
Oklahoma Teacher 
Empowerment Program

Application Guidance



Program Introduction, Eligibility, Guidelines, and Contacts
Once you’ve created the application, you will see the Program Overview. If needed, please refer to 
the Single Sign-On document for guidance on creating an application. 



District Contact Information 
Only a Superintendent or Authorized Representative should complete the application. The Contact Information 
for the Superintendent will pre-populate from the Central Contacts application. Click the first box to add an alternate 
contact for the district if needed. Additional district contacts may be added to receive program approval/disapproval 
emails.



District Designation Information

Enter the number of teachers that will be designated for advanced, lead, and master roles in each 
Requested box. This will automatically calculate the total request based on the minimum salary 
increase. If you are planning to pay designated teachers more than the minimum, you will include the 
additional amount in the Additional Requested box. 



Advanced Teacher Designation Information 

Complete a short summary of the 
district criteria used to identify 
advanced teachers. List each 
advanced teacher’s:

● legal first and last name 
● school code and school name
● current teaching assignment



Lead Teacher Designation Information 

Complete a short summary of the 
district criteria used to identify 
advanced teachers. List each lead 
teacher’s:

● legal first and last name 
● school code and school name
● current teaching assignment



Master Teacher Designation Information 

Complete a short summary of the 
district criteria used to identify 
advanced teachers. List each 
master teacher’s:

● legal first and last name 
● school code and school name
● current teaching assignment



Supporting Documentation 

Districts must have district board 
approval before submitting an 
application. Artifact submissions 
will also be needed to justify 
designations. 
Artifacts could include but not 
limited to: 

● Evaluations
● Certificates
● Awards 
● Documentation of providing 

support to students or 
teachers outside of the 
workday. (Ex: Tutoring, 
Mentoring, Instructional 
Coaching)



Allocations

Once the application is approved, you will see an allocation on this page. 



Budget Details 

● Function code 1000 
(only option available). 

● Object code will be 
budgeted as 100. 

● Expenditure 
description - list  
advanced, lead, and 
master teacher 
designations with the 
total amount budgeted 
for each designation 
category. 



Budget Summary 

Pre-populates from the budget. 



Personnel
● First name, last name, 

teacher number ( do not 
use last four of social). 

● Function 1000 and Object 
100. 

● Areas of certification 
code ex:1501 (elementary 
education). 

● Position is job class ex: 
210 regular ed or 213 
special education 

● Under teacher 
empowerment salary, 
enter in the amount you are 
requesting for each teacher. 
The amount on the 
budget paid and 
personnel page must 
match. 



Application Submission

Run consistency check. If there are problems, you will get a list of problems to resolve in the top left hand side. 
If there are no problems, there will be a submit button for the Superintendent. Only the Superintendent can 
submit the application. 



Print Request 

You may submit a request to print the application. 


