
 
 
The Credential/HQT Report will be available for district/charter review two (2) business days 
after the district/charter ISEE Staff Assignment upload.  This report will contain data from the 
district/charter Staff Assignment template uploaded into ISEE/SRM regarding the assignments 
and highly qualified status of all certified personnel.   
 
This report will be used to make funding decisions.  District/Charter schools which have 
individuals who are teaching assignments for which they are not properly endorsed, and/or for 
which they are not highly qualified, may not be eligible to receive full state funding.  The district 
will have the opportunity to correct and adjust assignments and highly qualified data and 
reload into ISEE/SRM as many times as needed, until December 4, 2014.  All requests for 
alternative authorization for individuals not appropriately certificated/endorsed will need to be 
submitted no later than December 8, 2014.  The assignment for which a person is not 
appropriately certificated and/or endorsed or for which an authorization has not been 
requested after the December 23, 2014 data submission will be subject to withheld funding for 
that portion of the FTE. 
 
Please make note of the following to ensure an accurate report: 
 

1) The staff assignment template is one of the required uploads and can be obtained from 
the Required Data Collection Elements 2014-2015 section on the ISEE website at:  
http://www.sde.idaho.gov/site/isee/requiredData.htm  
 

2) Please ensure that you are uploading individuals into the ISEE system accurately: 
• Use only with current, accurate, legal names and the correct date of birth.  If not, 

duplicate files may be created and accurate information may not be reflected on 
your district’s report. 

• Staff members entered as the teacher of record in the ISEE Student Course 
Enrollment file must have a corresponding staff assignment. 

• Staff members entered as the teacher of record in the Student Course Enrollment 
file must hold the proper credentials and endorsements required to teach the 
course. 

• Staff members with the teaching role “L”, long-term substitute, are not the teacher 
of record.  The EDUID of the substitute teacher must be entered in the IDStaff2 
field in the Student Course Enrollment file. 

 
3) The current ISEE Assignment Credential Manual and current option set for ISEE 

reporting are available at: http://www.sde.idaho.gov/site/isee/  
 

4) It is imperative that all districts load and use the most current ISEE assignment option 
set, regardless of the application/system (e.g. PowerSchool) being used by the 
district/charter.  Inactive assignment codes not found in the most current ISEE 
manual/option set still being used by districts/charters will not be funded. 
Withheld funding is based on percentage assignment FTE for any assignment for which 
the teacher of record is not appropriately certificated and/or endorsed or highly qualified.  
For example, an FTE may have 4 assignments and hold the proper certificate, 
endorsement and highly qualified status for 3, but is misassigned for the 4th assignment 
and does not hold the proper endorsement to be teaching that period/assignment.  
 

http://www.sde.idaho.gov/site/isee/requiredData.htm
http://www.sde.idaho.gov/site/isee/


5) It is important to code assignment periods consistently from one upload to the next.  For 
example, a class coded as taking place during period 1A on the February upload, 
should not be changed to period 1-A on the March upload, as it will reflect in the ISEE 
system as an additional assignment. 
 

6) The self-contained elementary codes 00009, 00010, and special education code 00080 
were eliminated for grades 1-6.  The specific content assignment codes are to be used 
so that teachers are correctly associated with students.   Assignment codes for specific 
content subject areas at the elementary level must be used regardless if the student is 
in a self-contained classroom or not.  The 00005 Exploratory (Gr. K-6) code should be 
used if the subject is not core content.  For any elementary or special education 
“reading/literacy” assignment, you will want to code as English for both special 
education and elementary instruction not as exploratory as we have to tie the teacher 
providing the instruction back to the student taking the IRI.  The former Title 1 - All 
Subjects (Gr. K-6) assignment code has been changed to 00070 Supplemental 
Instruction – Elementary (Gr. K-6).  The intent of this change is to accommodate all 
students who are receiving supplemental elementary instruction.  Supplemental 
instruction can take place in a variety of school settings, such as the general education 
classroom, a special education classroom, or as pull-out instruction in a resource room.  
 

7) Last year a new section was added to the manual to assist with elective 
assignment/course offerings.  Section 22: MISCELLANEOUS/ELECTIVE COURSE 
ONLY. Elective assignments cannot be used for content graduation requirements.  
Courses may be taught by anyone holding any valid Idaho certificate, based on local 
determination of competency approved by the local school board. 
 

8) In order to reduce confusion, all non-PTE funded assignment codes which align 
exclusively to the Professional Technical Education (PTE) endorsed teacher have been 
removed from this manual.  The remaining PTE type assignment codes that are still 
listed in the 2014-2015 Assignment Credential Manual align to endorsements that can 
be attached to a Standard Secondary certificate.  These codes should only be used 
when applicable and the district is not requesting PTE funds.  The most current (2014-
2015) PTE assignment manual for those assignments funded by PTE can be located at: 
http://www.pte.idaho.gov/pdf/Certification/2014-2015_Assignments&Descriptions.pdf.  For 
information about PTE codes and funding, please contact Kristi Enger at (208) 334-
3216 
 

9) Please access 2014-2015 ISEE Manuals section of the ISEE website for additional 
resources to further assist in accurate reporting, (i.e., Changes to the 2014 Manual 
Memo, etc.) http://www.sde.idaho.gov/site/isee/  

 
 
Information on how to access and interpret the Credential/HQT Report:  
 
1. Access your district Credential/HQT report under the Credential Reports heading at the 

following URL: https://apps.sde.idaho.gov/staffing/Reports.  The report will be available two 
(2) business days after you upload the Staff Assignment Template 

2. Use the following dates to run your Credential/HQT report:  Start Date: 09/01/2014 End 
Date: current date 

3. Choose the applicable Provider from the drop down menu. (see screenshot below) 

http://www.pte.idaho.gov/pdf/Certification/2014-2015_Assignments&Descriptions.pdf
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4. Choose the (Select All) from the drop down menu for Building(s). 
5. Choose “Yes” from the drop down menu to “Show Only Active Employees”. 
6. For non-cumulative reporting districts/charters choose “True” from the drop down menu to 

“Show Only Current Assignments”.  For an assignment showing incorrectly you will need to 
go into the staff assignment template and end the incorrect assignment code and enter a 
new row with the correct assignment with the correct start date.  

7. For cumulative reporting districts/charters you don’t need to worry about choosing or not 
choosing the “Show Only Current Assignments” button, because active assignments will 
always be pulled in as you will simply correct any wrong assignment codes or delete 
inactive or incorrect assignments.  Furthermore, you don’t need to worry about going back 
and fixing past reports, but simply move forward making corrections to the next monthly 
upload.   
 
PLEASE NOTE:  The following update was sent out in an e-mail 11/25/2014 and may be 
relevant for your reporting circumstance: 

 
It has come to my attention some districts/charters are experiencing difficulty getting correct 
information to show on the Credential/HQT report using the parameters previously provided.  If 
all of your teachers are not showing or your district is on a trimester you will want to run the 
Credential/HQT report with the following parameters: 
 
“Show Only Active Employees”  NO 
“Show Only Current Assignments” False 

 
8. Click the View Report button. 
9. Wait for the report to generate, and then select a format from the drop down menu “Select 

a Format” (e.g., CSV, Excel, etc.). 
10. Click Export (located directly next to the “Select a Format” box.  This will allow you to view 

your entire report. 
 

 
 
 
 
Information on how to review the district report: 
 

• Access the exported report. 
 

• Review the columns for Assignment Deficiency and HQT Deficiency for any areas that 
indicate “YES” for an assignment Deficiency and/or a “YES” in the HQT Deficiency 
Column. 

 



• Assignment Deficiency reconciliation:  If a “YES” appears in the Assignment 
Deficiency column, double check to make sure the correct assignment code is being 
used.  Check the Active Assignment column to ensure that the assignment code being 
used is an active code.  If the wrong code was accidently used and you are a non-
cumulative reporting district/charter correct it on the Staff Assignment template 
spreadsheet and re-upload.  If you are cumulative simply amend for the next 
submission period.   You will want to make sure; however, the new assignment code 
aligns to the certificate/endorsement held by that teacher.  Reference the 2014-2015 
ISEE Assignment Credential Manual for all assignment codes, the endorsements 
required to teach various assignments, and HQT status at the following URL:  
http://www.sde.idaho.gov/site/isee/ . 
 

• If the correct assignment code is being used and the teacher does not hold the proper 
certificate and/or endorsement, the district will need to submit an Alternative 
Authorization – Teacher to New Certification/Endorsement in order to ensure funding.  If 
the individual does not hold an Idaho Credential/Certificate at all, the district can apply 
for the Provisional Authorization.  The purpose of this authorization is to allow Idaho 
school districts to request an emergency authorization to hire an individual who is not 
appropriately certified after all attempts to hire an appropriately certificated person have 
failed.  Note:  The Provisional Authorization cannot be used more than once for the 
same individual OR for the same assignment.  Funding is subject to be withheld if a 
person was on a provisional last year and does not qualify for an interim certificate or 
full certification for the 2014-2015 school year. The alternative authorization application 
packets are available at the following URL: 
http://www.sde.idaho.gov/site/teacher_certification/alt_routes.htm  
 
 

• Highly Qualified Teacher (HQT) Reconciliation:  If a “YES” appears in the HQT 
Deficiency column and the district has a “Plan for Achieving Highly Qualified Status” in 
place for the individual, a date by which the individual will become highly qualified and 
the method must be indicated on the Staff Assignment template upload.  This will allow 
the teacher to continue in this assignment while working toward highly qualified status.  
If there is no plan in place and the teacher has no intention of becoming highly qualified 
and the district does not reassign the teacher, the district could lose funding for this 
assignment.  
 

• District personnel need to be aware that we will be reviewing the methods by which you 
are claiming your teachers are highly qualified in core content areas.  Individuals 
teaching in a core content area for which they are not highly qualified are required to be 
placed on a formal plan to achieve highly qualified status. Note:  A major or advanced 
degree (30 credits or more) cannot be used to consider a teacher highly qualified for 
self-contained special education or elementary instruction.  If you have a teacher that 
holds the proper endorsement for the assignment but is not highly qualified and a “YES” 
appears in the HQT Deficiency column you can put them on the “Plan for Achieving 
Highly Qualified Status”.  We do not collect these plans; however, you will need to 
indicate a plan is in place on your Staff Assignment Template for upload into 
ISEE/SRM.  A copy of the plan can be obtained from the HQT website at: 
http://www.sde.idaho.gov/site/teacher_certification/HQT/.  Note:  the teacher will still 
show as HQT deficient on the Credential/HQT report but indicating the date and method 

http://www.sde.idaho.gov/site/isee/
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by which they will become highly qualified will ensure funding while the person works 
toward content mastery. 

 
• NOTE:  If the district/charter has staff teaching core content assignments for which they 

are not highly qualified in a Title I school-wide or targeted assignment, they should be 
immediately  reassigned or Title I funding could be in jeopardy.  An authorization can 
ensure state funding but Title I audit findings may be determined upon a monitoring 
visit. 
 

• If an NA appears in the HQT column, the assignment is not a core content area 
requiring highly qualified designation.  For a list of core content areas and the various 
ways to demonstrate highly qualified status, please access the following URL:  
http://www.sde.idaho.gov/site/teacher_certification/HQT/ 
 

IMPORTANT:  Timeline for review, adjustments and submission of alternative authorizations 
and final signed report: 
 

• Changes made to an assignment code and/or HQT status/method will be reflected on 
the Credential/HQT report two (2) business days after uploading the revised ISEE Staff 
Assignment spreadsheet.   

 
• Remember for non-cumulative reporting districts/charter DO NOT DELETE any 

incorrect assignments.  An end date must be put into the row with the wrong 
assignment or it will still appear on your report as an assignment deficiency.  You can 
then enter a new row with all of the correct information.  NOTE:  Only districts/charters 
submitting cumulative reports can delete the incorrect row and then re-enter the correct 
information on a new row. 
 

• For assistance please contact:    
Cina Lackey, (208) 332-6936 clackey@sde.idaho.gov 
Christie Miranda, (208) 332-6885 cmiranda@sde.idaho.gov  

 
• DUE DATES:   

 
Reports showing no assignment deficiencies or for which a plan for highly 
qualified plan is in place can be signed and submitted any time after October 15, 
2015 but no later than December 23, 2014 
 
DECEMBER 8, 2014 – Final opportunity to submit alternative authorization applications 
  
DECEMBER 19, 2014 – All alternative authorizations approved will be entered into the 
system and will clear related assignment deficiencies. 
 
DECEMBER 23, 2014 – Final signed report due.   Assignment deficiencies still 
showing on this report will not be funded.  The superintendent or administrator 
signature will attest the understanding of funding to be withheld. 
 

• NOTE:  Submit  your signed report to Christie Miranda at cmiranda@sde.idaho.gov with 
an electronic signature, or email the report without the signature and fax the signature 
page to (208) 334-2228, or mail it to the following address: 

http://www.sde.idaho.gov/site/teacher_certification/HQT/
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State Department of Education 
Attn: Christie Miranda 
PO Box 83720 
Boise, ID 83720-0027 

 
 

 
Thank you! 


