an on-going guideline for tracking tuition reimbursement and certification progress towards meeting minimum eligibility for acceptance into the Conversion Program.  Working from a principal-approved plan developed with the assistance of the HR Liaison and regionally based HRAs, Title I setaside funds are used for reimbursement.
Teachers who seek a Supplemental Certificate in a non-shortage area
Teachers applying for any Supplemental Certificate in a non-shortage area are NOT eligible for acceptance into the Conversion Program.  However, at the principal’s discretion, Title I HQ setaside funds can be used to assist teachers to obtain a Supplemental Certificate in non-shortage, core subject areas in order to meet all required credits.  Principals should make their decisions based on the needs identified in comprehensive educational plan.  As with Supplementary Certification in a shortage area, teachers must first meet with an HRA to develop an educational plan detailing all courses required for certification and reimbursement.  This plan must be submitted to principals and used as a guideline for tracking tuition reimbursement and progress toward completion of both the minimum eligibility requirements for the Supplemental Certificate (12 credits and CST) and for the completion of all remaining requirements for full, initial certification.  Working from a principal-approved plan developed with the assistance of the HR Liaison and HRAS, Title I setaside funds are used for reimbursement.
USING AND ACCOUNTING FOR THE REQUIRED HQ 5% SETASIDE
Tuition Reimbursement

To become certified, teachers must take approved college coursework.  The 5% Title I HQ setaside is used to reimburse non-HQ teachers under the following conditions:
1. Coursework must be approved by the Division of Human Resources (HRA) in writing and included in a teacher’s educational plan maintained on file at the school.
2. The school must keep a file of all teachers receiving tuition reimbursement and a record of pre-approved credits. 
3. Tuition reimbursement can only be paid upon proof of the teacher’s successful completion of the coursework (i.e., a passing grade).

4. Maximum tuition reimbursement is made at the CUNY rate (currently $270 per credit, but subject to change based on prevailing rates). 
5. Tuition reimbursement must be processed at the school using standard SIPPs (Imprest Forms) with the required documentation attached (transcript showing the courses completed and invoice from the college showing tuition paid for the courses). In the section titled, "Brief Description of Items/Services Purchased," indicate the college attended, course numbers and titles, and dates when taken.  In the section labeled, "Reason/Justification for Purchase," indicate "To meet NCLB Highly Qualified Requirement (Title I 5% Setaside)".
Nonallowable Costs
Title 1 setaside funds may not be used for:

· travel, lodging, or food expenses associated with coursework

· paying more than the CUNY rate per credit for coursework
· paying tuition for teachers who are working on requirements that lead to permanent certification in the subjects for which they are already highly qualified

Documenting Compliance
Title I is federal funding subject to review and audit.  Schools are required to retain the following documentation related to the 5% setaside:
· BEDS survey results

· Evidence that all non-HQ teachers have been alerted to their status, encouraged either to complete HOUSSE or meet with a DHR representative, and offered support to become HQ.
· Documentation described above related to tuition reimbursement

· Documentation of reimbursement for external professional development

What If 5% Of Funds Is Not Needed For HQ?
There are two circumstances in which a school may not be able to fully use the 5% setaside:

· All teachers of core subjects are already highly qualified.  The school must be able to use BEDS data to substantiate this claim.

· All non-HQ staff have been identified and offered opportunities in good faith to become HQ.  Either these opportunities have no cost to the school or individuals have declined to take advantage of the opportunities.  The school must be able to document that it has identified, notified, and counseled these staff on options for becoming HQ.  The school may set a deadline of two months for staff response.
In these cases, and only these cases, the school may use the remaining funds to support high quality professional development, that is, add these funds to the Title I 10% professional development setaside required of each Title I school.
FURTHER ASSISTANCE

For assistance with determining the status of your teachers and their progress toward 100% HQ, please contact your HR Liaison or the HR Assistant.
For further assistance with calculating the 5% setaside, determining allowable costs, or redirecting unneeded 5% setaside funds, contact your senior grants officer (SGO).
� HOUSSE – High Objective Uniform State Standard of Evaluation.  A rubric developed by SED where teachers can demonstrate subject matter competency through a point system based upon education and credentials, professional development and experience.  The HOUSSE option is authorized by NCLB.
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