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“Highly Qualified Teacher Survey” for State Baseline HQT Data 2006-2007 

 
 

DIRECTIONS FOR COMPLETING  
“THE HIGHLY QUALIFIED TEACHER SURVEY” 

 
INTRODUCTION 

 
*NOTE:  The actual “HQT” survey must be completed for each school in your district and 
submitted at the Superintendents level through the MEDMS database.  The worksheet copy of the 
survey is made available for your in-District convenience as a data collection tool. Go to: 

http://www.maine.gov/education/hqtp/forms.htm  

The final data is uploaded to the MEDMS electronic form, which combines certain sections of 
the worksheet form into automatically tallied columns. Thus the worksheet does not look exactly 
like the MEDMS form. We have keyed the sections to the columns to ease the translation from 
paper worksheet to the MEDMS form. 

 
The purpose of this survey is to provide baseline data for a performance goal of the No Child 
Left Behind Act (NCLB), which states that by 2005-2006, all students will be taught by highly 
qualified teachers.  Each state is required to collect baseline data and set annual targets for the 
percentage of classes being taught by “highly qualified” teachers, as defined in Section 9101(23) 
of NCLB. The U.S. Education Department has given States until the end of the 2006-2007 to 
meet the 100% goal. 
 
This school-based survey must be completed individually for each school (both Title I and non-
Title I) and then electronically entered into the MEDMS database and forwarded to the 
Department.  The survey form can be accessed in MEDMS at the superintendent level, in the 
drop down field under “FORMS.”  Select the action “HQT” form.  NOTE: this survey is for 
the 2006-2007 school year only.  Data for the 2007-2008 school year will be collected in 
April of 2008.  
 
Responses to the survey questions must pertain to the teachers’ teaching assignments during 
2006-2007. Please refer to (page 4) of these directions for the definition of teaching assignment.  
In addition, schools should report solely on teachers who provide direct instruction in the core 
academic areas, as defined on page 3 of this document.  Only teachers with primary 
responsibility for direct instruction (teachers of record) in the core content areas are required to 
satisfy the NCLB definition of a highly qualified teacher.  
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SCHOOLS 
 
To answer the survey questions, schools should use information gathered from the highly 
qualified teacher identification process conducted in 2005. More information on the process can 
be found in the Maine Model for Identifying Highly Qualified Teachers, available at 
http://www.maine.gov/education/hqtp/MaineModel.pdf  
Specifically, schools should refer to the Highly Qualified Teacher “Statement of Assurance” 
Statement Form, which was completed and signed by your teachers and a school official.   

LOCAL EDUCATION AGENCIES (LEAS) 
(All Public School Districts, including State Run Schools, and the Governor Baxter School 

for the Deaf) 
 
Once the forms are completed for each of your schools they must be transmitted to the Maine 
Department of Education. You must enter the data for each school into the MEDMS data system.  

 
GENERAL DIRECTIONS 

 
The survey is divided into four sections: 
 

• Section A: School Organization Information – This section is to be completed for each                         
school. 

• Section B: Elementary Schools - Self-contained, grades K-5, K-6, K-8, or K – 12. 
• Section C: Secondary Schools – Any combination of Middle/Jr. High/Secondary school, 

High School and/or vocational School 
 
Enter data in the school section(s) that correspond to the appropriate grade levels and 
organization(s) of your school.  Be sure to update each field for each new school that is 
entered.  
 
Schools that contain both elementary (self-contained) as well as middle/secondary school grades 
(departmentalized) must complete the B. Elementary School section for their elementary grade 
classes in self-contained classroom settings as well as the C. Secondary School section for their 
middle/secondary grade classes in departmentalized settings.  Schools that contain both middle 
grades and High School/vocational settings need only fill out Section C. and combine all of your 
class data.   
 
Based upon the school organization options that are checked in Section A., a School will be able 
to enter data for a particular school according to the appropriate grade levels and school settings 
that are contained within that school.  For instance, if b. K – 8 (combined 
elementary/middle/secondary) is checked off for a school, then the school will be able to 
complete section B. and section C. for that school. Please see School Organization in the section 
below for more information regarding the organizational structures of schools.  
 
There is one new question in this year’s survey. This question asks you to identify the total 
number of teachers (not classes) who met the NCLB definition of a “highly qualified” teacher by 
using the HOUSSE rubric. Please determine how many of your teachers in both the elementary 
and the secondary categories used the HOUSSE rubric to determine their “highly qualified” 
status. You will enter this data for both elementary and secondary teachers.  
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GLOSSARY 

 
CLASS  
A class is defined as an individual group of students.  In a self-contained setting, an elementary 
school teacher, teaches only one class of the same students throughout the school day/year.  In a 
departmentalized setting, a social studies middle school teacher, or a social studies high school 
teacher, for example, may teach as many as five or more different social studies classes 
throughout the school year, each class containing a different group of students.  Even though the 
social studies teacher may teach each of the five classes of students five times a week, the 
teacher still only teaches five social studies classes.  At the Elementary/secondary level if an art 
teacher has 10 different groups of students for art, each group is considered a class and should be 
counted as 10. 
 
CORE ACADEMIC SUBJECTS 
According to Section 9101 of NCLB, core academic subjects include English, reading or 
language arts, mathematics, science, foreign languages, civics and government, economics, 
history, geography, and the visual and performing arts. Only teachers with primary responsibility 
for direct instruction in these content areas must satisfy the federal definition of a highly 
qualified teacher. 
 
DIRECT INSTRUCTION 
Direct instruction occurs when the teacher provides the sole or primary instruction in the core 
academic subject(s).  Only “teachers of record” for core academic subject(s) must be reported in 
this survey.  This includes special education or basic skills replacement instruction. This does not 
include in-class support, pullout support, or support provided through an inclusion program.  
 
HIGHLY QUALIFIED TEACHER  

 
Note: For clarifications regarding “Highly Qualified Teachers”, schools should use information gathered 
from the highly qualified teacher identification process conducted during 2006. More information on the 
process can be found in the Maine Model for Identifying Highly Qualified Teachers, available at 
http://www.maine.gov/education/hqtp/MaineModel.pdf .  Information pertaining to the Maine  
 
HOUSSE RUBRIC GUIDANCE: Guidance may be found at 
http://www.maine.gov/education/edletrs/2006/ilet/06ilet152.htm 
 
 
HOUSE RUBRICS 
HOUSSE rubrics may be found at http://www.maine.gov/education/hqtp/HOUSSE-
Rubrics%20and%20Worksheets.pdf 
 

 
 
SCHOOL ORGANIZATION 
The most typical organizational structures in the state are as follows: 
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• Elementary Schools (K-5, K-6, or K-8) in which classes are self-contained and teachers provide 
instruction in the full range of content to a single class, all day; 

 
• Secondary Schools (5-8, 6-8, 7-8, 7-9 or 7-12, 9-12, or 10-12) in which classes are 

departmentalized and teachers provide instruction in one or more content areas to different 
classes of students throughout the day. This also applies to vocational school classes in which the 
core academic subjects are taught. 

 
TEACHERS - BASIC SKILLS 
Basic skills teachers provide pull out instruction in language arts literacy or mathematics. 
 
 
TEACHERS - K-12 CONTENT SPECIALIST 
Content specialists provide direct instruction in specific content areas such as music, art, science, 
reading, or world languages.  These teachers provide instruction in the specific content areas to more 
than one class of students.   They must satisfy the federal definition of a “highly qualified teacher” for 
the content areas that they teach.  In Maine, these teachers hold K-12 content area certificates in each of 
the subject areas they teach. 
 
TEACHERS - ESL 
ESL teachers provide daily support to students with limited English proficiency and may co-teach 
classes with a Language Arts Literacy instructor.  ESL teachers may also provide direct instruction in 
English, reading, or language arts, science or math. When ESL teachers provide direct instruction as the 
“teacher of record”, for a core academic subject area, they must satisfy the federal definition of a 
“highly qualified teacher” based on the grade level of the content/curriculum they teach rather than the 
chronological age of their students. 
 
 
TEACHING ASSIGNMENT 
A teaching assignment is the grade level and/or core academic subject area(s) being taught.  It is not the 
class schedule.  Multiple sections of the same course (i.e., three classes of freshman composition or two 
periods of world history) count as a single teaching assignment.  Teaching all subjects to one class of 
elementary or special education (elementary) students all day (i.e., grade 5, grade 2) is a single teaching 
assignment.  
 
TITLE I. SCHOOL 
If you are not sure of whether your school is a Title I school, a list is available on the Department web 
site at the following link http://www.maine.gov/education/hqtp/Title1SchoolsList-FY04.pdf 
 
CLARIFICATION OR FURTHER QUESTIONS 
If you still have questions and/or need clarification on how to complete this survey please call Daniel J. 
Conley 624- 6639 dan.conley@maine.gov or  Crystal Polk 624-6881 crystal.polk@maine.gov 
MEDMS Help Desk 624-6896. 
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