Paraprofessional  & Paraprofessional/Teacher Team Award Guidelines

Guidelines for Regional Awards:  (Changes from last year are highlighted)
1. Adapt Nomination forms for your region to include responsible person, address, phone number and due date.  (no major changes to those forms)
a. Recommended that you print each of the nomination forms on different colored paper

2. Distribute nominations to mailing list to include building principals, special education directors, special educators and other interested persons.

3. Identify screening/ selection committee and committee chairperson.

4. When nominations are received, circulate nomination forms among committee members

a. Committee members can be in different parts of region.  Applications can be reviewed independently and passed onto the next committee member.

b. Sample checklist for reviewing nominations can be used (see attached)

5. Identify winners by April 1, 2009  (Letters to award winners have been modified to include 1) dates and location of conference 2) awards will be given at the brunch beginning at 10:30 am) 
a. Notify nominators so they can make arrangements for the winners to attend the conference.  OPI will reimburse travel expenses for  Paraeducator/ Paraeducator Teacher Team Award winners.  Regions are responsible for travel and lodging expenses for the YES I CAN Award winners as well as Registration fee for Para and Para/Teacher Team award winners – Winners should register for the Preconference and/or Conference on www.cspd.net   (See winner letters)   

6.   Introduction for CEC Award Winners  to the following people:

a. Susan Bailey Anderson at sbanderson@mt.gov   so certificates can be made and CEC will have an introduction to share about the winners.

b.  CEC Secretary, Angie Walker, alw530@msn.com , 406 761-8591 OR 89 Woodland Estates Rd, Great Falls, MT  59404 to notify CEC to provide packets for winners

c. Send copy of CEC Award winner form to Nancy Marks at admin@cspd.net  so she will know who the award winners are and she can bill you following the conference.
7. Send letter and certificate of appreciation along with nomination materials to all the nominees (see nomination letter/ nomination certificate). 

8. Optional- Develop a press release for the region about winners. 

Copies of these items are posted on the Para Website
· Introduction for CEC Award Winners

· PARAPROFESSIONAL OF THE YEAR AWARD

· PARAPROFESSIONAL/ TEACHER TEAM OF THE YEAR AWARD
· APPLICATION READERS CHECKLIST

· BLANK CERTFICATES FOR NOMINEES  

· SAMPLE LETTER FOR WINNERS

· SAMPLE LETTER FOR NOMINEES

· SAMPLE LETTER FOR YES I CAN WINNERS 
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