
PR1100 REPORT INSTRUCTIONS REVISION 8.5
Use the form associated with these instructions to report on the status of highly qualified (HQ) teach-
ers for your campus. You must complete a separate report form for each campus.

For questions that do not apply, type 0.

Documentation

Local education agencies (LEAs) are required to maintain documentation on whether and how their 
teachers and paraprofessionals meet the definition of highly qualified, that is, by maintaining a record 
of how the teacher meets the highly qualified requirements for the subjects taught, including informa-
tion related to teaching assignments, certification, and college transcripts. If a teacher uses Continuing 
Professional Education (CPE) credits to meet the competency requirement using the High Objective 
Uniform Standard of Evaluation (HOUSE), a copy of the written documentation of the credit comple-
tion must be kept on file as part of the documentation related to the teacher’s highly qualified (HQ) 
status.

For additional information regarding highly qualified requirements, refer to the Highly Qualified 
Guidance document.

Timeline

The Highly Qualified Compliance Report original submission window begins September 16, and closes 
on November 15.

Specific Instructions

Your district must submit a report for every campus in the menu. If your district is not required to 
report on HQ teachers for a particular campus, check District Not Required to Report This 
Campus. To finish the report, you must still complete Part 11 and submit the report.

The reasons a campus may not be required to report include the following:

 The campus is new and not yet open.

 The teachers on the campus are not employees of the district—for example, on a multi-district, 
alternative campus.

PR1100—Highly Qualified (HQ) Survey

Note: Data reported on the original submission of this compliance report must 
reflect the campus status as of September 16.

Attention: Submitting the original report after the November 15, original 
deadline may impact your organization’s Initial Compliance Review (ICR) 
monitoring results.
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PR1100 REPORT INSTRUCTIONS REVISION 8.5
 There are no teachers required to be HQ on the campus (no teachers of record).

Verify the campus name and number that appear on the form. The campus name and number are 
listed as submitted on AskTED. 

1. In the General Ed. column, type the total number of general education teachers who teach 
one or more core academic subject-area classes.

2. In the Special Ed. column, type the total number of special education teachers who teach one 
or more core academic subject-area classes.

Elementary (Grades PK–5)

For elementary grades (PK–5), each elementary teacher equals one class taught. 

1. Type the total number of classes in column A (for general education classes) and column C (for 
special education classes).

2. Type the total number of classes taught by HQ teachers in column B (for general education 
classes) and column D (for special education classes). The total number of classes taught by 
HQ teachers cannot exceed the total number of classes.

Secondary (Grades 6–12)

For secondary grades (6–12), each individual class assigned a section number on the master schedule 
must be counted as a separate class. For these grades, do the following:

1. For each core academic subject listed, type the total number of classes in column A (for 
general education classes) and column C (for special education classes).

2. Type the total number of classes taught by HQ teachers in column B (for general education 
classes) and column D (for special education classes). The total number of classes taught by 
HQ teachers cannot exceed the total number of classes.

A class is a setting in which organized instruction of core academic course content is provided to one 
or more students for a given period of time. Classes that share space should be considered as separate 
classes if they function as separate units for more than 50% of the time.

Part 1: LEA Information

Part 2: Number of Teachers

Part 3: Core Academic Subject Classes

Note: Report Grade 6 teachers in the Secondary section, regardless of the 
composition of the campus on which they teach.
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PR1100 REPORT INSTRUCTIONS REVISION 8.5
Example: If Fine Arts I and Fine Arts II are taught during the same 50-minute time block by the 
same teacher, then this would count as two classes. Each section number equals one class.

For the number of teachers you listed in Part 2 and for each grade range, type the number who are 
teaching on the permits listed.

1. Type the number highly qualified general education teachers with a probationary certificate 
who are enrolled in an Alternative Certification Preparation program.

2. Type the number highly qualified special education teachers with a probationary certificate 
who are enrolled in an Alternative Certification Preparation program.

3. Type the number general education teachers with a probationary certificate and enrolled in an 
Alternative Certification Preparation program who are not highly qualified.

4. Type the number special education teachers with a probationary certificate and enrolled in an 
Alternative Certification Preparation program who are not highly qualified.

1. Next to the appropriate description of the teacher’s qualifications, type the number of 
elementary school classes (PK–5) that are taught by a teacher who does not meet the highly 
qualified requirements. 

2. If a reason is not listed, use Other to specify the reason and type the number of teachers to 
which the reason applies.

1. Next to the appropriate description of the teacher’s qualifications, type the number of 
secondary school classes (6–12) that are taught by a teacher who does not meet the highly 
qualified requirements. 

2. If a reason is not listed, use Other to specify the reason and type the number of teachers to 
which the reason applies.

Part 4A: Number Who Are Teaching on the Following Permits

Part 4B: Number of Core Academic Teachers with a Probationary Certificate 
Enrolled in an Alternative Certification Preparation Program

Part 5: Reasons for Not Being Classified as Highly Qualified in All Assignments

Elementary School Classes

Secondary School Classes
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PR1100 REPORT INSTRUCTIONS REVISION 8.5
1. For each age range listed (using the student’s age as of September 1), type the number of full-
time equivalents (FTEs) for special education teachers who are required to be HQ and 
who meet HQ requirements.

• Provide the number of FTEs for teachers employed and contracted to provide special 
education and related services who meet HQ requirements. 

• Report teachers employed to serve students with disabilities ages 3–5 and 6–21 regardless 
of funding source (IDEA-B, State, or local). 

• Do not count teachers who serve children from birth through age 2 unless they also serve 
children with disabilities ages 3 through 21. 

• Report teachers who serve children in both age categories (3–5 and 6–21) in the 6–21 
category.

• Report the number of teachers in full-time equivalency of assignment. That is, a part-time 
teacher working four hours per day (in a six-hour school day) would be reported as 0.67 
FTE. Decimals are allowed.

2. Type the number of FTEs for special education teachers who are required to be HQ but 
do not meet HQ requirements. 

• Report according to the student’s age as of September 1.

• Provide the number of full-time equivalent teachers employed and contracted to provide 
special education and related services who do not meet HQ requirements. 

• Report teachers employed to serve students with disabilities ages 3–5 and 6–21 regardless 
of funding source (IDEA-B, State, or local). 

• Do not count teachers who serve children from birth through age 2 unless they also serve 
children with disabilities ages 3 through 21. 

• Report teachers who serve children in both age categories (3–5 and 6–21) in the 6–21 
category.

• Report the number of teachers in full-time equivalency of assignment. That is, a part-time 
teacher working four hours per day (in a six-hour school day) would be reported as 0.67 
FTE. Decimals are allowed.

Part 6: FTEs of Special Education Teachers for Students by Age

Note on teachers employed to serve students with disabilities ages 3–5:

Special education teachers include teachers employed to provide special 
education to children with disabilities, including preschool teachers, itinerant or 
consulting teachers, and home or hospital teachers. This count should include 
teachers of children with disabilities in separate schools and facilities. (Do not 
include regular preschool teachers who work with children with disabilities.)
PAGE 4 TEXAS EDUCATION AGENCY 



PR1100 REPORT INSTRUCTIONS REVISION 8.5
3. Type the number of FTEs for special education teachers who are not required to meet 
HQ requirements. 

• Report according to the student’s age as of September 1.

• Provide the number of full-time equivalent teachers employed and contracted to provide 
special education and related services who are not required to meet HQ requirements. See 
the Highly Qualified Teachers guidance for more information.

• Report teachers employed to serve students with disabilities ages 3–5 and 6–21 regardless 
of funding source (IDEA-B, State, or local). 

• Do not count teachers who serve children from birth through age 2 unless they also serve 
children with disabilities ages 3–21. 

• Report teachers who serve children in both age categories (3–5 and 6–21) in the 6–21 
category.

• Report the number of teachers in full-time equivalency of assignment. That is, a part-time 
teacher working four hours per day (in a six-hour school day) would be reported as 0.67 
FTE. Decimals are allowed.

Note on teachers employed to serve students with disabilities ages 3-5: 

Special education teachers include teachers employed to provide special 
education to children with disabilities, including preschool teachers, itinerant or 
consulting teachers, and home or hospital teachers. This count should include 
teachers of children with disabilities in separate schools and facilities. (Do not 
include regular preschool teachers who work with children with disabilities.) 

Part 7: Paraprofessional Qualifications

Note: This part of the report is activated based upon the campus information on 
schedule SC5000 of the NCLB Consolidated Application for Federal Funding. 

If your organization reported the campus as non-Title I, Part A, served (NS) for the 
school year on the SC5000, then Part 7 is not accessible. Go to Part 8: Parent 
Notifications to continue completing the campus report.

If your organization reported the campus as being served through Title I, Part A, for 
the school year on the SC5000, Part 7 is accessible and must be completed. 

If the campus was reported as a Schoolwide campus on the SC5000, report 
numbers only in the Schoolwide columns. The Targeted Assistance columns 
will not be accessible. 

If the campus was reported as a Targeted Assistance campus on the SC5000, 
report numbers only in the Target Assistance columns. The Schoolwide 
columns will not be accessible.
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PR1100 REPORT INSTRUCTIONS REVISION 8.5
The data provided in this section is for paraprofessionals who provide instructional support in core 
academic areas during the school year to Title I students.

Core academic subject areas for Item 1 as defined in P.L. 110-107 §9101(11) are as follows:

1. Total Title I, Part A, Paraprofessionals Who Provide Instructional Support in Core Academic Subject 
Areas

Complete this section as follows:

1. In the appropriate Number column for the campus (either Schoolwide or Targeted 
Assistance), type the total number of paraprofessionals on the campus who provide 
instructional support in the core academic subject areas.

• For Title I, Part A, Schoolwide programs, include all paraprofessionals who provided 
instructional support in a core academic subject area on that campus, regardless of the 
fund source used to pay the salary. 

• For Title I, Part A, Targeted Assistance programs, include only paraprofessionals who 
provided instructional support in a core academic subject area and whose salary is 
partially or fully funded by Title I, Part A, funds.

Instructional support includes the following:

• One-on-one tutoring scheduled at a time when the student would not otherwise receive 
instruction from a teacher

• Assisting in classroom management, such as organizing instructional and other materials

• Providing instructional assistance in a computer laboratory

• Providing instructional support in a library or media center

2. In the appropriate FTE column for the campus (either Schoolwide or Targeted 
Assistance), type the aggregate number of FTEs that represents the time the 
paraprofessionals reported in the Number column spent providing instructional support 
in Title I, Part A, programs on the campus. 

2. Title I, Part A Paraprofessionals in 7.1.1 Who Have an Associate’s Degree or Higher

1. Title I, Part A Paraprofessionals WITH Instructional Support Duties in Core Academic 
Subject Areas (unduplicated count)

English civics and government
math foreign languages
reading/language arts economics
science geography
history arts (music, art, theater, and dance)

Attention: Data reported in this section may be included in the ICR monitoring 
process. 
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Complete this section as follows:

1. From the total number of paraprofessionals entered in Line #7.1.1, type the number of Title I, 
Part A, paraprofessionals who have an Associate’s degree or higher in the Number column.

2. From the total number of FTEs entered in Line #7.1.1, type the number of FTEs for the 
paraprofessionals who have an Associate’s degree or higher in the FTE column. 

3. Title I, Part A Paraprofessionals in 7.1.1 Who Have Completed Two Years of Study at an Institute of 
Higher Education

Complete this section as follows:

1. From the total number of paraprofessionals entered in Line #7.1.1, type the number of Title I, 
Part A, paraprofessionals who have completed two years of study at an institute of higher 
education in the Number column.

2. From the total number of FTEs entered in Line #7.1.1, type the number of FTEs for the 
paraprofessionals who have completed two years of study at an institute of higher education in 
the FTE column. 

4. Title I, Part A Paraprofessionals in 7.1.1 Who Have Passed a Rigorous State or Local Assessment . . .

Complete this section as follows:

1. From the total number of paraprofessionals entered in Line #7.1.1, in the Number column, 
type the number of Title I, Part A, paraprofessionals who do not have an Associate’s degree 
or higher and have not completed two years of study at an institute of higher learning, but 
who have passed a rigorous state or local assessment demonstrating one of the following:

• Knowledge of and the ability to assist in instructing in the core academic subject areas

• Reading readiness, writing readiness, or mathematics readiness, as appropriate

2. From the total number of FTEs entered in Line #7.1.1, in the FTE column, type the number of 
FTEs for the paraprofessionals who do not have an Associate’s degree or higher and have 
not completed two years of study at an institute of higher learning, but who have passed a 
rigorous state or local assessment demonstrating one of the following:

• Knowledge of and the ability to assist in instructing in the core academic subject areas

• Reading readiness, writing readiness, or mathematics readiness, as appropriate

5. Title I, Part A Paraprofessionals in 7.1.1 with Instructional Support Duties Who Are Not Included in 2, 
3, or 4 Above

Complete this section as follows:

Attention: A district is out of compliance with Title I, Part A, if a paraprofessional is 
assigned to a position that requires a Highly Qualified paraprofessional and does not 
meet one of the criteria listed on Lines #7.1.2, #7.1.3, or #7.1.4. Any assignment 
requiring a non-zero entry in Line #7.1.5 must be corrected as soon as possible.
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1. From the total number of paraprofessionals entered in Line #7.1.1, type the number of Title I, 
Part A, paraprofessionals with instructional support duties who are not included in Lines #2, 
3, or 4 on the form (do not meet §1119 requirements) in the Number column.

2. From the total number of FTEs entered in Line #7.1.1, type the aggregate number of FTEs for 
the paraprofessionals with instructional support duties who are not included in Lines #2, 3, or 
4 on the form (do not meet §1119 requirements) in the FTE column.

Data in Line #7.1.5 counts the paraprofessionals who do not have an Associate’s Degree or 
higher, have not completed two years of study at an institute of higher learning, and have 
not passed a rigorous state or local assessment demonstrating knowledge of and the ability 
to assist in instructing in the core academic subject areas.

The data provided in this section is for paraprofessionals who do not provide instructional support in 
core academic areas during the school year to Title I students.

1. Total Title I, Part A, Paraprofessionals without Instructional Support Duties, or with Instructional 
Support Duties outside the Core Academic Subject Areas

In the appropriate column for the campus (either Schoolwide or Targeted Assistance), type the 
aggregate number of FTEs that represents the time Title I, Part A, paraprofessionals spend providing 
noninstructional support or providing instructional support outside the core academic subject 
areas. 

 For Title I, Part A, Schoolwide programs include all paraprofessionals who provide 
noninstructional support or provided instructional support outside the core academic 
subject areas on that campus, regardless of the fund source used to pay the salary. 

 For Title I, Part A, Targeted Assistance programs, include only paraprofessionals who provide 
noninstructional support or provide instructional support outside the core academic subject 
areas on that campus and whose salary is partially or fully funded by Title I, Part A, funds.

Noninstructional support includes the following:

 Clerical or secretarial staff

 Cafeteria or playground supervisors

 Providers of personal care services

 Parental liaisons

 Interpreters who do not provide instructional support

 Providers of noninstructional computer assistance

 Those who occupy similar positions

Note: For each column, the numbers entered in Lines 2–5 should total to the 
numbers entered in Line 1. 

2. Title I, Part A Paraprofessionals WITHOUT Instructional Support Duties in Core 
Academic Subject Areas (unduplicated count)
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PR1100 REPORT INSTRUCTIONS REVISION 8.5
2. Title I, Part A, Noninstructional Paraprofessionals in 7.2.1 with Clerk or Secretarial Duties, 
Noninstructional Assistance in Computer Laboratory . . . 

From the total of noninstructional paraprofessional FTEs entered in Line #7.2.1, type the aggregate 
number of FTEs that represents the time Title I, Part A, paraprofessionals spend conducting activities 
such as the following for Schoolwide or Targeted Assistance:

 Conducting clerical or secretarial duties

 Providing noninstructional assistance in computer labs

 Supervising in the cafeteria or playground

 Performing personal care services

 Conducting similar duties

3. Title I, Part A, Paraprofessionals in 7.2.1 Who Serve as Parental Liaisons

From the total of noninstructional paraprofessional FTEs entered in Line #7.2.1, type the aggregate 
number of FTEs for Title I, Part A, paraprofessionals who serve only as parental liaisons. These para-
professionals are not required to meet the Title I paraprofessional qualifications.

4. Title I, Part A, Paraprofessionals in 7.2.1 Who Serve as Interpreters, But Provide No Direct Instructions

From the total of noninstructional paraprofessional FTEs entered in Line #7.2.1, type the aggregate 
number of FTEs for Title I, Part A, paraprofessionals who serve only as interpreters but provided no 
direct support. These paraprofessionals are not required to meet the Title I paraprofessional qualifica-
tions.

5. Title I, Part A, Paraprofessionals in 7.2.1 without Instructional Support Duties Who Are Not Included in 
2, 3, or 4 Above

From the total of noninstructional paraprofessional FTEs entered in Line #7.2.1, type the aggregate 
number of FTEs that represents the time Title I, Part A, paraprofessionals perform other duties that 
have not been reported in Lines #2, 3, and 4. These duties might include instructional duties in 
classes outside the core academic subjects areas as defined by NCLB, such as physical education and 
vocational classes.

The data provided in this section lists special education paraprofessionals by the age of the students 
they serve.

1. For each age group of students, type the number of FTEs for special education 
paraprofessionals who are required to meet the Title I, Part A, section 1119(c) requirement 
and who meet that requirement.

• Report according the student’s age as of September 1.

Note: For each column, the numbers entered in lines 2–5 should total to the 
numbers entered in line 1. 

3. Title I, Part A Paraprofessional FTEs for Students by Age
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• Provide the number of FTEs for special education paraprofessionals contracted or 
employed to work with children who are receiving special education ages 3–5 and 6–21, 
who meet Section 1119 requirements. 

• Do not count paraprofessionals who serve children from birth through age 2, unless they 
also serve children with disabilities ages 3–21. 

• Report teachers who serve children in both age categories (3–5 and 6–21) in the 6–21 
category.

• Do not include paraprofessionals who work with children with disabilities in a regular 
preschool setting.

• Report the number of personnel in full-time equivalency of assignment. That is, a part-
time paraprofessional working four hours per day (in a six-hour school day) would be 
reported as 0.67 FTE. Decimals are allowed. 

2. For each age group of students, type the number of FTEs for special education 
paraprofessionals who are required to meet the Title I, Part A section 1119(c) requirement 
and who do not meet that requirement.

• Report according the student’s age as of September 1.

• Provide the number of FTEs for special education paraprofessionals contracted or 
employed to work with children who are receiving special education ages 3–5 and 6–21, 
who did not meet Section 1119 requirements. 

• Do not count paraprofessionals who serve children from birth through age 2, unless they 
also serve children with disabilities ages 3–21. 

• Report teachers who serve children in both age categories (3–5 and 6–21) in the 6–21 
category.

• Do not include paraprofessionals who work with children with disabilities in a regular 
preschool setting.

• Report the number of personnel in full-time equivalency of assignment. That is, a part-
time paraprofessional working four hours per day (in a six-hour school day) would be 
reported as 0.67 FTE. Decimals are allowed. 

3. For each age group of students, type the number of FTEs for special education 
paraprofessionals who are not required to meet the Title I, Part A section 1119(c) 
requirement.

• Report according the student’s age as of September 1.

• Provide the number of FTEs for special education paraprofessionals contracted or 
employed to work with children who are receiving special education ages 3–5 and 6–21, 
who are not required to meet Section 1119 requirements. 

• Do not count paraprofessionals who serve children from birth through age 2, unless they 
also serve children with disabilities ages 3–21. 

• Report teachers who serve children in both age categories (3–5 and 6–21) in the 6–21 
category.

• Do not include paraprofessionals who work with children with disabilities in a regular 
preschool setting.
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• Report the number of personnel in full-time equivalency of assignment. That is, a part-
time paraprofessional working four hours per day (in a six-hour school day) would be 
reported as 0.67 FTE. Decimals are allowed. 

Use this section to report information about parent notification.

1. Check Yes or No to indicate whether parents were notified if their child’s teacher was not HQ. 
Check No Notification Required if none is required because 100% of core academic subject 
area classes are taught by highly qualified teachers.

2. If you checked Yes, type in the number of teachers about whom notifications were sent. If you 
checked No or No Notification Required, go on to Part 9.

Once a district makes a parent notification and marks Yes on the report, the district will 
continue to mark yes on any amendments, even if all teachers on the campus subsequently 
meet the Highly Qualified requirements. The number of teachers about whom notifications 
were sent is cumulative, and will remain the same or increase on subsequent amendments. 

If you indicated in Part 3 that any classes are taught by teachers who do not meet the criteria of highly 
qualified, you must complete this part. If you indicated that all classes are taught by highly qualified 
teachers, this part is collapsed.

Adding a Teacher

A new section is required for each teacher who does not meet the criteria of highly qualified.

To add a teacher, click Add Teacher.

Deleting a Teacher

To delete a teacher, do the following:

1. Check the box next to the teacher you wish to delete.

2. Click Delete Teacher.

Part 8: Parent Notification

Part 9: Teachers Not Meeting Highly Qualified

Note: If a teacher who is reported in Part 3 and Part 9 as not meeting the Highly 
Qualified requirements subsequently meets the Highly Qualified requirements for all 
teaching assignments after November 15, the LEA must amend the report to correct 
Part 3 and delete the teacher from Part 9.
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If you indicated in Part 3, line #1 that one or more elementary classes (Grades PK–5) are taught by 
teachers who are not highly qualified, you must complete this section. If all elementary classes are 
taught by highly qualified teachers, this section is collapsed.

Complete a section for each elementary teacher who is not highly qualified.

1. Type the name of the teacher.

2. For Teacher Assignments, check the box that describes the type of classes assigned to the 
teacher.

3. For Setting, check one or both of the boxes (General Education for regular classes and 
Special Education for special education classes) to indicate which educational settings are 
assigned to the teacher.

4. For Grade Level, check the boxes that indicate the grades assigned to the teacher.

5. Check any boxes that describe what is needed for the teacher to become highly qualified for 
each assignment.

• Pass Content Exam: The teacher must pass a content exam for one or more 
assignments. If you check this box, type the number of the exam the teacher must pass.

• Complete Certification Program: The teacher must complete the teacher certification 
program.

• Reassign Teacher: The teacher must be reassigned to classes for which he or she is 
highly qualified.

• Fill an Unfilled Position: An unfilled position must be filled.

• Provide Professional Development: The teacher must receive professional 
development.

• Other: Some other action is needed for the teacher to become highly qualified. Check the 
box and type a description of the action.

6. Type the name of the person responsible for assuring that the teacher becomes highly 
qualified.

7. Type the date targeted for the teacher to reach HQ status.

If you indicated in Part 3, lines #2–11 that one or more secondary classes (Grades 6–12) are taught 
by teachers who do not meet the classification of highly qualified, you must complete this section. If all 
secondary classes are taught by highly qualified teachers, this section is collapsed.

Elementary (PK–5) Teachers Not Meeting Highly Qualified

Secondary (6–12) Teachers Not Meeting Highly Qualified
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Complete a section for each secondary teacher who is not highly qualified.

1. Type the name of the teacher.

2. For Teacher Assignments, check all the boxes that describe the types of classes assigned to 
the teacher.

3. For Setting, check all boxes that indicate which classes are assigned to the teacher.

4. For Grade Level, check the boxes that indicate the grades assigned to the teacher.

5. Check any boxes that describe what is needed for the teacher to become highly qualified for 
each assignment.

• Pass Content Exam: The teacher must pass a content exam for one or more 
assignments. If you check this box, type the number of the exam the teacher must pass.

• Complete Certification Program: The teacher must complete the teacher certification 
program.

• Reassign Teacher: The teacher must be reassigned to classes for which he or she is 
highly qualified.

• Fill an Unfilled Position: An unfilled position must be filled.

• Provide Professional Development: The teacher must receive professional 
development.

• Other: Some other action is needed for the teacher to become highly qualified. Check the 
box and type a description of the action.

6. Type the name of the person responsible for assuring that the teacher becomes highly 
qualified.

7. Type the date targeted for the teacher to reach HQ status.

Use this space to describe any inconsistencies or unusual circumstances encountered by the campus. 
Also, include any evidence supporting program success. 

To certify the submitted data and reported activities, the authorized official submitting the data must 
fill out this part.

Type the contact information for the person TEA should call to clarify any data submitted.

Part 10: Additional LEA Data (optional)

Part 11: Certification and Incorporation

Primary Contact
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If the official authorized to bind the organization in agreements for the form is the same as the primary 
contact, click Copy. The information will fill into the Authorized Official boxes.

If the authorized official for the form is a different person from the primary contact, type the contact 
information for the official.

Authorized Official
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