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Exceptional Student Services

Grow Your Own Program

2014 IDEA – Paraprofessional Tuition Assistance
Supplemental Information Packet

Cover Sheet

Mail this Supplemental Information Packet (SIP) postmarked by Tuesday, April 30, 2013 to:

Celia Kujawski

Attn:  2014 IDEA – PTAG
1120 N Val Vista Drive, Unit 27

Gilbert AZ 85234

The Arizona Department of Education, Exceptional Student Services (ADE/ESS) recommends that the SIP be mailed to the ADE/ESS designee with proof of postmark (i.e., documentation of delivery/receipt). We are not responsible for:

· A SIP that gets lost and does not have proof of postmark by the application submission deadline.

· A SIP that is incorrectly addressed and does not get rerouted to the designee or is not located in time for grant evaluation.

· Maintaining a copy of the SIP for your records. It is good business practice to copy all documentation for your files prior to mailing it to the grant coordinator.

note: Since original signatures are required on the two letters of recommendation and the Tuition Agreement, ADE/ESS will not accept a SIP that is faxed or emailed.
Please type in the text form fields. Do not print or hand write. Use the Tab key to move to the next form field.

If you need an electronic copy of this SIP, you may contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.



	PEA/Charter School Name:
	

	Paraprofessional’s Legal Name:
	     


Special Education Director/Superintendent
Letter of Recommendation Place Holder

	Replace this page of the SIP with the local special education director’s original signed letter of recommendation. It may be signed by the local superintendent in lieu of the special education director. The letter of recommendation should:

· Be typed on PEA/school letterhead

· Briefly describe the results of the interest assessment found in the grant application (e.g., anticipated future retirement of the special education teacher) and how this candidate will fulfill the need that is identified in the needs assessment
· Identify the writer’s name and title in the signature block

· Have the original signature of the writer

Address (but do not mail) the letter to:

Lisa Aaroe, Director of Recruitment and Retention
Exceptional Student Services

1535 W Jefferson Street

Phoenix AZ 85234

note: The letter is part of the SIP and should be mailed to the ADE/ESS designee (see the Cover Sheet). do not forward this letter or any other part of the SIP to Lisa Aaroe.



Direct Supervisor

Letter of Recommendation Place Holder

	Replace this page of the SIP with the direct supervisor’s original, signed letter of recommendation. The letter of recommendation should:

· Be typed on PEA/school letterhead

· State the writer’s relationship to the candidate

· Describe the candidate’s general character, work habits and successes, why this candidate should receive this grant, etc.

· Identify the writer’s name and title in the signature block

· Have the original signature of the writer

Address (but do not mail) the letter to:

Lisa Aaroe, Director of Recruitment and Retention
Exceptional Student Services

1535 W Jefferson Street

Phoenix AZ 85234

note: The letter is part of the SIP and should be mailed to the ADE/ESS designee (see the Cover Sheet). do not forward this letter or any other part of the SIP to Lisa Aaroe.
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Exceptional Student Services

Grow Your Own Program
IDEA – Paraprofessional Tuition Assistance
Tuition Agreement
Please type in the three form fields in this Tuition Agreement (two found below and one found in number 13).
	paraprofessional name (first, mi, last)
	     

	pea/charter school name
	     




1. The paraprofessional is a legal resident of Arizona and has been employed for a minimum of two school years in the PEA by July 1, 2013, as a paraprofessional serving students with disabilities.

2. The PEA is the designated fiscal agent and agrees to:

· Reimburse the paraprofessional for tuition and related fees upon receipt of the institute of higher education (IHE) grade notification showing a minimum C grade per course and up to $125 per course for textbooks upon receipt of proof of purchase; or

· For the paraprofessional with a financial hardship, pay the tuition and related fees, including up to $125 per course for textbooks, if applicable, directly to the IHE in the timeline established by the IHE. This option requires that the PEA collect the IHE’S official grade notification showing a minimum C grade per course as proof of compliance with the minimum grade requirement.
3. Tuition, related fees, and textbooks shall not be paid with grant funds for a course that receives less than a C grade, for a withdrawal, or for an incomplete until the incomplete is changed to an acceptable grade. If these charges are paid directly to the IHE, the PEA shall recover the funds from the paraprofessional. Recovered funds may be used by the paraprofessional to retake that class or a different one during the program year.

4. The paraprofessional must receive a minimum C grade for each completed course; however, the paraprofessional shall strive toward achieving a cumulative 3.0 grade point average (GPA) at the end of each program year. A paraprofessional that fails to accomplish this will be considered by the PEA for additional mentoring or tutoring to encourage greater academic success. The PEA in collaboration with the ADE/ESS director of recruitment and retention may opt to drop the paraprofessional from the program if he/she does not demonstrate improvement. Consultation between the PEA and ADE/ESS staff is required prior to dropping the paraprofessional from the program.
5. The paraprofessional shall successfully complete a minimum of four classes during the first program year and five classes during each subsequent program year. Failure to comply with this requirement will result in a review to drop the paraprofessional from the program.
6. The paraprofessional shall receive appropriate services and materials described in the PEA Support section of the approved grant application. PEA support has been discussed with the paraprofessional before the submission of each program year’s application so that the sources of additional financial and/or other commitments are understood.

7. The PEA shall monitor paraprofessional progress to encourage academic successes and continued program participation eligibility. This will include at least one face-to-face meeting per semester between the paraprofessional and the PEA’s designated mentor to discuss issues that arise. Meeting topics and discussions shall be recorded and kept by the paraprofessional. Semester meeting dates and brief summaries will be reported in the annual completion report; and ADE/ESS may request copies of the meeting notes at any time during the paraprofessional’s participation in the program.
8. The PEA shall provide a supervised practicum, student teaching, or clinical experience by a qualified master professional.
9. If the paraprofessional is terminated from the program, the PEA shall initiate procedures to recover from the paraprofessional grant funds that have been expended during the program year when the paraprofessional was terminated. Recouped funds shall be returned to ADE/ESS through the normal Grants Management Enterprise (GME) completion report process. Repayment by the paraprofessional may be waived by agreement between the PEA and ESS director of recruitment and retention.
10. Annual fiscal and programmatic completion reports shall be submitted through the GME by September 28 after the end of each program year (July 1 – June 30). The paraprofessional and paraprofessional’s supervisor or mentor shall contribute to the report content.

11. The paraprofessional shall submit original official transcripts of grades for courses taken during each project year to the ADE/ESS designee by September 28 as part of completion report requirements. Failure to do so will result in the delay of completion report approval and the withholding of tuition funds for the following year until compliance is met.

12. The PEA shall make every effort to continue employment of the paraprofessional as a paraprofessional serving students with disabilities during the time that the paraprofessional is in the program. The grant shall be withdrawn if this employment is lost.
13. The PEA shall make a good faith effort to employ the paraprofessional as a special education professional in the area of the degree after the paraprofessional completes the program and meets certification/licensure requirements for one year for each 30 credits/hours/units paid by grant funds for a total of       years. The PEA in collaboration with the ADE/ESS director of recruitment and retention may adjust the length of the service contract.
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	Paraprofessional
	Date
	
	ADE/ESS Director of Recruitment & Retention
	Date


1
PTAG SIP 2014
Edited 03/07/2013

