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Paraprofessional Tuition Assistance
Grant Name: 2014 IDEA –PTAG YEAR 4
Funding Source: Individuals with Disabilities Education Improvement Act (IDEA)
Non-competitive

Request for Continued Funding (RCF)
GENERAL INSTRUCTIONS SUMMARY

Purpose

The Arizona Department of Education, Exceptional Student Services (ADE/ESS) has designed this grant to address the critical shortfall in the number of qualified special education teachers and related service personnel through college tuition assistance to eligible paraprofessionals who are serving students with disabilities and who are seeking a(n):

· Bachelor’s degree in special education or elementary/special education; or

· A bachelor’s degree in related service professions
 such as speech-language therapy, physical therapy, occupational therapy, etc.
· Associate’s degree or coursework preparation for the speech-language pathologist assistant (SLPA) license required by the Arizona Department of Health Services (ADHS).
Use this Request for Continued Funding (RCF) General Instructions Summary and the Grant Planner for the following 2014 IDEA – Paraprofessional Tuition Assistance grants:

· PTAG YEAR 4
Funding

ADE/ESS will provide funding for tuition assistance and other related items
 for an eligible paraprofessional until he or she completes a bachelor’s degree or an associate’s degree or coursework preparation for SLPA licensure as long as:

· Federal IDEA funds are available to support this effort;
· The public education agency (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 paraprofessional; and
· The paraprofessional remains eligible to receive assistance as outlined in the original competitive grant’s RFP (with the addition of the course requirement
 that is stipulated this RCF) and specified in the approved grant application and signed Tuition Agreement.

Annual Program Cycle
July 1–June 30

The tuition assistance grant is funded on an annual state fiscal year basis from July 1–June 30. Continued funding grants will receive web approval in mid-July and the initial funding will be disbursed on August 1 at the earliest.

Submission Deadline

June 30, 2013
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 at 602-542-7378 or enterprise@azed.gov.

Annual Completion Report Requirements

The PEA, paraprofessional, and supervisor/mentor must submit a joint annual fiscal and programmatic report through the GME after each grant year. The completion report instructions will be posted in the GME on June 30. The completion report submission deadline is September 28. The paraprofessional will be required to forward official transcripts of coursework taken during each year of funding by the completion report deadline. Failure to provide the official transcripts will delay completion report approval and may result in the withholding of tuition funds for the following year until compliance regarding the completion report is met.

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


FUNDING INFORMATION
Excess Cost Requirement

The excess cost requirement calls for the PEA to 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 may use 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. 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 apply, the applicant must make sure that the expenditures meet or exceed the previous year’s expenditures, excluding Fund 011.

Budget Guidelines and 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, which include this grant:

· Tuition assistance related expenditures for instructional (classroom) aides (identified in the grant as “instruction”) should be placed under Support Services 2100, 2200, 2600, 2700.
· Tuition assistance related expenditures for other personnel such as an assistant to the SLP (identified in the grant as “non-instruction”) should be placed under Support Services–Admin 2300, 2400, 2500, 2900.
For clarification, contact Ingrid Rope at 602-542-4064 or Ingrid.Rope@azed.gov.

note: Consult with your finance director or tax attorney to determine federal and state taxes that may be owed by the paraprofessional for tuition and textbook benefits received through this grant.

University and college tuition and fees schedules, which should be used when calculating tuition for each semester, can be found on the individual school websites. If tuition increases occur after grant approval, you may increase the grant amount through a budget amendment to adjust for that increase. Teacher certification fees, professional licensing fees, post-baccalaureate courses, or other expenditures that are not specifically identified here will not be funded by 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 paraprofessional for the following expenditures:

· Tuition and additional fees such as technology and student activity fees

· $125 textbook allowance per course (if ownership of the textbooks is retained by the paraprofessional)

· Registration fees

· Lab fees

2. Purchased Professional and Technical Services 6300

Payment made directly to the college/university by the PEA for a paraprofessional with a documented financial hardship for the following expenditures:

· Tuition and additional fees such as technology and student activity fees

· $125 textbook allowance per course (with or without a documented financial hardship and 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 paraprofessional with or without a documented financial hardship for:
· $125 textbook allowance per course (if ownership of the textbooks is retained by the PEA)

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 at the applicant’s approved restricted indirect cost rate and county-approved restricted indirect cost rate, if they are applicable, are allowed with this grant funding. If approved rates are available at the time of the grant submission, the GME will automatically calculate the indirect cost amount; but the applicant must manually type it in the appropriate cell within the budget. If approved rates 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 Example

The ESS Funding unit has developed a preferred format for describing expenditures in the grant budget’s “Description” column. Below is an example of the format. Follow this example in your grant’s budget. If you have questions about the preferred budget format or need assistance in planning your grant, contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.

Include the following information in the Description column:

· “Instruction” or “non-instruction” job designation of the paraprofessional (if there are two participating paraprofessionals, separate the funding by assigning a number to each paraprofessional’s expected expenditures (e.g., “Para #1 Instructional” or Para #2 Non-instructional”)
· College/university initials (initials will be sufficient; please do not spell out the name here)

· Indicate extended campus (EC) or distance learning (DL) if the candidate is using either of these options
· Semester (i.e., Fall 2013, Winter 2014, Spring 2014, Summer I 2014)

· Number of credits/hours/units per semester

· Per credit amount or the tuition amount for multiple credits shown in the most current tuition and fees schedule

· Total amount per semester

· Break out additional fees (e.g., Financial Aid Trust (FAT), Information Technology (IT)) if they are not included as part of the tuition in the tuition and fees schedule

· Number of textbooks (designated as student owned or PEA owned) plus textbook allowance

· You may choose to use the dollar sign ($) or not (the BUDGET EXAMPLE demonstrates both options)

	Budget Example

	Function Code
	Object Code
	Amount
	Description

	Support Services 2100, 2200, 2600, 2700

	Employee Benefits
	6200
	
	note: Expenditures to be reimbursed to the classroom aide go in Employee Benefits 6200:

(Para #1 Instruction)

MCC Fall 2013 12 credits x $76 = $912

ASU Spring 2014 6 credits = $4,102

ASU Summer I 2014 3 credits = $2,128

8 student-owned textbooks x $125 = $1,000

Total = $8,142

	Purchased Professional Services
	6300
	
	note: Expenditures to be paid directly to the college/university for the classroom aide go in Purchased Professional Services 6300:

(Para #2 Non-instruction)

NAU EC Fall 2013 9 credits = 3,150

FAT = 31

IT 9 credits x 6 = 54

NAU Spring 2014 6 credits = 2,022

FAT = 16

IT 6 credits x 6 = 36

5 PEA-owned textbooks x 125 = 625

Total = 5,934

	Supplies
	6600
	
	Remember: PEA-owned textbooks may be placed in either 6300 or 6600 at the discretion of the designated fiscal agent.

	Support Services - Admin 2300, 2400, 2500, 2900

	Employee Benefits
	6200
	
	note: Expenditures to be reimbursed to the non-instructional paraprofessional go in Employee Benefits 6200:

(Para #1 Instruction)

MCC Fall 2013 12 credits x $76 = $912

ASU Spring 2014 6 credits = $4,102

ASU Summer I 2014 3 credits = $2,128

8 student-owned textbooks x $125 = $1,000

Total = $8,142

	Purchased Professional Services
	6300
	
	note: Expenditures to be paid directly to the college/university for the non-instructional paraprofessional go in Purchased Professional Services 6300:

(Para #2 Non-instruction)

NAU EC Fall 2013 9 credits = 3,150

FAT = 31

IT 9 credits x 6 = 54

NAU Spring 2014 6 credits = 2,022

FAT = 16

IT 6 credits x 6 = 36

5 PEA-owned textbooks x 125 = 625

Total = 5,934

	Supplies
	6600
	
	Remember: PEA-owned textbooks may be placed in either 6300 or 6600 at the discretion of the designated fiscal agent.


Payment Schedule Instructions

The payment schedule complies with the monthly Cash Management Reporting System.
In the Payment Schedule:
1. Enter one payment amount to cover the initial expenses in the cell corresponding to the first month of the project. The first month should not be earlier than August/September when the fall semester starts. Initial expenses may include tuition, registration fees, lab fees, and textbook stipends.
2. Put the balance of the grant amount in the Remaining Scheduled Payment (RSP) section. The PEA submission of monthly Cash Management Reports will determine future payments.

3. The ADE internal review process must be completed prior to your receiving web approval. A grant will receive “official” web approval as soon as possible after mid-July and when all funding and programmatic requirements are met. This includes the mandatory maintenance of effort (MOE) review of the PEA’s previous year’s expenditures. The initial cash disbursement will occur on the first day of the month following web approval, so it is important to resolve any budget and MOE issues as soon as possible.

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

FFATA Reporting Requirements

The Federal Funding Accountability and Transparency Act (FFATA) Reporting Requirements form in the GME application template has been added to all federal grants and must be completed.

In order to meet Federal Funding Accountability and Transparency Act (FFATA) Reporting Requirements, sub-grant recipients must register at Central Contractor Registration (CCR) and have a registered Data Universal Number System (DUNS) number.

The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

· Questions 1 and 2: “I confirm” is the only possible response

· Questions 3–5: Provide the appropriate city, state, and zip code

· Draft a short one- or two-paragraph description of this project

note: A GME application that is submitted with an incomplete FFATA Reporting Requirements section and is recommended for funding to the State Board will be rejected for appropriate revisions.


RCF SUPPLEMENT
The RCF Supplement in the GME grant application will allow the Arizona Department of Education, Exceptional Student Services, (ADE/ESS) to identify PEA monitoring and accountability responsibilities. Use the Grant Planner to plan and develop responses to the questions asked here. The Grant Planner is cross-referenced with this document and follows the order of sections in the GME application template.


Criteria and instructions for completing the PEA Supplement start here:

Project and Finance Contacts

Contact information provided on this page will help ADE/ESS staff to establish and maintain communication links with the PEA as the designated fiscal agent. PEA staff identified here will be notified of grant approval, completion report instructions and timelines, and other grant-related issues.

The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

· Local special education director’s name, telephone number, and email address

· Local project coordinator’s name, telephone number, and email address

· Finance office contact’s name, telephone number, and email address

Public Notice Assurance

The applicant must document public (constituent) notification of an awarded grant. This includes 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, will be kept informed of the paraprofessional’s progress.

The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

1. Check all the modes of notification that the applicant will make use of to fulfill the Public Notice Assurance requirement for this grant. The modes include:

· Newspaper Advertisement

· Board Meetings

· School Site Bulletin Boards

· Library

· Web site

· Other (If this mode is checked, use the space provided to identify the mode such as a school newsletter.)
Estimate FY2013 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 paraprofessional.
The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

First column:

FY 2013 PTAG Approved Grant Amount
Second column:
FY 2013 PTAG Estimated Expenditures

PEA Support
The grant will pay for tuition and related items that are described in funding information, Budget Guidelines and Restrictions. Other costs must be paid for by private, local, state, or other federal funding sources. This section should demonstrate the PEA’s good faith effort to provide appropriate support during the upcoming program year. Detail the service and material contributions that the PEA will offer that will make a direct impact on the paraprofessional’s success and the circumstances that will trigger support.

Consider the following items as PEA support. You may use any or all of those listed and add your own. The items that are required contributions are flagged by a check mark (().

· Substitutes provided at district expense or release time for a paraprofessional to take a course or participate in a course-related activity during scheduled work time.
· Estimated cost for administrative staff to coordinate and monitor the grant.
· Estimated hourly cost to provide mentoring or tutoring services by qualified staff.
· Estimated hourly cost for a paraprofessional to meet with the supervisor/mentor a minimum of once per semester

· Estimated hourly cost for administrative staff to monitor and track paraprofessional progress.
· Estimated hourly cost for student teaching or direct clinical mentoring (required only if the paraprofessional is participating in one of these activities during the program year.

· Estimated cost for facility and equipment use to complete coursework and homework assignments (e.g., use of school computer equipment, printer, copier, Internet service).
· Additional funding for textbook costs not paid for by the grant.
· Other supplies needed for coursework (e.g., paper, pencils, pens).
note: Paraprofessionals may have challenges with certain class subjects such as math or science. Others may be apprehensive about enrolling in college after several years of being in the workforce. We encourage the PEA to provide the necessary support (e.g., tutoring) as part of the PEA support to help the paraprofessional successfully complete difficult coursework.
The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

· Identification of the PEA support

· Description of the circumstances that will trigger the provision of the support
· The amount of the support
The ESS Funding Unit has developed a preferred format for describing the PEA Support. Below is an example of the format. Follow this example in your grant’s PEA Support. If you have questions about the preferred budget format or need assistance in planning your support, contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.

	PEA Support Example

	
	Description
	Amount

	Salaries
	Finance office staff grant monitoring: 10 hours x $25 = $250

Existing condition: Finance office staff receives and prepares payment of paraprofessional reimbursement requests, submits monthly cash management reports, monitors grant activity, and prepares annual financial completion reports.

Paraprofessional release time: 10 hours x $10 = $100

Existing condition: Paraprofessional release time to attend classes during scheduled work time; to prepare for final exams and presentations; to participate in group work. Release time requires a written request and is subject to approval from the local project coordinator.

Professional staff mentoring: 2 hours x 3 semesters x $25 = $150

Existing condition: Paraprofessional will meet with the mentor a minimum of once per semester. The length of meeting time will be determined by the paraprofessional’s needs. Paraprofessional and mentor will set their own calendars.
	$500.00

	Employee Benefits
	Additional funding for books = $500

Existing condition: Up to $500 for textbook costs that exceed the grant amount will be made available to meet the paraprofessional’s written request for additional funding.
	$500.00

	Purchased Professional Services
	Tutoring = $500

Existing condition: Paraprofessional will request tutoring services for difficult coursework with a written request to the local project coordinator
	$500.00

	Other Purchased Services
	
	$0.00

	Supplies
	General school supplies = $100

Existing condition: Up to $100 for school supplies such as pens, pencils, notebooks, etc., subject to the approval of the local project coordinator.
	$100.00

	Other Expenses
	Estimated facility & equipment use = $250

Existing condition: Use of school-owned facility and equipment such as laptop, printer/copier, equipment needed for class PowerPoint presentations, etc.
	$250.00

	Total
	$1,850.00


PARAPROFESSIONAL

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

Paraprofessional Information
The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

1. Paraprofessional’s name.
2. Paraprofessional’s email.
3. Paraprofessional’s classification: Chose either:
· “Instructional” (one who is currently an instructional aide providing services to students in the classroom) (or)
· “Non-instructional” (one who is providing special education related services such as an  SLPA or other aide to a related service professional)
4. Paraprofessional’s supervisor/mentor’s name and position (the mentoring education professional who will meet with the paraprofessional a minimum of one time per semester)
5. 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 to be reimbursed to the paraprofessional after grades are received. This option does not negate the PEA’s responsibility to collect and monitor 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 with respect to its policies on the payment of tuition. Choose either:
· “Yes” (if a financial hardship is allowed for the paraprofessional (or)

· “No” (if a financial hardship is not allowed)

Line placement of budget expenditures must reflect whether a financial hardship is allowed as indicated here.
6. Textbook ownership (line placement of budget expenditures for textbook ownership must reflect the ownership identified here). Choose either:
· Student owned (or)
· District owned

Community College Information

Complete this section of the application for the paraprofessional that is pursuing an associate’s degree or completing SLPA license requirements at a community college during the program year.
Skip this section if it is not applicable.

The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

1. Community college name that the paraprofessional will be attending during the program year
2. Choose either:

· Associate’s Degree–Education (or)

· Associate’s Degree–SLPA
3. Identify the associate’s degree by name (e.g., Associate in Arts in Elementary Education; Associate in Science in Early Childhood Education; Associate in Applied Science SLPA). do not use the acronym.

4. What is the credit/hour/unit degree requirement? (An associate’s degree requires 60–64 credits/hours/units.)

5. Website address that will show the required and general education course requirements for this degree program. For example, the web address for EMCC’s AAS–SLPA program is http://www.maricopa.edu/academic/ccta/curric/ctaprog.php?loc=3776.
6. Web address that will show the tuition rate for the upcoming program year.
College/University Information

Complete this section of the application for the paraprofessional that is pursuing a bachelor’s degree in special education or related services during this program year or in the future.

Skip this section if it is not applicable.
The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

1. Name the college/university that a paraprofessional will be attending or transferring to after community college.

2. Identify the bachelor’s degree by name (e.g., Bachelor of Science, Special and Elementary Education; Bachelor of Science, Speech and Hearing Science) do not use the acronym.
3. What is the credit/hour/unit degree requirement? (A bachelor’s degree normally requires 120–126 credits/hours/units.)
4. Web address that will show the required and general education course list for this degree program (skip this if the paraprofessional is not attending the college/university during this program year).
5. Web address that will show the tuition rate for the upcoming program year (skip this if the paraprofessional is not attending the college/university this program year).
Course Requirement Waiver
Complete this section of the application if the paraprofessional is unable to meet the five-course requirement during the program year. ADE/ESS staff will approve a waiver for the requirement based on the justification provided here.

Skip this section if it is not applicable.

The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

1. Draft the reason for the paraprofessional’s inability to meet the five-course requirement during the program year. Provide enough information for the ADE/ESS staff to make an informed decision as to whether to grant a waiver.

FY 2014 Course Plan

Identify the courses that the paraprofessional plans to complete during the upcoming program year (the annual grant cycle is July 1, 2013–June 30, 2014).
This is only a plan. The paraprofessional may choose to take different classes or take fewer or more credits/hours/units than were anticipated; however, he or she is required to successfully complete a minimum of five classes during the upcoming and any future program years. This is a new requirement that is meant to ensure that a paraprofessional completes his or her degree program and enters the workforce as a qualified educational professional as quickly as possible. A grant may be amended after approval to increase funding for completed classes that were initially unplanned.
The information required or action you must take to complete this section of the Grant Planner and the GME application template follows:

· Name of college/university

· Semester (e.g., identified as Fall 2013, Spring 2014, Summer I 2014)

· Number of credits/hours/units
· Course number

· Course name
Grant Process Survey
ADE/ESS is interested in the PEA’s opinions of the grant application process. This survey will give the PEA the opportunity to rate the documents and the provision of assistance/support by the ADE/ESS staff in the development and submission of the GME application.

The following Likert Scale is used: 

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A = Regarding the RCF and Grant Planner, “N/A” means that you did not use it. Regarding assistance/support provided by ADE/ESS staff, “N/A” means that you did not have direct contact via personal conversation or email with ADE/ESS staff for this grant.

Survey Questions
The following identifies the information required for this section of the Grant Planner:

1. Rate the RCF (informative; adequately descriptive; easy to follow and use; etc.).
2. Rate the Grant Planner (easy to use; facilitated development of grant application; etc.).
3. Rate the appropriateness of the information that the PEA was required to provide in the grant application.

4. Rate the ease of copying and pasting data from the Grant Planners to the GME application template.

5. 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.

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 the problem so that we can address it in future grants.



� A post-baccalaureate degree is the minimum requirement to enter into the field as a speech-language pathologist (SLP), physical therapist (PT), or occupational therapist (OT). A paraprofessional wishing to pursue one of these professional degrees should have a plan to finance the master’s program since this grant will pay tuition for a bachelor’s degree program only.


� See funding information, Budget Guidelines and Restrictions, pages 2–4, for a list of items that may be paid for by this grant.


� See FY 2014 Course Plan, page 9.


� Some tuition schedules include the additional fees in the total per-credit tuition cost. Other colleges separate the additional fees from the tuition. Either way, grant funding may be used to pay for these fees.


� See above footnote.
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