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INTRODUCTION

The Professional Enhancement Fund was established from money paid by UNL to 

LPS teachers and administrators who work with students from UNL’s College of Education and Human Sciences.  The money in this fund may be utilized for a variety of activities that enhance professional development for LPS educators.  There are three categories of funding within the Professional Enhancement Fund:



Tuition Credit Points



PEF Point Reimbursement Fund



PEF Special Projects Fund

Funding for the PEF Special Projects Fund is determined by a joint LEA/LPS 

committee.

A joint LEA/LPS committee has developed the current guidelines for all three of 

the funding categories within the Professional Enhancement Fund (PEF) system.   

NOTE:  This Handbook was updated in June, 2009 and will replace all

prior handbooks.

Committee Members

Stephanie Nantkes and Kay Byers, Co-chairs




Chris Deibler


Resa Wiltse



Kathy Richter


Marge Keep



Pat Hunter-Pirtle


Jan Olmstead
Tuition Credit Points
TUITION CREDIT POINTS

Tuition credit points are earned by LPS teachers and administrators who work with students from UNL’s College of Education and Human Sciences.  The number of points earned is determined by the amount of credit the student is receiving for the course he/she is taking that requires him/her to work in our schools.

The teacher with whom the student works is given the points as a token compensation for the time spent assisting in the professional development of the UNL student.

It takes nine (9) tuition credit points to pay for one (1) hour of credit at UNL.  A teacher may have up to three (3) hours paid for during any semester using tuition credit points if he/she has the appropriate number of tuition credit points accumulated.

TUITION CREDIT POINT REPORTING

The Professional Enhancement Fund (PEF) 1 form will be used to report earned tuition credit points to teachers.   This form will contain a total of all the points accumulated and not used nor expired, as well as newly earned points.  A copy of this form is shown in the Appendix.  In November and April the Human Resources Office will send PEF 1 forms to all teachers who have tuition credit points.

THE DISTRICT TUITION CREDIT BANK
The District Tuition Credit Bank contains tuition credits which have come to the bank when:


1)
teachers donate points they cannot use


2)
teachers do not use their points during the allowable time


3)
points are given to the district, not a specific teacher or administrator


4)
when teachers exchange their tuition credit points for money from 



the PEF Point Reimbursement Fund for participation in a 




professional development activity

The bank is available for all teachers to apply for tuition credits.  The distribution of credits will occur using the following priority order:

1.
teachers who need 1 to 4.9 credit points to supplement the points they have already 
earned.

2.
teachers who need 5 to 8.9 additional points.

3.
teachers who need 9 or more points.

The points will be distributed in priority order, as the points are available.  The joint LEA/LPS committee will determine any deviation from this process.   Any changes will be shown to the LEA Board of Directors and the Superintendent’s Executive Committee and then announced to teachers and administrators.

Application for points from the District Tuition Credit Bank must be made using PEF 2 Form (Application to District Bank for Tuition Credit Points).

PEF 2 forms are available in each school office.

TUITION CREDIT GUIDELINES

1.
Courses which generate student credit hours through formalized, structured pre-
student teaching and student teaching programs from UNL will provide the basis 
for tuition credit eligibility for LPS teachers.  Points earned:



Elementary



Secondary / Middle Level


TEAC 297a = 1.3


EdPsy 297 = 1.3


TEAC297b = 2.6


TEAC 397Q = 1.3


TEAC 397a = 3.9


TEAC 397I = 1.3


El. Ed. Student Teacher = 10
TEAC 397J = 3.9


El Ed.  / Sp. Ed. Student

TEAC 397M = 3.9


 Teacher = 6 per area

TEAC 397N = 3.9


     




TEAC 397P = 3.9





 

TEAC 397R = 3.9



      




TEAC 397V = 2.6







TEAC 397W = 3.9







Secondary Student Teacher = 10


If in a team placement, the points are split.  This is the general format but 


there are exceptions.


All graduate students on additional certification = 3.9

1.
If a student teacher is supervised by more than one cooperating teacher, the 
cooperating teachers share the tuition points accordingly.
2.
Every nine (9) tuition credit points generated by working with UNL students will 
result in one (1) hour of tuition credit for an LPS teacher or administrator.


3.
Tuition credit points may be used only for officially scheduled UNL courses.

4.
Users of tuition credit points should pre-register for courses of their choice or go through general registration.

5.
Up to three (3) hours of UNL course work may be “paid” for using tuition credit points in any one semester.  Credit slips will be sent to students’ accounts at UNL before tuition is due.  The value of the credit slip will be credited to the user’s UNL account.
6.
The facility usage fee will be waived as per the agreement with UNL.

7.
All incidental fees (laboratory, drop/add, late registration, etc.) are the 

responsibility of the teacher.

8.
Individual teachers will have two (2) years to use their tuition credit points from the date of issue.  After that time the credits revert to the District Tuition Credit Bank.

9.
Teachers who do not wish to use the tuition credits they have earned toward classes at UNL may exchange them for reimbursement from the PEF Point Reimbursement Fund.   For information about the PEF Point Reimbursement Fund, turn to the PEF Point Reimbursement Fund Guidelines in another section of this handbook.

10.
Teachers may give tuition credit points they have earned to any teacher in the district.   Complete number 2 of PEF 1.

11.
Teachers may donate tuition credit points they do not wish to use to the District Tuition Credit Bank for other teachers to use.   (Use number 5 on PEF 1.)

12.
Staff will be notified well in advance of deadlines for applying for points from the district credit bank.  These deadlines are firm, and late applications will not be considered.

PEF Point Reimbursement Fund

PEF POINT REIMBURSEMENT FUND PROCEDURES
The PEF Point Reimbursement Fund was established to allow individuals who are no longer taking classes at UNL to utilize the tuition credit points awarded for working with UNL students.

This fund allows staff to be reimbursed for personal expenditures on professional activities and may only be utilized by persons who have either earned tuition credit points or have had them donated directly by a person who has earned them.  The funds are disbursed to individuals by the following procedure:

1.
On the Individual Tuition Credit Point Statement (PEF 1 - sample in Forms 

section, p. 14) indicate the desire to exchange tuition credits for PEF Point 

Reimbursement Fund money.


The PEF 1 form is mailed to all teachers with unused tuition credits in November 
and April.

2.
Complete the left-hand side of the PEF 3 form indicating the activity for which reimbursement is being requested.   Information must include the number of tuition credit points being exchanged, the activity (i.e. a conference or workshop), and the anticipated amount of the reimbursement.  The principal, supervisor, curriculum specialist or department chair must sign the form.


The PEF 3 form (see page 16) is available in each school.
3.
Send both copies of the form to Human Resources for approval.

4.
The yellow copy of the form is returned to the individual with a cover letter which states that the form must be retained until the completion of the activity.  Upon completion of the activity, the yellow form is returned to Human Resources along with receipts or other proof that the individual has spent his/her own funds on the approved activity.

5.
Checks will be issued on a semester basis.  These checks will reflect the amount for which receipts were presented up to the amount originally approved.

6.
It is possible, in rare instances, for a request to be denied.  If that happens, the teacher will receive an additional semester to utilize his/her tuition credits.  This

person could reapply to the PEF Point Reimbursement Fund at the next semester, or use his/her points in another way.

If the teacher chooses, he/she may appeal the denial to the PEF committee within 30 calendar days of receipt of the denial.  An appointment for a hearing will be made by contacting one of the committee co-chairs.

A joint appeal board made up of an LEA representative and a LPS administrator will hear all appeals.

PEF POINT REIMBURSEMENT FUND ACTIVITIES

1.
Attend a conference, college class, seminar or workshop (fees reimbursed fully or partially).

2.
Classroom coverage (substitute teacher) provided so teacher may attend conferences or other district professional activities.   This is subject to the availability of substitutes for professional leave as determined by Human Resources.  Call the LPS Payroll Department for current substitute costs.
3.
Use for other professional purposes approved by the committee.

4.
PEF Point Reimbursement Fund monies may not be used for student curriculum materials and/or equipment, classroom supplies, teacher stipends or other student materials.

DIVISION OF MONEY
1.
The amount of money available for dispersal each year will determine the value of each tuition credit point.

2.
Points are worth $14 each.

3.
Funds will be distributed according to the agreed-upon formula.

DISTRIBUTION OF PEF POINT REIMBURSEMENT FUND MONIES
1.
Distribution of PEF Point Reimbursement Fund monies will occur within the semester that the request for reimbursement occurs.

2.
Original receipts must accompany PEF’s and be received by January 10 or May 10  to ensure timely payment.

ADMINISTRATION OF THE PROFESSIONAL ENHANCEMENT FUND
1.
The PEF committee consists of four (4) LPS administrators appointed by the Superintendent and four (4) LEA members chosen by the LEA Board of Directors.

2.
The committee develops procedures to be approved by the LEA Board of Directors and the LPS Executive Committee for management of the PEF.

3.
Applications for reimbursement from the PEF Point Reimbursement Fund are reviewed and approved or denied by the Human Resources representative to the PEF committee.  If a teacher appeals this decision, the committee will review the facts and make a recommendation to the Human Resources administrator.

REVIEW OF PEF GUIDELINES

1.
The PEF committee should review the PEF Guidelines annually.

2. All changes agreed upon and recommendations by the PEF committee shall be presented to the LEA Board of Directors and the Superintendent’s Executive Committee.

PEF Special Projects Fund

PEF SPECIAL PROJECTS FUND

The PEF Special Projects Fund is designed to allocate PEF monies to Lincoln Public Schools educators.  This funding allows educators the opportunity to develop a project that enhances their professional development.

PEF SPECIAL PROJECTS ACCESS
Any LPS educator may submit requests for PEF Special Projects Fund monies.

APPLICATION GUIDELINES
1.
Projects must be related to the enhancement of teaching skills.

2.
Each applicant or team must submit the PEF Special Projects Proposal Application Form (PEF 4) (see page 17).  The Proposal Form should contain a series of concise statements which explain specifically the goals and procedures of the project and must include an itemized list of anticipated expenses.  

3.
The application must be typewritten.
4.
The application must include the number of teachers involved in the project (include names if known) and the name of one “contact person.”

5.
The Special Project Application Outline (see the last page of this PEF Handbook for the approved outline) should be sent to Human Resources, Box 33 - LPSDO.  Applications are due in November and April.   Specific dates will be announced annually.

6.
The application will be reviewed by the PEF committee each semester.  If more information is requested, the specific nature of that information will be communicated to the contact person named on the application prior to the committee meeting.   Following the meeting of the committee, the contact person will be notified of the committee’s decision.

7.
First priority will be given to educators who have been involved with UNL’s teacher training program.  The application needs to contain documentation that verifies involvement with teacher training at UNL.

8.
Priority will be given to individuals or groups who did not receive PEF Special Projects Funds in the last school year.

9.
The PEF Special Projects Fund will NOT be used to pay for any activities that provide salary advancement including college tuition, fees, or LPS classes.

10.
The PEF Special Projects Fund will NOT be used to pay stipends or hourly workshop pay to teachers.

11.
PEF Special Projects Fund will NOT be used to pay LPS classified employees or parents involved in a project.

12.
PEF Special Projects Fund will NOT be used to pay for equipment, student materials, textbooks or classroom supplies.

13.
PEF Special Projects Fund will NOT be used to pay for child care.

14.
PEF Special Projects Fund will NOT be used to pay for substitutes to cover release 
time for teachers to plan instruction.

15.
PEF Special Projects Fund may be used to pay for meals (up to  LPS per diem 
rates – receipts required), airfare/transportation, lodging, registration, and/or 
substitute coverage as part of the expenses of attending an out-of-town conference 
(call the LPS Payroll Department for current substitute costs).  PEF monies may 
NOT be used for the purchase of any alcohol.

16.
Monies will be allocated one of two ways:


a.
Individual projects not to exceed $750.


b.
Group projects to a maximum of $4,000.

17.
No school may have more than $8,000 in projects during one school year.

18.
Payment will be made according to the following guidelines:

a.
A PEF Special Projects activity account will be established at each school with approved projects.  The recipient(s), principal and secretary will be notified of the amount granted and the account number assigned.  If a project is approved for a group made up of persons from more than one building, it will be necessary to assign the activity account to just one of the locations involved and all transactions will need to be made through appropriate channels at that building.

b.
Staff will follow district regulations and guidelines for expenditure of funds as outlined in Business Affairs bulletins.  Reimbursement for small purchases can be made from the special activity account as purchases are made.

c.
Money must be used within one year of approval.  If the contact teacher transfers to another building within LPS, the money allocated for his/her specific project remains with the teacher, not the building that he/she left.

d. Any funds not used in completing the specifically approved project will be returned to the PEF Special Projects Fund.  

e. Special projects funds given to an individual will remain with the individual for that specific project.
f. Special projects funds given to groups or teams from a building will remain with the building for that specific project.
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