[image: image1.png]




   PORTLAND PUBLIC SCHOOLS

     501 North Dixon Street / Portland, OR  97227

     Telephone: (503) 916-3184

     Mailing Address: P.O. Box 3107 / 97208-3107

     Susan Kosmala, Director 
November 3, 2010,
To: Title I Principals

From: Susan Kosmala

Re: Principal Verifications and HQ letter to parents

Required Action by November 19, 2011

Dear Principals.

Human Resource Staffing Specialists are meeting with principals to review the final list of teachers in your buildings who may not be highly qualified for each part of their 2010-11 assignment. Once that meeting occurs, is time for you to log into the Administrator Site on the http://inside.pps.k12.or website, complete your Principal Verification and authorize any required letters to parents.
Step 1: Login on the http://inside.pps.k12.or website
Step 2: Search the menu on the left for the link to Letters for Teachers Not Meeting “Highly Qualified” Status

Step 3: Read the instructions page and then click on the “List of Teachers” button.

Step 4: You will be able to add text to the letter through the Edit link next to each teacher’s name, or, if you have no teachers who are not highly qualified, you may access your verification through the “Principal Verification” button.
Verifications must be on file for your building at both the building and District Office. By November 19, 2011, letters and completed verifications (printed and signed by the principal) may be faxed to ext. 63111.

Please feel free to call me at ext. 63231 if you have questions or would like technical assistance in completing the forms.
Sincerely,

Susan
