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[bookmark: _Toc225170479]Introduction
The Hawai'i Teacher Standards Board (HTSB) is the state-authorizing agency that approves and oversees educator preparation programs in Hawai'i (Hawaii Administrative Rules [HAR] §8-54-18).

The purpose of the Educator Preparation Program (EPP) application is for institutions to demonstrate their planning and implementation of an Add a Teaching Field licensure program as written in the Letter of Intent (LOI) and New Business Item (NBI) as approved by the HTSB.  Submission of the LOI does not guarantee HTSB EPP Program Approval.

According to HAR §8-54-20: 
(a) When applying for approval of a first-time provisional unit or program review, the following requirements shall be met:
(1). The letter of intent and preconditions must be submitted for consideration no less than one (1) year prior to the date of proposed program implementation; and
(2). Within two (2) years of acceptance of the letter of intent and preconditions, the unit must submit one (1) unit report and a program report for each program that will prepare educators for initial licensure.
(b) The board staff will convene a review team and conduct a virtual provisional review of the unit and programs within three (3) months of acceptance of the unit and program reports after staff review and board approval.
(c) The board will review the review team's recommendation and issue a decision upon recommendation of the board's Teacher Education Committee.
(d) A unit must receive board approval before advertising programs for initial licensure, implementing programs, and accepting candidates into any educator preparation program. 

Please direct any inquiries about the process to the following HTSB staff: 

Executive Director: Felicia Villalobos
Email: felicia.villalobos@hawaii.gov

Licensing Specialist: Jennifer Padua, Ph.D.
Email: jennifer.padua@hawaii.gov




[bookmark: _Toc225170480]Directions 
1. Please read the entire application and complete all prompts. All questions must be answered. Incomplete applications or missing appendices will be returned. 
2. This application is for an Add a Teaching Field (ATF) program. An ATF program is for inservice teachers with an existing HTSB teacher license who have completed a state-approved EPP.
3. You may see identical prompts from the LOI. If substantive changes were made to these LOI prompts, you may be asked to resubmit an LOI for HTSB full board approval. 
4. Links to templates will be provided by email request. 
5. This application includes an appendix for you to list the names of supporting files. HTSB will provide a Dropbox or shared drive folder account for uploading PDF files and appendices.   
6. Please do not delete any sections of the application. You can write N/A (not applicable) if the prompts do not pertain to your institution. 
7. Save the application file as InstitutionName_ATFApp_LicenseFieldName_date.
8. Please email a copy of the application in Microsoft Word and PDF to the address below.  
	
	Executive Director: Felicia Villalobos
	Email: felicia.villalobos@hawaii.gov

	Licensing Specialist: Jennifer Padua, Ph.D.
	Email: jennifer.padua@hawaii.gov


[bookmark: _Toc225170481]Overview of the EPP Add a Teaching Field Review Process 
(Hawaii Revised Statute §302A-803(a)(13-14); Hawaii Administrative Rules §8-54-20-25) 
[image: ]
[bookmark: _Toc225170482]Timeline
To support an efficient and well‑coordinated review process, HTSB staff will collaborate closely with the Program Review Committee and EPP faculty to ensure the review is completed in a timely manner. Because reviewers and faculty operate on different employment calendars (e.g., 9‑month, 11‑month, or 12‑month), thoughtful coordination is essential. Committee members are typically full‑time employees, which means review discussions may need to occur outside their regular workday. During the process, committee members may send clarifying questions or request a meeting with program faculty to discuss the submitted evidence, helping ensure accuracy and shared understanding.
[bookmark: _Toc225170483]
Key Terms

	Term
	Definition

	Add a Teaching Field Program
	An Add a Teaching Field program prepares existing licensed educators to add another teaching field and possibly grade level span to their valid license (§8-54-24).

	Add a Teaching Field Candidate
	An HTSB licensed teacher accepted into the add teaching field program. 

	Alternative Certification Program
	An alternative certification program is offered by a for-profit or non-profit organization and provides teacher licensure for individuals who have earned a baccalaureate degree. 

	Alternative Route 
	A teacher preparation program at an institution of higher education that offers a pathway to initial teacher licensure for individuals who have earned a baccalaureate degree.  

	Clinical Experience
	The culminating activity of extended teaching practice for teacher candidates or inservice teachers to obtain a licensure recommendation. Clinical experience may be referred to as student teaching, internship, or residency.

	Educator preparation program
	An organization, college, or university that provides a teacher licensure program for future or current teachers.  

	Emergency Hire Teacher
	An individual who does not meet teacher licensure requirements but is employed as a teacher of record. 

	Grade level span
	A cluster of student progression levels in the preschool through twelfth-grade school system. Examples of grade level bands are preschool–Kindergarten, grades K-6, grades 6-12

	Licensed teacher
	An individual who has completed a state-approved teacher education program and has a valid HTSB license. 

	Institute of Higher Education 
	An institution of higher education is a college or university that offers post-secondary courses for individuals interested in earning an academic degree. 

	National Accreditor
	An agency that accredits schools or programs offering certification or degrees in the United States. 

	Program Accreditor
	An agency that evaluates the quality of professional preparation programs.

	Regional Accreditor
	An agency that focuses on the quality of academic programs in state-owned or non-profit colleges or universities in a specific region of the US.

	Teacher candidate

	A college student or an Emergency Hire Teacher enrolled in a teacher education program and pursuing a teacher license. A teacher candidate does not have a license. Teacher candidates may be called pre-service teachers.

	Teaching field
	A subject area or content knowledge for which individuals are preparing to become a professional licensed educator. Examples include Early Childhood Education, Elementary Education, School Counseling, Special Education, or School Librarian.
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	Abbreviation
	Meaning

	ACP
	Alternative Certification Program

	ATF
	Add a Teaching Field

	ATF candidate
	Add a Teaching Field candidate

	B.A.
	Bachelor of Arts

	B.S.
	Bachelor of Science

	B.Ed.
	Bachelor of Education

	EPP
	Educator Preparation Provider

	HTSB
	Hawaiʻi Teacher Standards Board

	HIDOE
	Hawaiʻi Department of Education

	HIPCS
	Hawaiʻi Public Charter School

	IHE
	Institution of Higher Education

	LOI
	Letter of Intent

	M.A.
	Master of Arts

	M.Ed.
	Master of Education

	M.Ed.T
	Master of Education in Teaching

	M.S.
	Master of Science

	PB-Cert
	Post-baccalaureate Certificate

	PRC
	Program Review Committee

	SATEP
	State Approved Teacher Education Program

	TECC
	Teacher Education Coordinating Committee

	US
	United States 




[bookmark: _Toc225170485]Section 1: Program Information

	Institution Name
	

	Mailing Address*
	

	Public URL/Website 
	

	*If your institution does not have a physical presence in Hawai'i, explain how HTSB licensed teachers will receive prompt in-person support (§16-255-2).
	




	Institution Administrator 
	

	Title
	

	Email Address
	

	Phone Number
	




	EPP Administrator Name (if different from Institution Administrator) 
	

	Position
	

	Phone
	

	Email
	




	EPP Liaison for HTSB Communication
	

	Name
	

	Position
	

	Phone
	

	Email
	




[bookmark: _Toc225170486]National, Regional, State, and Program Approvals

	Please read the following prompts and mark an X in the Yes or No column.
	YES
	NO

	Is your institution approved by the Council for Higher Education Association?
	
	

	Is your institution registered with the Hawaiʻi Post-secondary Education Authorized Program? 

	
	

	Is your institution currently approved by the HTSB? 

	
	

	Does a United States regional accreditor approve your institution? 
If yes, attach a copy of the institution's current accreditation letter, including status and expiration date.
	
	

	Does a US teacher educator program accreditor approve your educator preparation program? If yes, attach a copy of the institution's current accreditation letter, including status and expiration date.
	
	

	Are any of your programs accredited by the Distance Education Accrediting Commission? If yes, attach a copy of the institution's current accreditation letter, including status and expiration date.
	
	

	Are any of your programs accredited by other US accreditors not listed above? If yes, attach a copy of the institution's current accreditation letter, including status and expiration date.
	
	

	Has your program received approval as a Hawai'i Department of Education (HIDOE) Affiliate Program to place teacher candidates or HTSB licensed teachers in its school? If yes, please attach a copy of your HIDOE Educator Affiliation Agreement. 
	
	






	Describe any changes made to the Program Information since the approval of your LOI. Write "none" if no changes were made. 
· Vision, mission, and goals.
· History and development of the EPP.
· Approval of EPPs in other US states or jurisdictions.
· Summary of demographics of faculty and students.


	







[bookmark: _Toc225170487]Section 2: Program Framework
Mark X next to the ATF program review for this application. You will be asked to resubmit a revised LOI for board approval if the licensure program or field differs from the original LOI. 

	Licensure Program
	Select One 

	Add a Teaching Field Program - IHE 
Licensed teachers with a valid Hawai'i Teacher Standards Board license. Upon completing the program, they will receive a recommendation for a specific teaching field and grade level span and earn college credits.
	

	Add a Teaching Field – ACP
Licensed teachers with a valid Hawai'i Teacher Standards Board license. Upon completing the ACP, they will receive a recommendation for a specific teaching field and grade level span and will not earn college credits. 
	




	List the teaching field for approval.
List of HTSB-approved licensure fields
	List the grade level span for the teaching field.
	If IHE, list the academic degree or certificate the completers will earn. Write N/A if needed.

	
	
	




	To add a teaching field, enrolled students must have a valid HTSB license. Emergency Hire Permit holders are not allowed to add a teaching field. Describe the process that may be used to determine the individual's existing HTSB license type, teaching field/s, and grade level span/s before being accepted into the program. 

	



	What evidence will your institution provide to HTSB licensed teachers to verify their successful completion of the proposed program? 
	YES
	NO

	Official transcript showing credits earned 
	
	

	Official transcript showing credits earned, showing SATEP recommendation
	
	

	Certificate
	
	

	Other:
	
	

	No evidence
	
	




	Mark an X in the Yes or No column on the program instructional delivery modes. 

	YES
	NO

	Face-to-face: in-person at a physical location 
	
	

	Blended: face-to-face and online learning
	
	

	Online: synchronous learning
	
	

	Online: asynchronous learning
	
	

	Online Hybrid: synchronous and asynchronous
	
	

	Other (please describe): 
	
	




	Briefly describe your proposed ATF program and grade level span (maximum 300 words).

	






	If you are an EPP, explain how this ATF program will enhance your existing licensure programs and not compete with similar licensure programs being implemented. Cite quantitative and qualitative data and academic research to support your response (maximum 500 words).

	






	When are ATF candidates eligible to begin the program (e.g., by semester, open enrollment)?

	






	Describe the admission requirements for candidates applying to the ATF program. Your response should address all relevant criteria, including but not limited to official transcript, fingerprint, background check, SAT/ACT scores, recommendation, essay, grade point average, interview, or college credits.

	






	Identify the forms of evidence that will be used to verify ATF candidates' basic skills (refer to HTSB policies §HAR 8-54-9, NBI 12-29 Revised)? 

	






	Identify the forms of evidence that will be used to verify ATF candidates' content knowledge (e.g., coursework, licensure exam)? (refer to HTSB policies §HAR 8-54-9, NBI 12-29 Revised)

	






	Identify the forms of evidence that will be used to verify the ATF candidates' grade level span if recommended for a grade level not on their license?  (refer to HTSB policies §HAR 8-54-9, NBI 12-29 Revised)

	






	In the event that the proposed program or the institution must close, please provide information on a “teach out” plan (read WASC Teach Out Plans and Agreement Policy)   

	







[bookmark: _Toc225170488]Section 3: Program Progression

	Describe how the ATF program is designed (e.g., courses, modules, lessons) for HTSB licensed teachers to obtain content and pedagogical knowledge in the added teaching field and grade level.  


	





	Does the ATF program have a prescribed sequence of courses/modules? If yes, please provide a copy of the program sequence as an appendix. 

	





	Describe the procedure that applies when the ATF candidate does not successfully complete a required ATF course or module. Clarify how many courses or modules the ATF candidate may fail before being dismissed or otherwise removed from the program.

	




HAR requires EPPs to provide evidence that meets the requirements outlined in HAR §8-54-19 and §8-54-24. Guidance on the type of acceptable evidence is written in NBI 25-17.

[bookmark: _Toc225170489]Course Syllabi
Please provide a syllabus for each course or module (including module lessons) as an appendix. Save each course syllabus by the course/module name and number (e.g., SPED 340) and in PDF. Each syllabus shall include the following:

[bookmark: _Toc225170490]Course Descriptive Information 
1. Course description, purpose, and objectives. 
2. Any policies (e.g., attendance, academic integrity, Title IX, late submission, grading, online learning expectations, diversity support).
3. Instructional delivery method/s (e.g., face-to-face, synchronous, asynchronous, hybrid).
4. Course meeting dates and times. 
5. HTSB licensed teacher expectations.
6. Course grading scale and assignment value. 
7. Statement explaining whether the course meets any Hawaii-specific requirements outlined in HAR §8-54-19 and §8-54-24
8. Reference list of assigned/recommended reading, text, and multimedia (include author, title, publication year, and publisher). 
[bookmark: _Toc225170491]Signature Assignments 
1. A signature assignment is evidence that ATF candidates will learn the national content area standards, the HTSB performance standards, and the course objectives/outcomes. It usually is a significant portion of the course grade. 

2. Please submit 1-2 signature assignments per course. Each signature assignment shall include a clear description, point value or weighting, and a copy of the assessment instrument (e.g., rubric, point scale, percentage scale) to assess learning against the standards and course objectives. The assessment instrument should identify which standards are being assessed. An example section of assessments is provided at the end of this document. 

3. A statement explaining if the HTSB licensed teacher must implement the signature assignments in a P-12 classroom setting with students. 

[bookmark: _Toc225170492]Implementation of Standards
1. Create a table showing the alignment of course objectives, the HTSB-approved national content standards, and HTPS that will be used to collect evidence from HTSB licensed teachers. 

You may copy and paste the table below or click the template to show the alignment of course objectives and standards. An example section is at the end of this document. 

	Course/Module Objectives
	National Content Standards
	HTPS Number and Indicator

	
	
	

	
	
	

	
	
	



[bookmark: _Toc225170493]Assessing Candidate Learning
1. Create a table showing the alignment of course objectives and assignments to determine if HTSB licensed teachers met the course objectives. 

You may copy and paste the table below or click the template to provide evidence of the alignment between course objectives and assignments.  An example section is at the end of this document. 

	Course/Module Objectives
	Evidence
List the assignments used to measure HTSB licensed teachers' understanding of the course objectives.
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This table is designed for programs that use a course alphabet-and-number system (e.g., ED360) to organize their curriculum. In the table below, list the course alphabet and number, full course title, estimated completion time, and the number of credits awarded. If available, hyperlink the course title to the corresponding page on your program’s website. Add additional rows as needed. If your program does not use a course alphabet-and-number system, write N/A. 

	Course Alpha and Number
	Course Title
	Estimated Completion Time 
(Duration: weeks/semester)
	Course Credits

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






[bookmark: _Toc225170495]Content Knowledge and Pedagogy Requirements (Modules)
This table is designed for programs that organize their curriculum using a module system. If a module contains multiple lessons, please use a decimal numbering format to distinguish each lesson. For example, if Module 1 includes five lessons, label them as 1.1, 1.2, 1.3, 1.4, and 1.5.

In the table below, list the title of each module (and each lesson, if applicable) along with the estimated completion time. If available, hyperlink the title to the corresponding course information on your program’s website. If your program does not use a module system, write N/A. 


	Module/
Lesson number
	Title
	Estimated Completion Time (Duration: days/weeks)
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	List any licensure exams ATF candidates are required to pass and the purpose for the exam (e.g., admission requirements, content knowledge, course requirements, teaching/grade span experience). Click here to access the Hawaii-approved Praxis exams. 


	







[bookmark: _Toc225170497]Hawai'i DOE Requirements and Initiatives
	List the courses and assignments that will help ATF candidates demonstrate an understanding of HIDOE's General Learner Outcomes.


	






	List the courses and assignments that will help ATF candidates demonstrate an understanding of HIDOE's Nā Hopena A'o (HĀ).


	






	List the courses and assignments that will help ATF candidates meet HIDOE's requirement of six credits or equivalency of Teaching English to Speakers of Other Languages (TESOL) Sheltered Instruction Qualifications (read memo). 


	







	List the courses and assignments that will help ATF candidates demonstrate an understanding of HIDOE's Computer Science Education Act 158 (read legislation)

	







[bookmark: _Toc225170498]Section 4: Clinical Experience/Student Teaching

[bookmark: _Toc225170499]Clinical Experience
If the proposed ATF program does not have clinical experience, write N/A on the relevant prompts. 

	How will faculty/staff verify the grade-level span on the ATF candidates' valid HTSB license?  


	






	If the ATF program does not include clinical experience, how will ATF candidates who already hold a valid HTSB license acquire the pedagogical skills required for the targeted grade span? For instance, if the ATF program is designed to recommend licensure from preschool through grade 12, what specific structures or learning opportunities will ensure that licensed teachers develop the appropriate pedagogical competencies for preschool, elementary, and secondary settings?

	






	If clinical experience is required for the ATF program, what is the total number of hours ATF candidates will be expected to complete?

	






	If clinical experience is required, how and when will the ATF candidates content knowledge be verified?  


	






	If clinical experience is required, how will the ATF candidate's teaching outside their licensure field and grade level span meet the clinical experience requirements?

Please read the Individuals with Disabilities Education Act (IDEA) Sec. 300.156 Personnel qualifications to ensure that ATF candidates comply with federal law. 


	





	If clinical experience is required, how frequently will EPP faculty (e.g., field supervisor) conduct in‑person classroom visits for the ATF candidate? Additionally, what activities, observations, or evaluations will take place during these visits?

	






	If clinical experience is required, will ATF candidates be expected to obtain liability insurance? For example, how will liability be addressed when the ATF candidates’ clinical experience occurs outside their current employment setting?

	





 
[bookmark: _Toc225170500]Cooperating/Mentor Teacher
If the proposed ATF program does not have clinical experience, write N/A on the relevant prompts. 

	If clinical experience is required, will the ATF candidate be assigned a cooperating/mentor teacher? (maximum 300 words).

	






	If clinical experience is required, describe the criteria or minimal qualifications required to be a cooperating/mentor teacher (maximum 300 words).

	






	What process will be used to ensure ATF candidates are assigned to a cooperating/mentor teacher with the same teaching field and grade level span as the ATF program? (maximum 300 words).

	






	Describe the training or professional development strategies on mentoring that your EPP will provide to cooperating/mentor teachers. Include how the training will be delivered, the topics of content, the type of support to be given, and the number of hours (maximum 300 words).

	






	Describe how EPP staff/faculty evaluate and retain cooperating/mentor teachers (maximum 300 words).

	






	Describe how much input/influence the cooperative/mentor teacher has on recommending ATF candidates for licensure (maximum 300 words).

	






	How will cooperating/mentor teachers be compensated (e.g., financially, professional development courses)? (maximum 300 words).

	





Include any evaluation instruments that will be used for the clinical experience to be utilized by the cooperating/mentor teacher. Save as an appendix. 
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If the proposed ATF program does not have clinical experience, write N/A on the relevant prompts. 

	Describe how your EPP staff/faculty plan to select and prepare partnership schools to support ATF candidates in the teaching field and grade level span (maximum 300 words).

	






	Describe your EPP’s plan to select, evaluate, support, and retain school partnerships (maximum 300 words).

	






	Provide a list of existing HIDOE, HIPCS, and private school partnerships. Write none if your EPP does not have any partnerships. 

	Island
	Complex Area
	School Name

	Hawaiʻi 
	
	

	Kauaʻi
	
	

	Lānaʻi
	
	

	Maui
	
	

	Molokaʻi
	
	

	Oʻahu
	
	






[bookmark: _Toc225170502]Section 5: Hawai'i Specific Requirements 	
Although ATF candidates already hold a valid HTSB license, they must still meet the requirements outlined in HAR (2019). This section should address the Hawaiʻi‑specific expectations described in HAR §8‑54‑19 and §8‑54‑24.

When applying for approval of an educator preparation program the following requirements shall be met. 
(1) The unit must provide evidence that their candidates meet the performance standards as applicable, that are contained in Appendix A, B, and C, and incorporated at the end of this chapter; 
(2) The unit must provide evidence that their candidates exhibit professional and ethical dispositions necessary to help all students learn as outlined in the board's Code of Ethics, and
(3) The unit must provide evidence that their candidates are prepared to incorporate the following areas into their practice.


[bookmark: _Toc225170503]Professional and Ethical Dispositions
	Describe the criteria used to verify that ATF candidates have successfully demonstrated professional dispositions (§HAR 8-54-19-2). Include the course/module number, the type of documentation (e.g., observation or evaluation tools), how often ATF candidates will be assessed, and who will assess them. 

	






	Describe the criteria used to verify that ATF candidates have successfully demonstrated the Model Code of Ethics (§HAR 8-54-19-2) (NBI 23-04). Include the course/module number, the type of documentation (e.g., observation or evaluation tools), how often ATF candidates will be assessed, and who will assess them. 

	





Include all ATF candidate evaluation instruments related to professional and ethical dispositions as an appendix.

[bookmark: _Toc225170504]Hawaiian Language, History, and Culture
	Provide a list of the course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to incorporate the integration of Hawaiian language, history, and culture in order to promote and perpetuate traditional ways of knowing, learning and teaching (§HAR 8-54-19-3A). 

	





[bookmark: _Toc225170505]Student Standards
	Provide a list of the course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to incorporate the student content area state standards (§HAR 8-54-19-3B). Please refer to the HIDOE Subject Standards. 

	






	If ATF candidates are working in a private school, how will they demonstrate the student content area state standards (§HAR 8-54-19-3B)? Please refer to the HIDOE Subject Standards. 
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	Provide a list of course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to teach reading, including working with students of reading difficulties (§HAR 8-54-19-3C).  

	






[bookmark: _Toc225170507]Students with Diverse Needs
	Provide a list of course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to work effectively with students with disabilities, including training related to participation as a member of individualized education program teams (§HAR 8-54-19-3D).  

	






[bookmark: _Toc225170508]Students with Limited English
	Provide a list of course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to work effectively with students who are limited English proficient (§HAR 8-54-19-3E).  

	






[bookmark: _Toc225170509]Gifted and Talented Students 
	Provide a list of course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to work effectively with gifted and talented students (§HAR 8-54-19-3F).  

	






[bookmark: _Toc225170510]Integrating Technology into Curricula
	Provide a list of course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to integrate technology effectively into curricula and instruction, including activities consistent with the principles of universal design for learning (§HAR 8-54-19-3F).  

	






[bookmark: _Toc225170511]Technology for Data Information and Analysis
	Provide a list of course numbers and titles, corresponding assignments, readings, and assessments that will be used to verify that ATF candidates are prepared to use technology to effectively collect, manage, and analyze data to improve teaching and learning for the purpose of increasing student academic achievement (§HAR 8-54-19-3F).  

	






[bookmark: _Toc225170512]Hawaiʻi Teacher Performance Standards 
Use the standards and course alignment matrix to show how ATF candidates will meet the performance standards before program completion. Click on matrix templates for teachers, school counselors, or school librarians. 

Upload the performance standards matrix as an appendix. 


[bookmark: _Toc225170513]Section 6: HTSB licensed Teacher Support And Services

	How many months will ATF candidates be required to complete the ATF program?

	






	What are the anticipated costs ATF candidates will pay annually? What is the total cost upon program completion? 

	






	Will this licensure program provide tuition assistance? If yes, please explain the funding source, requirements to receive funding, and any payback obligations (e.g., required years of service or repayment if the candidate exits the program before successful completion)?

	






	Describe the process for informing ATF candidates of the specific teaching field and grade level for which they will be recommended upon successful program completion.

	






	What wrap‑around services will be provided to support ATF candidates who may face academic, emotional, financial, or social challenges, or who may struggle to balance program requirements with full‑time employment?

	






	Describe the process used when an ATF candidate is determined to no longer demonstrate the potential to be recommended for the teaching field and grade‑level span associated with their existing license.

	






	What supports will be provided to ATF candidate who are required to pass licensure exams? Additionally, what actions may be taken if they are unable to successfully pass the required exam(s)?	Comment by Padua, Jennifer FM: Is this a repeat? Check other repeated prompts 

	





If available, include an ATF Program Handbook as an appendix.


[bookmark: _Toc225170514]Section 7: Program Faculty

[bookmark: _Toc225170515]HTSB Annual Report
Please provide information about the faculty or staff who will attend the HTSB Annual Meeting and submit the Annual Report. An additional box is provided if needed.

	Name
	

	Position
	

	Phone
	

	Email
	



	Name
	

	Position
	

	Phone
	

	Email
	




[bookmark: _Toc225170516]HTSB Program Recommendation Lists
Please provide information about the faculty or staff who need access to HTSB's learning management system to upload recommendation lists of ATF program completers. An additional box is provided if needed.

	Name
	

	Position
	

	Phone
	

	Email
	



	Name
	

	Position
	

	Phone
	

	Email
	




[bookmark: _Toc225170517]Teacher Education Coordinating Committee
Please provide information about the faculty or staff who will attend the Teacher Education Coordinating Committee (TECC) in accordance with HAR §304A-1202. Additional boxes are provided if one or more people will attend. 

	Name
	

	Position
	

	Phone
	

	Email
	




	Name
	

	Position
	

	Phone
	

	Email
	






[bookmark: _Toc225170518]Instructional Faculty/Staff Qualifications
Please provide the curriculum vitae for each faculty/staff who will teach courses and/or serve as field supervisors in the ATF program. The curriculum vitae should include their academic degrees (include college/university, major), teaching experience at the PreK-12 level (include the number of years of teaching at each grade level, subject areas, and school name), any post-secondary teaching experience (include position title, course title, course number, university/college campus), professional presentations, memberships, or publications, and any information supporting their qualifications as an instructional faculty/staff.

Save the file as lastname_firstname_CV.pdf.

[bookmark: _Toc225170519]Instructional Course Load
Provide the number and name of each module/course and the name of the faculty/staff member who will teach the course. Next to the instructor's name, identify the person's full-time (FT) or part-time (PT) status in your program. 

	Module/Course Name and Number
	Instructor Name
	Instructor Name
	Instructor Name

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






[bookmark: _Toc225170520]Section 8: Completer And Graduate Follow-up
EPPs are required to collect data about their licensure program as part of the program accreditation process.  

	If you are a Hawaii-approved program, please provide quantitative data on the number of program completers who have received a teacher license from the HTSB within the past six years and are currently teachers in the HIDOE or HIPCS. 

	Completer Year
	Number of program completers
	Number of teachers currently employed in the HIDOE
	Number of teachers currently employed in the HIPCS
	Number of teachers currently employed in a Hawai'i private school

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	What are your accreditor's requirements to determine licensure program quality? (maximum 500 words).


	






	What process will be used to determine completer rates and program satisfaction? (maximum 500 words).

	






	What process will be used to communicate with completers and determine their success in teaching after leaving the ATF program? (maximum 500 words). 

	






	What process will be used to collect employers' satisfaction with completers' preparation for their assigned responsibilities in the preK-12 setting? (maximum 500 words).


	







[bookmark: _Toc225170521]Section 9: List of Appendices
Please write a list of appendices to support each section of your application. The appendices shall be saved as individual PDF attachments and uploaded to the designated file sharing folder (e.g., Google Drive, Dropbox) 

Save each file starting with the section number and abbreviated title name. For example. S2. WASC accreditation letter


	Section 1: Program Information Appendices 
Required: Accreditation letters, HIDOE Affiliate Program Approval, any Program Information Changes 

	






	Section 2: Program Framework Appendices 
Required: References to academic literature, data resources
Optional: Admission information or program brochures

	
 





	Section 3: Program Progression Appendices 
Required: For each course/module: syllabus, alignment of course objectives and standards matrix, alignment of course objectives and assignments, signature assignments, assessment instruments 

	






	Section 4: Clinical Experience/Student Teaching Appendices 
Required, if applicable: Clinical experience observation tools/instruments, lesson plan templates, clinical experience handbook, cooperating/mentor teacher evaluations 

	






	Section 5: Hawaiʻi Specific Requirements Appendices 
Required: Evaluation instruments for professional and ethical dispositions, performance standards alignment matrix 

	







	Section 6: HTSB licensed Teacher Support and Services Appendices 
If available: ATF handbook

	





	Section 7: Program Faculty Appendices 
Required: Curriculum vitae for program staff

	






	Section 8: Completer and Graduate Follow-up Appendices

	








[bookmark: _Toc225170522]Section 10: Educator Preparation Program Verification

Preparer's Information
	Name
	

	Position
	

	Telephone Number
	

	Email
	




Contact Person should there be any questions about the application. 
	Name
	

	Position
	

	Telephone Number
	

	Email
	




I verify that the contents of this adding a teaching field program application are complete, accurate, and approved by the institution/organization administrator. 

I verify that all documents needed to support this application will be provided by my institution/organization. 

I verify that acceptance of this application does not guarantee HTSB EPP Approval.

Please use ink or digitally stamped signature. 
	Name
	

	Date 
	





[bookmark: _Toc225170523]Examples of standards, assignments, and assessments

[bookmark: _Toc225170524]Example 1. Alignment of Course Objectives to National and Hawaii Teacher Performance Standards

	Course/Module Objectives
	National Content Standards
	HTPS Number and Indicator

	Utilize assessment and diagnostic procedures to identify K-6 students’ literacy strengths and needs. 

	ILA 3.1, 3.2
	HTPS 6a, 6b,6j, 6r, 6v


HTPS = Hawaiʻi Teacher Performance Standards
ILA = International Literacy Association


[bookmark: _Toc225170525]Example 2. Alignment of Course Objectives and Assignments

	Course/Module Objectives
	Evidence
List the assignments used to measure in-service teachers’ understanding of the course objectives.

	Utilize assessment and diagnostic procedures to identify K-6 students’ literacy strengths and needs. 

	· Weekly quiz
· Assessment case study







[bookmark: _Toc225170526]Example 3. Assessment Instrument – Assessment Case Study Rubric	Comment by Padua, Jennifer FM: New. Should we include an example rubric? If yes, we can finish this together.

	Criteria
	Unsatisfactory
	Emerging
	Proficient
	Excellent

	Describe students' strengths and needs in reading, writing, and oral language based on data and standard/s. 
	Vague, anecdotal observations focused on only one or two domains; descriptions are not linked to evidence or standards or rely on subjective feelings rather than objective data.

	Describes all three language domains, but the observations are surface-level and lack depth. Uses basic terminology, and the specific skill deficit is not fully aligned with the data.
	Delivers a clear, accurate, and evidence-based description of strengths and needs across all three domains. Uses specific academic terminology and cites data to show students’ progress related to standards.
	Describes an actionable, diagnostic profile for all three domains. The description synthesizes evidence to analyze cross-domain patterns, determine the root causes of needs, and direct differentiated instruction

	Describe the assessment instrument, the purpose of the assessment, and insights on using the instrument.  
(ILA 3.1)
	Identifies and describes the assessment instrument but doesn't explain its purpose or how to use it effectively.
	Describes the assessment instrument and its purpose, but their explanation of how to use it lacks depth or practical insights.
	Accurately describes the assessment instrument, its purpose, and provides sound, practical insights into its use.
	Provides a comprehensive and insightful description of the assessment instrument and its purpose. Includes evidence-based insights on its effective use, including potential adaptations or alternative applications.

	Candidates collaborate with colleagues to administer, interpret, and use data for decision making about student assessment, instruction, intervention, and evaluation for individual and groups of students (ILA 3.2)
	helps minimally with administration, but does not contribute to data analysis or decision-making, primarily implementing the mentor's pre-determined plan.
	Actively assists and can provide surface-level data interpretations, but the resulting instructional ideas are broad and undifferentiated. Collaboration requires substantial mentor guidance to move from data to specific decisions.
	Effectively collaborates with mentor teacher to administer assessment, analyze data, accurately identifying specific needs. Proposes targeted, evidence-based instructional adjustments based on a mutual, informed discussion.
	Initiates and drives data collaboration; synthesizes complex data to create well-reasoned, differentiated strategies that meaningfully inform the overall class plan.



	Candidates collaborate with colleagues to administer, interpret, and use data for decision making about student assessment, instruction, intervention, and evaluation for individual and groups of students (ILA 3.2)
	show basic awareness of data use, recognizing its importance but relying on others for collection and interpretation, engaging minimally in discussions, and needing significant support to make decisions.
	Candidates begin applying data collaboratively, collecting and organizing it with guidance, contributing to discussions, identifying trends, and using it inconsistently to adjust instruction or supports.
	Candidates independently and collaboratively use data to inform decisions, accurately assessing individuals and groups, collaborating to analyze results, planning systematically, and adjusting strategies to improve outcomes.




	Candidates lead and model data-driven collaboration, facilitating analysis meetings, mentoring others, integrating multiple data sources to create responsive plans, evaluating effectiveness, and promoting a culture of continuous improvement.
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Add a Teaching Field Program

{Hawaii Revised Statute §302A-803(2)(13-14); Hawaii Administrative Rules §8-54-20-25)
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The Educator Preparation Program (EPP) shall read the directions and learn the
Letter of Intent (LOI) application process to become a Hawai'i Teacher Standards
Board (HTSB) approved Add a Teaching Field (ATF) licensure program.

The EPP will incur any fees according to HAR §8-54-2.4.

The fee is to be paid within 30 calendar days upon HTSB's receipt of the LOL.
The EPP may seek assistance from the HTSB Executive Director or designee.
The EPP submits a completed LOI application to the HTSB Executive Director.

EPPs are recommended to submit the LOI application at least 6 weeks before the
next designated HTSB Board meeting.

HTSB staff may request that the EPP revise and resubmit the LOI application.
Upon completion, the LOI application is submitted as a New Business ltem (NBI).

The NBI is initially read at the Teacher Education Committee (TEC), and committee
members may offer revisions or seek clarification.

The TEC shall recommend, not recommend, or defer the NBI to the full HTSB Board
members at the General Business Meeting.

At the General Business Meeting, the full HTSB Board will vote to approve, deny,
defer, or offer revisions to the NBI.

The EPP has two years from the NBI approval date to develop the ATF program.
The EPP is not allowed to advertise the ATF program until approved by the Board.
The EPP is required to use the HTSB ATF application template and abide by the NBI.

The EPP will submit the application to the HTSB Executive Director. The HTSB
Executive Director or staff may request revisions or seek clarification.

If two years have commenced and the ATF program is not developed, the EPP must
submit a new LOI application for Board approval.

A Program Review Committee (PRC) will convene to evaluate the ATF program.
The PRC may take a minimum of six weeks to review the ATF program.

The PRC may request for the EPP to provide clarification or to revise and resubmit
evidence.

The PRC will submit recommendations to the TEC when the EPP application has met
the requirements.

The NBI will be posted on a designated HTSB Board Agendas.

The NBI is initially read at the TEC, and committee members may offer revisions or
seek clarification.

The TEC shall recommend, not recommend, or defer the NBI to the full HTSB
Board members at the General Business Meeting.

At the General Business Meeting, the full HTSB Board will vote to approve, deny,
defer, or offer revisions to the NBI.

Upon Board approval, the ATF program will be designated as a Hawai'i approved
program and may start implementation according to the NBI.
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