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Plan of Intent Directions 
School Year 2010-2011 

 
 

As per Administrative Rule 24:43:02:08, any district employing teachers or 
administrators who are non certified or are serving outside of their current 
certification shall have on file with the Department of Education a Plan of 
Intent stating how the district intends to ensure that all teachers and 
administrators are serving on a valid certificate in their certified areas. The 
Plan of Intent must be fulfilled in one calendar year. The district may 
request a one-time, one-year extension to the duration of the plan of intent 
to be granted at the culmination of the first year of the plan of intent cycle. 
 

 

 
 

STEP 1: The Staffing – Teachers / Administration / School Service 
Specialist screen must be updated before you complete the Plan 
of Intent. 

 

 The information you enter in the PRF screen determines who 
will need to complete a Plan of Intent.  The system is able to 
determine the following: 

 

 Check for State certification (i.e. for private schools/tribal schools 
OR public schools in non-core content areas)  

 

 Make highly qualified calculations for public schools in the core 
content areas  

 

 Identify positions which should NOT prompt for a Plan of Intent 
 

 Identify who needs to complete a Plan of Intent for Special 
Education  

 

 
When completing a Plan of Intent (POI), it is important the 
person who is requiring a POI be involved in the decision 
making process.     
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STEP 2: Click on the following: 
 

 Actions 
 

 District Information 
 

 Plan of Intent 
 

 
 
 You will then see the list of individuals who will need to 

complete a Plan of Intent for your district.  (It is hopefully blank!) 
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 There are several important columns included on this POI 

Table. 

o Icon to open the Plan of Intent  
 

o SSN 
 

o Name  
 

o Assignment 
 

o Attendance Center 
 

o Plan Status  
 

 Plan Required – Need to Complete the POI 
 Plan Submitted – Plan of Intent has been submitted 
 

o Core Sped – Identifies Plans of Intent for Special Education 
Assignments.  If blank, it is Regular Education and if it has a 
Yes, this means Special Education POI. 
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STEP 3: Click on the icon that looks like a clip board to access the Plan 

of Intent 
 

 
STEP #4:  Complete the Plan of Intent  
 
 
Regular Education Plan of Intent 
 

 
 

 
 
 The following information will display on the POI Screen: 
 

 Social Security Number 
 

 Name 
 

 Attendance Center (School) 
 

 Assignment 
 

 Temporary Assignment / Retirement 
 

 Plan of Action Drop Down Box 
 

 Reason Individual was Hired 
 
 
 
 

The names and social security numbers used in this document are 
fictional. 
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 Put a check in the box if this is a person was hired for a Temporary 
Assignment.  Check only when a staff person has resigned and the position 
is temporarily filled for the remainder of the year. 

 

 
 
 

 Identify the Reason the Individual was hired.  The options are: 
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 Put a check in the box if the person has plans to Retire this year. 
 

 
 
 You will need to add a Comment and then click Save. 
 

 If the two options described above are not appropriate then you will need to 
complete the Plan of Intent beginning with the Plan of Action. 

 
 The options in the Plan of Action are determined by the Assignment and 

Certification.  In the example above, the individual needs a Plan of Action for 
History.  The drop down box is: 

 

 
 
 Select the appropriate action. 
 
 Depending on what you choose for the Plan of Action, you will be 

prompted to choose one or more of the following: 
 

 Praxis Test 
 Test Date  
 Completion Date 
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 Complete the drop down box – Reason Individual was Hired 
 
 Add any Comments you wish to make.   

 

 
 
 
 Click Save! 

 
You will return to the Plan of Intent Listing.  Once you exit out and then return to 
the POI List the Plan Status will say Submitted. 
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Special Education Plan of Intent 
 

 The Special Education Plan of Intent will display for two possible reasons.   
 

 The individual does not meet the appropriate Special Education 
requirements.  

 

 The individual is the Teacher of Record for a Core Content Class.  (Check 
in the SPED box on the Assignment Screen.)  There are two possible 
reasons the teacher may not be qualified: 

 

o Does not meet qualification for Special Education. 
 

o Does not meet qualifications for Core Content Assignment. 
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Below is an example of an individual who must meet the requirements of both 
SPED (yellow) and the Regular Ed Core Content Assignment (green).   
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 The Special Education Tasks completed by the individual will need to be 

identified.  Check all that apply. 
 

  
 

 

 Identify the Reason the Individual was hired.  The options are: 
 

 
 
 

 Click Save. 
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