Georgia Department of Education Template for LEAs

LETTER TO PARENTS(S)/LEGAL GUARDIANS(S) NOTIFICATION OF A STUDENT ASSIGNED TO A NON HIGHLY QUALIFIED TEACHER FOR FOUR CONSECECUTIVE WEEKS OR MORE

[xx-xx-xxxx]
Dear Parent(s)/Legal Guardian(s):

The Elementary and Secondary Education Assistance Act of 1965 (ESEA) requires schools to notify parents if the following circumstance occurs in the class room:
· When your child has been assigned to a teacher who does not meet the qualifications for  highly qualified teacher, or

· When your child has been taught four consecutive weeks or more by a teacher who does not meet the highly qualified requirements.

We are notifying you that your child’s second grade regular teacher, [Insert Teacher’s Name], will be on a temporary leave beginning, [Insert Date] and will be away for twelve weeks.  In his/her absence, we have hired [Insert Teacher’s Name] to teach his/ her class.  [Insert Teacher’s Name] does not meet the definition of a highly qualified teacher under ESEA, but he/she has served as a substitute teacher in our school several times in the last three years.  We are confident that [Insert Teacher’s Name] is capable of implementing lesson plans that [Insert Teacher’s Name] regular teacher left for class instruction.
[Insert Teacher’s Name] has a bachelor’s degree in [Insert Name of Degree] from [Insert College/University and State] and has taught in a local school for more than five years.

[Insert Teacher’s Name] has attended new staff orientation and understands the school’s policies and procedures and gets along well with students, teaches and staff.  Along with the lead teacher, [Insert Teacher’s Name], I closely monitor all classrooms staffed with substitute teachers. 
However, if you have additional questions or concerns about your child’s educational progress or substitute teacher, you may come to my office at [Insert School’s Name]; call me immediately at [Insert Telephone Number] or email me at [Insert Email Address].
Sincerely

[Insert Principal’s Name]
Kathy Cox, State Superintendent of Schools
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