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Exceptional Student Services

Grow Your Own Program

Highly Qualified Paraprofessional
Grant Name: 2013 IDEA – HQP YEAR 6
Funding Source: Individuals with Disabilities Education Improvement Act (IDEA)
Non-competitive

Request for Continued Funding (RCF)

section i

summary

Purpose

This grant is designed to help public education agencies (PEAs) increase the number of highly qualified special education paraprofessionals through college tuition assistance to those seeking associates’ degrees in elementary education, early childhood education, or other special education/education related associate’s degree; or in preparation for obtaining a Speech-Language Pathology Assistant (SLPA) license.

Bachelor’s degree courses will not be funded through this grant. A paraprofessional who has completed associate degree requirements and wants to continue working toward a bachelor’s degree in special education or elementary education with special education endorsement or a bachelor’s degree in related service professions such as speech-language therapy, physical therapy, or occupational therapy, must reapply, with the support of the PEA, through the competitive Paraprofessional Tuition Assistance grant.
The Arizona Department of Education, Exceptional Student Services (ADE/ESS), will provide tuition assistance and textbook allowance to a qualified paraprofessional (herein known as “student”) until completion of his or her bachelor’s degree or associate’s degree or coursework preparation for SLPA licensure as long as:

· Federal IDEA funds are available to support this effort

· The PEA maintains its commitment as outlined in the original competitive grant’s Request for Proposals (RFP) and specified in the approved grant application and Tuition Agreement signed by the district’s superintendent, local special education director, and student.

· The student remains eligible to receive assistance as outlined in the original competitive grant’s RFP and as specified in the approved grant application and signed Tuition Agreement.

Program Period

July 1, 2012-June 30, 2013
Submission Deadline

June 30, 2012
All grant applications must be submitted online through the Grants Management Enterprise (GME). Online submission is not site or port restricted; however, it is common logon restricted. One may submit an online application from any computer that has Internet access as long as that person has GME common logon permission. To verify common logon permission status, contact the ADE Support Center, 602-542-7378, or enterprise@azed.gov.
Contacts for Assistance

Grant Issues

Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov (IDEA grant program coordinator)

Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov (for Chart of Accounts/USFR questions)

Common Logon

ADE Support Center, 602-542-7378, enterprise@azed.gov
GME Online Technical Difficulties

Grants Management Office, 602-542-3695, grants@azed.gov


section ii

cfr supplemental
This section outlines the information requirements for the GME online application. The bolded headings correspond to pages found in the GME. The text under each heading explains the purpose or provides instructions. Each example demonstrates what the page will look like and how one might complete that page.
Project & Finance Contacts

Contact information provided on this page will help establish and maintain communication links between the ESS Funding Unit and the designated fiscal agent. The individuals identified here will be notified of grant approval, completion report instructions and timelines, and other grant-related issues.

Contact information provided on this page will help establish and maintain communication links between the ESS Funding Unit and the designated fiscal agent. The individuals identified here will be notified of grant approval, completion report instructions and timelines, and other grant-related issues.
If the special education director and project coordinator are the same, that person should be listed as both positions.

	
	Name
	Phone
	Email

	Special education director
	Mary Littlelam
	602-123-4567
	Mary.Littlelam@abcdistrict.org

	Project coordinator
	Missy Muffet
	602-123-4568
	Missy.Muffet@abcdistrict.org

	Finance office contact
	Jack Sprat
	602-123-4569
	Jack.Sprat@abcdistrict.org


Public Notice Assurance

The applicant must document public (constituent) notification of an awarded grant. This will include ways in which the general public, especially those who have an interest in the provision of special education and related services to students with disabilities, including parents, can be kept informed of the team progress.

Below is an example of how this page will display in the GME. You will be required to check all methods of notification that will be used to inform the public of team progress. If “Other” is checked, identify the notification method in the space provided.
	Public Notice Assurance

	1
	Check all notification methods that the applicant will use to fulfill the Public Notice Assurance requirement during this program year. If “Other” is checked, please specify.
	( Newspaper advertisement

( Board meetings

( School site bulletin boards

( Library

( Website

( Other
School newsletter




Estimate FY2012 Spending

Information provided on this page will help the ESS Funding Unit to project fiscal year-end obligations to education agencies receiving continued funding for this grant and to calculate possible unused federal funds that may be reallocated to other important programs. This page is used for ESS planning purposes only and does not impact continued funding for the student.

Below is an example of how this page will display in the GME. You will be required to enter the FY2012 approved grant amount and an estimate of the amount of that funding that will be spent by June 30, 2012.

	FY2012 Grant Amount
	Estimated FY2012 Expenditures

	5720.59
	4895.20


Student Information
Information provided on this page of the application will help ADE/ESS maintain oversight of the grant as the student progresses toward completion of degree requirements.

The following list of nine items will provide you with instructions for answering the corresponding questions found in the Student Information page in the GME.
1. Student’s name.
2. Student’s email.

3. Student identification: “Instructional” or “Non-instructional” (placement of budget expenditures and the student identification checked here must align: see Section IV Funding Information, Examples 1 – 4, pages 10 – 12):

· One who is currently an instructional aide providing services to students in the classroom should be identified as “instructional”

· One who is providing special education related services such as an  SLPA or another aide to related service professional should be identified as “non-instructional”

4. Student’s mentor name and position (the mentoring education professional who will meet with the paraprofessional a minimum of one time per semester)
5. Associate’s degree name (e.g., Associate in Arts in Elementary Education; Associate in Science in Early Childhood Education; Associate in Applied Science SLPA.). please do not use acronyms (e.g., AA-EE.). If the student is not working toward an associate’s degree in the upcoming grant year, type “N/A.”

6. Financial hardship: Under conditions of financial hardship, allowance can be made for tuition to be paid to the college/university by the designated fiscal agent rather than be reimbursed to the student after grades are received. This option does not negate the PEA’s responsibility to collect the grades at the end of the term to ensure that GPA compliance is maintained. The decision to allow a financial hardship must rest with the PEA in consideration of its policies on the payment of tuition. Click on “Yes” if a financial hardship is allowed for the student or “No” if a financial hardship is not allowed (placement of budget expenditures and indication of financial hardship must align).
7. Identify the university or community college and provide the website(s) that indicate the tuition and fees for courses that are planned in the upcoming grant year. For example, our hypothetical student is completing associate degree requirements at a community college, which is demonstrated in the example below. Since this grant spans July 1, 2012 – June 30, 2013, the tuition and fees may not yet be published for this time period. Please use what is currently available. Budget revisions will be allowed after official web approval, if they are needed.
8. Textbook ownership (placement of budget expenditures for textbook ownership identified here must align: see Section IV Funding Information, Examples 1 – 4, pages 10 – 12). Click on either:
· Student owned (or)
· District owned

9. Web address that shows the required and general education courses for the student’s associate degree program. If the student is pursuing SLPA licensure requirements that include NAU’s distance learning program, please provide this as well.
The following is an example of how this page will display in the GME for our hypothetical student, Bitsy Spider. Remember that, if you check “Yes” to a financial hardship, funding for tuition must be placed in Purchased Professional Services 6300 in the budget. If “No” is checked, the funding must go in Employee Benefits 6200.
	Student Information

	1
	Student’s name
	Bitsy Spider

	2
	Student’s email
	BSpider@XYZDistrict.org

	3
	Student identification
	· Instructional
	· Non-instructional

	4
	Student mentor name & position
	Charlotte Webb, Master Teacher, Special Education

	5
	Associate’s degree name (no acronyms, please)
	Associate in Arts in Elementary Education

	6
	Financial hardship
	· Yes
	· No

	7
	Tuition & fees website
	Mohave Community College

In-state Tuition Rates

2011 – 2012
http://www.mohave.edu/documents/catalogs/Tuition_and_Fees.pdf

	8
	Textbook ownership
	· Student owned
	· District owned

	9
	Associate degree course requirement website
	http://www.mohave.edu/documents/POS/EDUCATION_POS_Brochure.pdf


FY2013 Course Plan
Identify the courses that the student plans to enroll in during the upcoming fiscal/program year (July 1, 2012-June 30, 2013). Summer semester classes in 2012 must start after July 1, 2012; and summer semester classes in 2013 must start before June 30, 2013, to be included in this year’s grant. Check the college’s calendar for semester start and end dates.

Submission of this course plan at this stage is only a tentative plan. The student may choose to take different classes or take more or fewer credit hours than anticipated. If the student takes more credit hours than planned, you may amend the grant to increase the grant amount. All classes, including those completed in previous years and paid for by grant funds, must fall within the degree course requirements found in the website(s) provided in Student Information.

note: Tuition for summer semester classes in 2012 may need to be paid for by another funding source and reimbursed by grant funds after official web approval.

The GME will display the following page. To add more rows, hit the “Tab” key while the cursor is in the last cell of the table.

	College/University
	Semester
	Credits/hours
	Course number
	Course name
	Core
/gen

	
	
	
	
	
	[Tab]


The following is an example of a hypothetical Course Plan. Be sure to identify if a class fulfills core, general, or elective requirements.
	College/University
	Semester
	Credits/hours
	Course number
	Course name
	Core
/gen

	MCC
	Fall 2012
	3
	MAT 161
	Math for Elementary Teachers II
	Core

	MCC
	Fall 2012
	3
	POS 100
	AZ Constitution & Government
	Core

	MCC
	Winter 2012
	3
	COM 121
	Interpersonal Communications
	Gen

	MCC
	Winter 2012
	3
	HIS 234
	History of Indians of North America
	Gen

	MCC
	Spring 2013
	3
	ECE 272
	Classroom Management
	Core

	MCC
	Spring 2013
	3
	EDU 505
	Introduction to Education
	Core




section iii

grant process survey

ADE/ESS is interested in PEAs’ opinions of the grant application process. Please complete this online survey to the best of your ability. Your honest input will help us to improve our services to you.

Using the Likert scale below, choose which description best fits your feeling for each question.

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A

1. RCF download: Rate the usefulness of the RCF download (informative; adequately descriptive; easy to follow and use; helpful examples; etc.). “N/A” will indicate that the download was not used.

2. Worksheet download: Rate the usefulness of the worksheet download (easy to follow and use; helpful in the development of the grant; etc.). “N/A” will indicate that the download was not used.

3. Appropriate info: Rate the appropriateness of the information required for the grant application.

4. Ease of GME navigation: Rate the ease in which you were able to navigate through the GME online application.

5. ADE/ESS contact: If you had direct contact with any ADE/ESS staff regarding this grant and/or the application process, rate the helpfulness of the assistance provided and the staff courtesy offered to you. “N/A” will indicate that you did not speak with ADE/ESS staff regarding this grant.

6. Comments: Please provide comments that will allow us to make targeted adjustments to the system and process. If you were somewhat satisfied or not satisfied with any item, please identify your specific issue so that we may investigate and fix the problem. Please note that the text box in the GME page will accommodate text up to 7,500 characters, including spaces.

The survey below is an example of how this page will display in the GME. Rate each question by clicking on the radio button of your choice. Note that the “Comments” text box will expand with the amount of information that is typed in it.
	Grant Process Survey

	1
	RCF download
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	2
	Worksheet download
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	3
	Appropriate info
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 

	4
	Ease of GME navigation
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 

	5
	ADE/ESS contact
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	6
	Comments
	




section iv

funding information

	Excess Cost Requirement

The excess cost requirement means that the PEA must spend a specified minimum amount for the education of its children with disabilities before Part B funds are used. Children served with Part B funds must have at least the same average amount spent on them from sources other than Part B as do children in the school district or charter school as a whole.

Excess Costs/Non-supplanting

The PEA uses funds provided under Part B of the Act only for costs that exceed the amount computed under 34 CFR 300.184 and 185 and that are not directly attributable to the education of children with disabilities.

Each applicant must assure the state education agency (SEA) that the PEA uses funds provided under Part B of the Act to supplement and, to the extent practicable, increase the level of state and local funds expended for the education of children with disabilities, and in no case, to supplant those state and local funds.

To meet the non-supplanting requirement, the total amount or average per capita amount of the state and local school funds budgeted by the PEA for expenditures in the current fiscal year for the education of children with disabilities must be at least equal to the total amount or average per capita amount of state and local school funds actually expended for the education of children with disabilities in the most recent preceding fiscal year for which the information is available. In other words, the budget amount must at least equal the total or the average amount from the preceding fiscal year. Allowances may be made for:

· Decreases in enrollment of children with disabilities;

· The termination of costly expenditures for long-term purchases such as the acquisition of equipment and the construction of school facilities;

· The replacement of personnel and qualified, lower-salaried personnel; or

· The termination of the obligation to provide a program of special education to a particular child with a disability who is in an exceptionally costly program.

Please note, however, that budgeting a certain amount and expending that amount by the end of the year are two different issues. If none of the allowances above apply, the applicant must make sure that the expenditures meet or exceed previous year’s expenditures, excluding Fund 011.



Budget Guidelines & Restrictions

Carryover

Carryover of funds from year to year is not allowed. If there are excess disbursed funds at the end of the year, it is the common practice of the ESS Funding Unit to reduce the following year’s grant amount by the excess amount rather than require the return of these funds.

Capital Outlay

The purchase of capital outlay or other equipment or furniture is not allowed with this grant’s funds.

Funding Allowances

The 2008 Chart of Accounts and Expense Classifications, Uniform System of Financial Records (USFR) has been revised effective July 1, 2007. Note the line item placement of allowable expenditures for IDEA capacity building grants, including this grant:

· Tuition assistance and related expenditures for instructional aides (identified in the budget as “instruction”) should be placed under Support Services 2100, 2200, 2600, 2700.

· Tuition assistance and related expenditures for other personnel (identified in the budget as “non-instruction”) should be placed under Support Services - Admin 2300, 2400, 2500, 2900.

For further clarification, contact Ingrid Rope at 602-542-4064 or Ingrid.Rope@azed.gov.

Consult with your finance director or tax attorney to determine federal and state taxes owed by the student for tuition and textbook benefits received through this grant.

The following lists items that may be funded by this grant and identifies their placement in the budget:
1. Personal Services, Employee Benefits 6200

Reimbursement made to the student, including:
· Tuition

· $125 textbook allowance per course (if ownership of the textbooks is retained by the student)
· Registration fees
· Lab fees
2. Purchased Professional and Technical Services 6300

Payment made directly to the college/university for the following:
· Tuition

· $125 textbook allowance per course (if ownership of the textbooks is retained by the PEA)
· Registration fees
· Lab fees
3. Supplies 6600

Payment made directly to the college/university for the following:
· $125 textbook allowance per course (if ownership of the textbooks is retained by the PEA)
note: PEA-owned textbooks may be placed in either 6300 or 6600 at the discretion of the designated fiscal agent.

4. Approved Restricted Indirect Cost

Indirect costs are allowed at the applicant’s approved restricted indirect cost rate and county-approved restricted indirect cost rate, if applicable. If approved rates are available at the time of grant submission, the GME will automatically calculate the indirect cost amount; but the applicant must manually type this amount in the appropriate cell within the budget. If rates are not available, the GME will not allow you to enter indirect cost estimates. A web-approved grant may be amended later to include indirect costs at the approved rate(s). No other administrative costs are allowed.
Budget Format

The ESS Funding Unit has designed specific budget descriptions for allowable expenditures that will permit ESS staff to quickly and efficiently evaluate a budget. An application that fails to use the descriptions as illustrated in the following examples will be rejected until it complies with the design demonstrated below.

attention: The examples below do not identify registration fees and lab fees. These are allowable expenses, which may be included in your grant.
EXAMPLE BUDGET 1
Bitsy Spider is a classroom aide who is attending Mohave Community College to complete her associate’s degree. Bitsy will be taking a total of six classes (totaling 18 credits) and will have tuition reimbursed to her by the district upon presentation of her grades; and she will be reimbursed for textbooks up to $125/course when she presents the book sales receipt. Textbooks will be student owned.
	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Employee Benefits
	6200
	
	B. Spider (Instruction)
6 MCC Fall 2012 credits x 74 = 444

6 MCC Winter 2012 credits x 74 = 444

6 MCC Spring 2013 credits x 74 = 444
6 student-owned textbooks x 125 = 750

Total: 2,082


EXAMPLE BUDGET 2
Jack Horner is an aide working with the district’s speech-language therapist (SLT). He is attending NAU’s distance learning SLPA program to complete course requirements for SLPA licensure. Distance learning is considered “extended campus”, which is identified as “EC.” Jack plans to complete the 21-credit NAU program within the year. The district will pay NAU directly for his classes and retain ownership of the textbooks. Since Jack is a non-instructional aide, tuition and textbook expenses are placed in Support Services - Admin 2300, 2400, 2500, 2900.
	Function Code
	Object Code
	Amount
	Description

	Support Services - Admin 2300, 2400, 2500, 2900

	Purchased Professional Services
	6300
	
	J. Horner (Non-instruction)
9 NAU EC Fall 2012 hours = 3,753

6 NAU EC Spring 2013 hours = 2,406

6 NAU EC Summer 2013 hours = 2,016

(either)
7 district-owned textbooks x 125 = 875

Total: 9,050

	Supplies
	6600
	
	(or)
7 district-owned textbooks x 125 = 875


EXAMPLE BUDGET 3
Mary Littlelam is an aide working with the school’s SLT. She has selected the SLPA program offered by Estrella Mountain Community College and plans to take five classes (totaling 15 credits) during this grant year. The school will reimburse Mary for textbooks when the sales receipt is submitted and for tuition when she presents her grades after the end of each semester. She will retain ownership of the textbooks. Since Mary is a non-instructional aide, tuition and textbook expenses are placed in Support Services - Admin 2300, 2400, 2500, 2900.
	Function Code
	Object Code
	Amount
	Description

	Support Services - Admin 2300, 2400, 2500, 2900

	Employee Benefits
	6200
	
	M. Littlelam (Non-instruction)

6 EMCC Fall 2012 credits x 76 = 456

9 EMCC Spring 2013 credits x 76 = 684

5 student-owned textbooks x 125 = 625

Total: 1,765


Payment Schedule Instructions

The payment schedule complies with the monthly Cash Management Reporting System. In the Payment Schedule page of the GME Application:
1. Enter one payment amount to cover the initial expenses in the cell corresponding to the first month of the project (tuition, textbook stipends, registration, and lab fees, if applicable).
2. Put the balance of the grant amount in the remaining scheduled payment (RSP) section. The bottom line should show the total amount of the grant. PEA submission of monthly Cash Management Reports will determine future payments.
3. The ADE internal review process must be completed prior to web approval. This will include a maintenance of effort (MOE) review for first-year grants. The initial cash disbursement will occur on the first day of the month following web approval, so it is important to resolve any budget issues as soon as possible.
The following example shows placement of funding in the Payment Schedule for B. Spider (see Example Budget 1). The student will be reimbursed for tuition and textbooks. In this case, the total grant amount is $2,082. B. Spider’s Fall 2012 expenses are:

· 6 MCC Fall 2012 credits x $74 = $444

· 2 textbook allowances x $125 = $250

The PEA may not reimburse B. Spider for tuition until after the semester grades are turned in; however, you may reimburse her for textbooks when she submits the sales receipt. Place $250 (or the actual textbook cost if less than $250) in July or August, depending on when the textbook sales receipt is received. The remainder must go in the RSP cell.
	Month
	ASD YEAR 2

	July
	0.00

	August
	250.00

	September
	0.00

	October
	0.00 

	November
	0.00 

	December
	0.00 

	January
	0.00 

	February
	0.00 

	March
	0.00 

	April
	0.00 

	May
	0.00 

	June
	0.00 

	July (13)
	0.00 

	August (14)
	0.00 

	September (15)
	0.00 

	RSP
	3,970.00

	Total
	4,220.00


This next example demonstrates the disbursement of initial funding to cover tuition expenses for J. Horner, a student with a financial hardship (see Example Budget 2). Let us assume that the total grant amount is $9,050. Funding must be released for:

· 9 NAU EC Fall 2012 hours = 3,753

· 3 textbook allowances x $125 = $375

· Total = $4,128

The district is paying the university directly for tuition and textbooks. We have placed $4,128 in July, which will release funding for the initial disbursement in August. The balance should go in the RSP cell.
	Month
	ASD YEAR 2

	July
	4,128.00

	August
	0.00

	September
	0.00

	October
	0.00 

	November
	0.00 

	December
	0.00 

	January
	0.00 

	February
	0.00 

	March
	0.00 

	April
	0.00 

	May
	0.00 

	June
	0.00 

	July (13)
	0.00 

	August (14)
	0.00 

	September (15)
	0.00 

	RSP
	4,922.00

	Total
	9,050.00


note: Failure to submit Cash Management Reports by the 18th of each month may interrupt cash flow for this project.
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