
   

 

Procedures for Increasing the Percentage of 
Highly Qualified Teachers (WVDE 5202) 

 
I. Data Analysis: 
  

1. Highly Qualified Teacher data (WVDE Office of Professional Preparation’s Highly 
Credentialed Report) will be evaluated regarding the status of all teachers  in the 
county in meeting the definition of “Highly Qualified” as defined by state and federal 
mandates.  Strengths and weaknesses will be identified. 

2. Principals will collaborate with the WVEIS Coordinator to ensure the accuracy of 
their school’s master schedule in reporting personnel data, accuracy of course 
codes, and other pertinent data. 

3. Highly Qualified Teacher data will be reviewed annually by all administrators prior 
to the first day of instruction.  This data will again be reviewed after January 1 st and 
throughout the year as necessary. 

4. Identify problem areas by: 
 

 Involving staff members from regular education, Title I, Title II, special 
education, principals and central office staff in data analysis. 

 Reviewing data at the county and school levels. 

 Reviewing data in core content areas and programmatic levels. 
 Reviewing data for future retirements and the related subject areas. 
 Reviewing data for potential transfers and/or deleted positions. 
 Reviewing teaching assignments for special education teachers. 

 Reviewing teaching assignments at the Pre-Kindergarten, K – 5, 6 – 8 and 9 – 
12 programmatic levels. 

 Reviewing the teaching assignments of teachers of English Language 
Learners. 

 Identifying gaps in data and collect any additional relevant information. 

 Examine recruiting, retraining and retaining options to increase highly 
qualified teachers in core academic classes and identify appropriate 
solutions. 

 
5. The assistant superintendent will annually graph the highly qualified teacher data 

for the county.  This data will be presented to all administrators prior to the 
beginning of school. 

6. During personnel season, a team consisting of the superintendent, curriculum 
director, Title 1 director, personnel director, Special Ed. Director, CFO, and WVEIS 
coordinator will evaluate all personnel data which will include: retirements, highly 
qualified status, teacher assignments, available funding, and the needs of each 
school. 

7. This team will then make personnel recommendations to the superintendent that 
are designed to meet the needs of the students in the system and improve the 
percentage of highly qualified teachers in the system. 

 



   

 

II. Procedures to Ensure Accuracy in Highly Qualified Data Collection: 
 

1. WVEIS course codes, social security numbers, teacher certifications, and teacher 
assignments will be verified in WVEIS by each school’s principal prior to the first 
day of instruction. 

2. The master schedule will be completed in WVEIS prior to the first day of instruction.  
Conflicts between teacher assignments (certification) and course codes will be 
resolved through the principal collaborating with the WVEIS coordinator, 
curriculum coordinators, and/or the personnel director to maximize the number of 
teachers that are considered highly qualified and still ensure the data is accurate. 

3. Principals will collaborate with the WVEIS coordinator, personnel director, and/or 
the curriculum coordinators to evaluate the data received from the WVDE Office of 
Professional Preparation in response to the Highly Credentialed Report.  The 
principals will then ensure the accuracy of the data contained in the report. 

4. The results of Highly Credentialed Report will then be the “official” highly qualified 
teacher data for Upshur County Schools. 

5. The personnel director will communicate the qualification needs to all teachers who 
are not deemed highly qualified.  The personnel director will ensure that, upon 
request, teachers are informed of what is required for them to achieve full 
certification.  The personnel director will assist teachers to identify all ne cessary 
forms and directions and deadlines for submission of necessary forms and 
documentation to WVDE to ensure that they achieve full certification.  It is the 
responsibility of the teacher to communicate with institutions of higher education to 
identify the coursework necessary to achieve highly qualified status and submit all 
necessary documentation. 

6. Teachers that do not meet highly qualified status will be informed of WVDE Policy 
5200.  The teacher will then meet with the assistant superintendent to evaluate 
whether or not he/she is eligible for tuition reimbursement for the purpose of 
attaining the necessary certification for meeting the definition of a highly qualified 
teacher. 

7. Once the above process is completed and the Office of Professional Prepara tion’s 
Highly Credentialed Report is finalized, principals will then sign their Annual 
Attestation.  

 
III. Recruitment 
 

1. After Jan. 1, and thereafter as needed, the team of central office administrators will 
evaluate the needs of the system and identify emergent issues whereby recruitment 
efforts for teachers to fulfill those needs will be identified. 

2. Recruitment efforts will be conducted, as needed, to fill identified needs. 
3. Recruitment efforts may include: the personnel director attending job fairs at area 

colleges and universities, advertising in local, regional and state newspapers, 
posting positions on the WVDE website, posting positions at all board facilities, and 
by word of mouth. 

 
 



   

 

IV. Retention 
 

1. Appropriate and pertinent student assessment data will be evaluated to determine 
the learning needs of the students.  The professional staff development committee 
and the five year plan committee will then identify professional development to 
enhance the ability of teachers and administrators to meet the learning needs of 
students. 

2. The knowledge and skills of teachers and administrators will be enhanced through 
their participation in high-quality, scientifically-based, professional development 
that is sustained over the course of the school year. 

3. Professional development will be responsive to the learning needs of the students 
and teachers and may include such job embedded professional development as: 
professional learning communities, book studies, and coaching.  Professional 
development may also include county, regional, state, or national events if they are 
integral to the county’s overall professional development plan and can be sustained.  
Currently, all reading teachers will participate in the county’s Five Year Reading 
Initiative K-12.  Beginning in the school year 2009, all mathematics teachers will 
begin to participate in the county’s Five Year Numeracy Initiative. 

4. New teachers and administrators will be assigned a mentor teacher or a mentor 
principal. 

5. New teachers will attend a new employee orientation session prior the beginning of 
school. 

6. New teachers will be encouraged to attend the “New Teacher Cafes” as offered by 
WVDE and/or RESA. 

7. New principals will be encouraged to attend the principal’s academy. 
8. Annually, the personnel director will provide notice via letter to teachers whose 

certificates will expire at the end of the school year.  This notification will take place 
during the first nine weeks of school. 

9. Teachers of core subject areas that meet all of the stipulations of WVDE Policy 5202 
may receive tuition assistance for the purpose of becoming fully certified.  Funds 
will be set aside from Title 2 and Title 1 for this purpose. 

10. Dental and vision benefits will be offered to all teachers who desire to participate.  
These fringe benefits will be provided as long as funding is available. 

 
V. Employment Process for Teachers 
  

1. A vacancy is identified. 
2. The personnel director reviews and revises the job description for the position to 

ensure it meets the requirements of the position. 
3. The personnel director develops a job posting that is supported by the job 

description. 
4. The superintendent and the personnel director approve the job posting prior to the 

position being posted. 
5. Late applications will only be considered if no other candidates apply. 
6. The personnel director evaluates the recruitment needs for the position that will be 

necessary to attract fully certified and highly qualified applicants for the position. 



   

 

7. Recruitment efforts are undertaken as identified (see above). 
8. Applicants submit necessary documents as identified in the job posting. 
9. The personnel director reviews the applicant pool to determine if they have met the 

criteria of the job posting and then arranges interviews as necessary. 
10. The most qualified applicant will be recommended to the superintendent for 

employment as per WV Code. 
 
 

Procedures for Increasing the Percentage of 
Highly Qualified Instructional Aides and Paraprofessionals 

 
I.  Employment Process for Instructional Aides and Paraprofessionals 
  

1. A vacancy is identified. 
2. The personnel director reviews and revises the job description for the position to 

ensure it meets the requirements of the position. 
3. The personnel director develops a job posting that is supported by the job 

description. 
4. The superintendent and the personnel director approve the job posting prior to the 

position being posted. 
5. Late applications will only be considered if no other candidates apply. 
6. The personnel director evaluates the recruitment needs for the position that will be 

necessary to attract highly qualified applicants for the position. 
7. Applicants for Para Professional positions submit necessary documents as required 

by state policy: 
 Transcripts verifying the appropriate coursework has been completed and 

approved by WVDE. 
 High School Diploma/GED 
 Successful completion of West Virginia Aide Assessment 

8. Applicants for Instructional Aide positions submit necessary documents as 
identified in the job posting: 

 High School Diploma/GED. 
 Successful completion of West Virginia Aide Assessment. 

9. The personnel director reviews the applicant pool to determine if they have met the 
criteria of the job posting and then arranges interviews as necessary. 

10. The most qualified applicant will be recommended to the superintendent for 
employment as per WV Code. 
 
NOTE: NO AIDE OR PARAPROFESSIONAL WILL BE CONSIDERED FOR 
EMPLOYMENT WHO IS NOT HIGHLY QUALIFIED! 
 

 
 


