¥ Add a Teaching Field

HAWAI'T TEACHER
STANDARDS BOARD

o
by

hawaiiteacherstandardsboard.org

. . A0S -3l Licenses ar (115} Professional Fitness HTSB SATEP National Board Certification Standards Resources Contact Information
To Add a Teaching field, all ,

individuals with an existing Getting Started License Renewal

. License and Permit Information Reciprocity
license must demonstrate , o
th ei r q U a | ifications i n HTSB Forms School Administrators
content knowledge AN D S 7] g 10 ——— "“ Praxis Tests - Search for an Educator
teaching experience. ‘

. . ) HTSB's Mission and Vision
Individuals with a Student

4 { . W -

H H -~ ~ 3 - > b The HTSB envisions a highly esteemed Hawai‘i public education system with
Te a c h I n g Pe rm It[ E m e rge n cy ¢ ‘\ \ . =Y . N & / R | ; rigorous professional teacher standards that foster student success. Our missiol
Hire Permit, CTE Permit, or i

to collaboratively set high teacher licensing and credentialing standards to:

: . B~ - £ ” ) 1 i = Provide every child in Hawai*i with qualified teachers.
A S i‘, o 3 . g - Promote professionalism and teaching excellence.
H awa I Ia n Pe rm It a re nOt < £ . 5 4 g ‘; ‘ = Build public confidence in the teaching profession.
e ® . ! { 328 h N Sk 4 ) = Provide more accountability to the public.
eligible to Add a Teaching B e » E B

Field.

Search for an License and Permit Teaching Licenses
Educator Requirements Offered

License Renewal




N

HAWAI'T TEACHER
STANDARDS BOARD

dd a Teaching Field

About HTSB Licenses and Permits Professional Fitness HTSB SATEP National Board Certification Standards Resources Contact Information

The Add a Teaching field

webpage provides % Accoun Searchthissite Q) (et
. . . HAWAI‘'l TEACHER Log In '
information on which STANDARDS BOARD

teaching fields and grade

|eve|S yOU Can add and Licenses and Permits » Add a Teaching Field

guides on the different Add a Teaching Field

OptlonS. The information provided below is sourced from Hawaii Administrative Rules (HAR) §8-54-9.5, which pertains to adding a field to a

Getting Started

teaching license.

License and Permit Information

Before starting an application to add a teaching field, it is important to confirm your eligibility by ensuring you hold an active, valid license with

The fol IOWing teaching fields no deficiencies BEFORE applying. Applicants are required to submit their application online in order to add a new teaching field to an existing
Add a Teaching Field Hawai'i license. During the application process, they must they the "Add Teaching Field" option.
require completion of a

state-approved teacher

HTSB Forms Begin your application by navigating to the Licenses/Permits tab in your HTSB account. Click the "Add Teaching Field" button and
complete the application, ensuring you save after each step. When your application is complete, click the "Submit" button.
Praxis Tests

d t SATE P It may take up to six () weeks to process your application. This can be due to, but is not limited to, waiting on additional information from
e uca |On prog ra m ( )- License Renewal external agencies or schools. To check on the status of your application, go to My Profile Home in your HTSBE account and view My HTSB
Transaction history
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[} Ea rly ChlldhOOd Retired Teachers = License fields approved by HTSB: Go to = License and Permit Information page = Available License Fields & Grade Levels section
Ed ucatlon School Administrators * Gotor HISESATEC pags
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Open an internet browser and type in the
HTSB website: hawaiiteacherstandardsboard.org

G % hawaiiteacherstandardsboard.org

About HTSE Licenses and Permits  Professional Fitness HTSB SATEP National Board Certification Standards Resources Contact Information
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HTSB's Mission and Vision

The HTSB envisions a highly esteemed Hawai‘i public education system with
rigorous professional teacher standards that foster student success. Our mission is

fo collaboratively set high teacher licensing and credentialing standards o

* Provide every child in Hawai‘i with qualified teachers.
* Promote professionalism and teaching excellence.

» Build public confidence in the teaching profession.

* Provide more accountability to the public.

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


https://hawaiiteacherstandardsboard.org/

§i}*
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Type in your
username or
password.

Then click on
the purple
Logln button.
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LogIn

Current users

Log in to access your account

Username

FDI’gD[ username

Password

New Users

Create your HTSB online account

+ Apply for new license or permit

' Use the Public License Search to check on a teacher's
licensing status.

" Receive renewal reminders

+ Receive important announcements

' Access your records/documents 24/7

HTSB ACCOUNT LOCKED: Please DO NOT
create another HTSB account

* Email us at hisb@hawaii gov
or

Forgot password <«

Multi-Factor Authentication Will Be
Enabled on 8/1/25

—
+ Call 808-784-5580

Or click on Forgot
Password.
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Your name should be in the
top right-hand corner.
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HOME

MY PROFILE

My Profile

MyProfile Home ~ Name  Address ~ Phone  Emall  ContactHTSB  Applications ~ Documents | Licenses/Permits | Tests/Certs  Security

Hi , welcome to your HTSB Profile,

My Current License / Permit 0 My Action ltems

Please click on the links below to take action on your action items.

Your HTSBID

You currently do not have any license or permit. Please go
to the applications tab to apply for a new license or
permit. 0 Please Upload a Social Security Card to Verify Your SSN. When uploading, please choose document type "Social Security Card".

Go to applications

0 Please Upload a Government Issued ID to Verify Your Identity. When uploading, please choose document type "Government Issued ID"

/—V A My HTSB Transaction History

Event Summary From To Event Date Action

Email Verification Confirmed Email Address Verified Details

Read messages by viewing

My Transaction History.

Click on
Licenses/
Permits tab.
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HOME / MY PROFILE

Be sure you are in the Licenses/Permits tab.

My Profile

MyProfleHome ~ Name  Address Phome  Email  ContactHTSB  Applications  Documents | Licenses/Permits | Tests/Certs — Security

Licenses

Show| 10 w | entries

License Number License Type License Level License Status Renewal Term Maximum Effective Date Expiration Date Action Click on Add
S / Teaching Field.
| Add Teaching Field |
Download License
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You will link to the Applications tab.

/

My Profile Home Mame Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs

Security

License Application

1: Application 2: Teaching 3: Professional A: Werification 5: Application 6: Licensure 7: Affirmation
Information Fields Fitness Options Rewview sSurvey

8: Confirmation

Step 1: Application Information ShOWS yOU W|” Add d
Please enter your application information. - Teachmg Fleld tO your
Application Action = . . .

. existing license.

Current Application
PP Add Teaching Field -~

Application ID:
Current License/Permit Lewvel =

Standard License
Application Action:
Add Teaching Field

License Lewvel:

Standard License

Status:

Verify correct
information and then
click on Save and Go to

e step 2.

N
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My Profile Home MName Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs
Security
License Application
1: Application 2: Teaching 3: Professional 4: WVerification 5: Application &: Licensure 7 Affirmation
Information Fields Fitness Options Review SUrwey
8: Confirmation
Step 2: Teaching Field-
Please enter one or more teaching fields. Please enter a row for each grade level.
Current Application Current Teaching Field Category = Current Teaching Field * Current Grade Level *
Application ID: Early Childhood/Elementary Elementary Education K-5
Application Action:
Mew Teaching Field Categary = Mew Teaching Field * Mew Grade Level =
Add Teaching Field

License Level:

Standard License

Status:

Use the © button to add field{z) you have an active license in or have been recommanded for by your State Approved Preparation Program,

Endorsaments will be reviewed in aceordance with Hawall Administrative Rules (HAR) and HTS58's licensing requirements,

Previous Go to Step 3

Select:

New Teaching Field
Category for the
subject.

New Teaching Field.
New Grade level.
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License Application

4: Verification 5: Application 6: Licensure 7 Affirmation
Options Review Survey

3: Professional
Fitness

1: Application 2: Teaching
Information Fields

8: Confirmation

Step 3: Professional Fitness
You are required to answer ALL questions. If you have already reported an incident that has been Resolved or Previously Cleared with the HTSB, you may

answer 'No'. Only select "Yes' for New incidents.

Any falsification or deliberate misrepresentation, including omission of a material fact, in completion of these questions can be grounds for refusal to renew,
suspend, deny, condition, or revoke a license, certificate, or permit.

|nf0rmatI0n on yOUF N 1. Have you ever had a professional license, certificate, permit (or any other document Yes No
— Current Application . ) ; )
. . which granted you the authority to carry on a particular trade/professional) revoked,
Cu rrent Appl|cat|0n- suspended, or received a disciplinary action (which includes oral/written reprimands,
restrictions or special conditions) due to allegations of misconduct which includes
violations of the Model Code of Ethics for Educators?

Application I1D:

Please read each Application Action:
2. Have you ever been denied a professional license, certificate, permit (or any other Yes MNo
statement ca refu I |y d nd S document which granted you the authority to carry on a particular trade/profession)
d h | . h . due to allegations of misconduct, even if the license, certificate, or permit, or other
respon OneSt y Wlt a document was later issued with or without conditions or limitations?
Yes or NO. ST
3. Have you voluntarily surrendered or relinquished a professional license, certificate, Yes MNo

permit, (or any other document which granted you the authority to carry on a
particular trade/profession), following an allegation of misconduct, during an

ScrO” down and CIICk on investigation into allegations of misconduct, or to avoid having an adverse action taken
on your license, certificate, permit, or equivalent? Allegations of misconduct include
Save and GO to Step 4' violations of the Model Code of Ethics for Educators.
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My Profile Home Name Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs

Security

License Application

4: Verification
Options

1: Application 2: Teaching 3: Professional
Information Fields Fitness

5: Application B: Licensure 7. Affirmation
Review Survey

8: Confirmation

A

\ 4

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.

10
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License Application

A Werification
Options

3: Professional
Fitness

1: Application
Information

2: Teaching
Fields

6: Licensure
Sureey

5: Application
Rewview

8: Confirmmation

Step 5: Application Review

7 Aaffirmation

Here are the results of your application information review. If there are any validation errors (), yvou will not be able to proceed to the next step until you

make the corrections.

»"  Mame and Personal Information
Current Application

Last Name First Name Middle Mame Suffix SSMN
Application 1D:
Application Action:
»"  Address Information
Country Address 1 Address 2 State County/Province

License Lewel:

Status:

«»"  Phone Information

Primary Phone? Phone Type Phone

Birth Date

City

Edit

Military Spouse?

Edit

Postal Code

Edit

Extension

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.

11
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Answer
honestly and
to the best of
your ability.

Responses are
anonymous
and do not
affect your
application.

Add a Teaching Field

License Application

1: Application
Information

8: Confirmation

2: Teaching
Fields

3: Professional 4: \Verification 5: Application &: Licensure
Fitness Options Review Survey

Step 6: Initial Hawaii Licensure Survey

Current Application

Application ID:

Application Action:

License Level:

Status:

Directions: The following survey questions are designed to assist the Hawaii
Teacher Standards Board in collecting data about teacher licensure and educator
preparation programs. Your answers are kept anonymous and do not affect your
application. Answer each survey question honestly and to the best of your
knowledge.

* 1. What high school did you graduate from?

* 2. What is your current role as an educator?

7 Affirmation

12
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License Application

1: Application 2: Teaching
Information Fields

8: Confirmation

Step 7: Affirmation

Current Application

Application 1D:
Application Actiocrn:
License Lewvel:

Status:

d a Teaching Field

3: Professional “: Werification S: Application 6: Licensure 7 Affirmation
Fitness O ptions Rewiew Suneey

I hereby declare that the information contained in this application, including the responses provided in the Professional Fitness section are
true and accurate to the best of my knowledge.

I understand that the infarmation provided on this application and the required documents that | hawve provided must be werified before it is
approved by HTSE.

I understand that if | make andfor submit false, inaccurate, or misleading information on my application and/for, doocuments that are required,
or omit information on my application and/for on documents that are required, those are grounds for a denial of my application and are
grounds for disciplinary acrion taken on my current active license ar permit which could include revocation, suspension, reprimand, and other
special conditions.

I understand that the submission of my application does not mean that my application has been approved. Further | understand that the
effective date of my license, permit, or certificate is based on the date upon which | meet all requirements.

| understand that it is my personal responsibility to mMmaintain copies of documents related ©o this application and that HTSE will not prowide
that service for me.

I hawve read and understand the Model Code of Ethics for Educators {MCEE) which supports the vision, core walues, and mission of the Hawwaii
Teacher Standards Board in fosvering professional standards for teachers, school counselors, and school librarians, not only with regard to
academic rigor, but to include the highest ethical standards of professional conduct which foster commitment to students, the profession, and
the community. This code is intended to adwvance the teaching profession and guide ethical understanding and decision making of P-12
educators in the State of Hawai'i. Click here o wiew the MCEE.

I affirm that | understand the following: Hawaii license, permit, and certificate requirements are subject to change. | am responsible for being
knowledgeable about current and revised regulations. It is my responsibility to maintain and obtain a valid appropriate Hawaii certification to
practice the profession of teaching in this state. It is my duty as a professional educator o renew my license, permit, or certificate prior to ts
expiration date.

After reading over the Affirmation step, click Submit Application.

13
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License Application

1: Application 2: Teaching 3: Professional A: Verification S: Application &: Licensure 7 Affirmation
Infoarmation Fields Fitness Options Review Survey

8: Confirmation

Step 8: Confirmation

4= Back to Applications List
Current Application

Application Action: You will be receiving an email shortly about your application review process.

License Level: Please complete our Customer Service Survey to provide feedback so we can constantly improve our service to you.

Customer Service Survey
Status:

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.

14
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My Profile Home Name Address

Security

License Application

1: Application 2: Teaching
Information Fields

8: Confirmation

Phone Email

3: Professional
Fitness

Contact HTSB

4: Verification

Options

Click on the Documents tab to upload evidence.

Applications

5: Application
Review

!

Documents

6: Licensure
Survey

Licenses/Permits

7 Affirmation

Tests/Certs

15
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Click on the Add New Document

MyProfleHome ~ Name ~ Address  Phone  Emall  ContactHTSB  Applications | Documents | Licenses/Permits ~ Tests/Certs  Securty to upload eVidence"
Documents \L
Show 10 v entries
Document Linked t
D Document Type ~~ Document Name Application FleType Notes CreatedBy  CrateDate  UpdatedBy  Update Date Action

View Document

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

16
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My Profile Home Name Address Phone Email Contact HTSB Applications Documents Licenses/Permits Tests/Certs Security

Documents

4 Back to Document Listing

Add a New Document

Document Type *

] < All fields with a * are required.
Use the drop-down menu to select the:

e - * Document Type

e * Link to Application
Choose the file v * File Type
from your Selec(Up\oa:.IFle' _
computer. [ere]ereons You must type in a Document Name.

@6 @ T-le o W@ E QB e You may provide a description in the Notes

B I §|L|&= = Az | 99 | Styles - | Format -
| / bOX-

Click Upload. — |2 17
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My Profile Home |~ Name  Address ~ Phone  Email

Hi , welcome to your HTSB Profile.

Your HTSB D is

User Status:
License Level:
Status:

Required Action:

Valid From / To:

Teaching Field(s):

ContactHTSB |  Applications ~ Documents  Licenses/Permits  Tests/Certs  Security

A My HTSB Transaction History

Event Summary From To Event Date Action
Application Submitted Details
Document Uploaded Details
Document Uploaded Details
License Renewal Reminder Details
View Email
Security Information Updated Details

HTSB website: hawaiiteacherstandardsboard.org

Read messages by
viewing the Contact
HTSB tab or My HTSB
Transaction History.

18
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