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Subject: 	 Procedural Guidelines for tbe Reclassification ofPubJic Charter School (PCS) 
Teachers 

The Department ofEducation (DOE), in acknowledging the authority ofpubJic cbarter scbools 
(peS), has established procedural guidelines in processing reclassification requests for public 
charter school teacbers. The following outlines the options available to public charter schools 
who have purchased services from the DOE. 

Option # 1: iubHe ChaOg Schoo) Authorizes Reclassjfication 
The PCS authorizes the reclassification request made by their teachers. To exercise this option, 
Fonn 201CS must be completed and submitted to the Office of Human Resources (ORR). The 
teacher completes #] through #4. The PeS Director/Administrator completes #S indicating the 
change in the teacher'S class and the effective date of that change. Official university transcripts 
andlor professional development credits are not required. 

Optioo #2: DOE Conducts Reyiew ofCredits: PCS Authorizes Reclassification 
At the request ofPCS, courses submitted for reclassification are reviewed utilizing the 
Department's current reclassification guidelines. The result of the review is for record only, 88 

pes wjJJ stil1 authorize the reclassification request made by their teachers. To exercise this 
option, the teacher completes #1 ~ #4, #6, and #7 on Form 201CS. The PCS 
Director/Administrator completes tiS indicating the change in the teacher's class and the 
effective date of that change. Officis] university transcripts. professional development credits, 
and other relevant documents must be submitted with the Form 201 CS. 

Option #3: PCS Authorizes ReclBssification in AccQrdance With DOE Quidelines 
The pes requests that the reclassification of their teachers be in 'accordance to the DOE's current 
reclassification guidelines. To exercise this option, the teacher completes the entire Form 
201CS. except #5. submitting official university transcripts, professional development credits. 
and other relevant documents. The PCS Director/Administrator detennines iftbe courses 
submitted are aligned to their schoo]'s strategic: plan (see #7f). Signatures ofteachu'and pes 
Director/Administrator are required (see #88 and #8b), 
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Please nOle that a favorable review does not guarantee that tbese credits will be accepted inlhe 
future. should a public chal1er ~chool teacher decide to apply or transfer back to the DOE. The 
OHR shall conduct a reassessment of an approved academic and professional development 
credits earned. while at the public charter school, to detennine if they 'meet Department's current 
guidelines for initial ciassjfication andlor reclassification. 

Enclosed is Fonn 201CS to be submjtted with all reclassification requests. Please dUplicate this 
fonn as needed. 

Should you have any further questions or concerns regarding this matter, please contact the 
Teacher Reclassification Unh at 586·3649. 

PH:WK:k:yc 

Enclosures 

c: 	 Fay Ikei, Acting Assistant Superintendent) OHR 

Bruce Shimomoto, Director, OHR 

Judy Toguchi, Personnel Administrator. OHR 


, Maunalei Love, Interim Executive Director, Charter School Administrative Office 
Sean Murakami, Acting pes Program Specialist 
Joan Husted, Executive Director, HSTA 



,.;,. 
~ 

~, 

~ STA:rEOf HAWA[I
/f~."""''''''',,,,.,,, DEPARTMENT OF EOOCATlOW CHARTER SCHOOL TEAGHER REQUEST FORM..y~t........~" 

(,~ . . \ Offl.Oe or Human Resoun:.cs (FORM 201CS, 6/01)Teacher Recl.aaification Unitt

• TI!'.1ICbcr Recruitment Unit 
680 hvild Road, Suile 490 RECLASSIFICATION 

~ Honofutu HI 968t1 
I......ME{LnI. F;r.~. Mil: l. SOCIAL SECUR.tTY NO.: 3. SCHOOL: 4.DISTR(CT: 

S. R.EQUEST Fort Itf.CLASSlFIC"TIO'N: 
{ 1 Ree~SI:.fy 1'h;~CMt1U Sc:hoC'l Tetldioer fToma.~ _ T('Ollls _ efTwiV1! 

EfTcc.tive Dare. 

CItIll1ef Scbool DiretlO,fAdminislmor SigNlUtt Chll1a'SdIooI Name Date 

6. R.EQUEST fOR: 
i( I RcqaC'1 fer InIt:nsi1Ie Review of'Cm!i11 for Redassilic.aliOl1 (Mlilt mcd om: Reclasailicet10n Guidelinea to move C11S1.) 

( ). Teacber{SATEl'): FIOmCIID _To_ 
r J. Tc:a:"cr (NO SATE.r): rlOl'/lOass _To_ 
( ) UpdMe Crlly 

• SATEr - Stale A~Tuther Educltion Prctnm 

7. ACADEMIC ClU!DITS: (Univercily Cftditslhat Ire piIIt ofCOVI'It......ooc rcqu;,cint'Jrts for II progrtm\ ofsludy lading 10 I degree II an IICCrcdltod ul1i'lll'.ll"5ity/c.o1lege.) 

7 •• Sl!SsrONf 11\. CClUItSf! ""- CXltJ...E(i£l 7eo seMesTER 7r. CHECK IF rRfNOrAL TO 
seMesTERI AU'HAJlr.NO. utttVERSITY /'lAME 

7d. TrrLJ;.OF COURSE 
aeorr srA 

(NlTrALI? 
YEAR srI!. 

tiL uTEAomR'SSIQNA1'URE: lib. ••pcs DI"RECTORlAOMI'NISTRATOR'S SIGNAnJU.: 

DAll!.: OATli: 
. . I ..... .. . . .. . .. ..... '" .­ -_ ....... ­

h1IInIc:Iiona &11C on IJle n:wne spa:e 

.. Form 201 without teacher's and principal's &ignatore w11\ be returned with no action taken. 


