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Add a Teaching Field

To Add a Teaching field, all 
individuals with an existing 
license must demonstrate 
their qualifications in 
content knowledge AND 
teaching experience.

Individuals with a Student 
Teaching Permit, Emergency 
Hire Permit, CTE Permit, or 
Hawaiian Permit are not 
eligible to Add a Teaching 
Field.



2

Add a Teaching Field

The Add a Teaching field 
webpage provides 
information on which 
teaching fields and grade 
levels you can add and 
guides on the different 
options.

The following teaching fields 
require completion of a 
state-approved teacher 
education program (SATEP).

• Early Childhood 
Education

• Reading Specialist
• School Counselor
• School Librarian



Log into your account at 
the top right-hand corner.

Open an internet browser and type in the 
HTSB website: hawaiiteacherstandardsboard.org
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Add a Teaching Field

https://hawaiiteacherstandardsboard.org/
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Type in your 
username or 
password.  

Then click on 
the purple 
LogIn button.

Or click on Forgot 
Password.

Add a Teaching Field
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Read messages by viewing 
My Transaction History.

Click on 
Licenses/ 
Permits tab.

Your name should be in the 
top right-hand corner.

Add a Teaching Field



Add a Teaching Field
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Click on Add 
Teaching Field.

Be sure you are in the Licenses/Permits tab.



Add a Teaching Field
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Shows you will Add a 
Teaching Field to your 
existing license.

You will link to the Applications tab.

Verify correct 
information and then 
click on Save and Go to 
Step 2.



Add a Teaching Field

8

Select:
• New Teaching Field 

Category for the 
subject. 

• New Teaching Field. 
• New Grade level.



Add a Teaching Field
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Information on your 
Current Application.

Please read each 
statement carefully and 
respond honestly with a 
Yes or NO.

Scroll down and click on 
Save and Go to Step 4.
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The progress bar will show all steps in the application. 

Verification Step #4 will provide information on the evidence you are to submit. Scroll to the right and a window will 
appear.

Click save after each step and click Submit on Step 5.

Add a Teaching Field
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Add a Teaching Field

Please ensure all information entered is correct and up-to-date. Correct any fields marked with an X. 

For some applications, you may have seven steps, and for other applications, you may have eight steps.
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Add a Teaching Field

Answer 
honestly and 
to the best of 
your ability.

Responses are 
anonymous 
and do not 
affect your 
application.
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Add a Teaching Field

After reading over the Affirmation step, click Submit Application.
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After reviewing all verification documents, your application may take up to six weeks to review. If 
additional information is needed, a licensing specialist will contact you. Go to Application Step #4 to 
see what verification documents are needed.

Add a Teaching Field
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Click on the Documents tab to upload evidence.

Add a Teaching Field
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A list of existing Documents is located in your Profile. Click View if you would like to see them.  

Click on the Add New Document 
to upload evidence.

Add a Teaching Field
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All fields with a * are required.

Use the drop-down menu to select the:
• Document Type
• Link to Application
• File Type

You must type in a Document Name. 

You may provide a description in the Notes 
box. 

Choose the file 
from your 
computer.

Click Upload.

Add a Teaching Field
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Read messages by 
viewing the Contact 
HTSB tab or My HTSB 
Transaction History.

HTSB website: hawaiiteacherstandardsboard.org

Add a Teaching Field

https://www.hawaiiteacherstandardsboard.org/apps/pages/index.jsp?uREC_ID=4411937&type=d&pREC_ID=2643625
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