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STARS FINANCIAL AWARD REQUEST

Merit and Education & Retention Award 

Centers and Group Homes
Fiscal Year 2011-2012
Purpose: Keystone STARS is an initiative of the Office of Child Development and Early Learning (OCDEL) to improve, support, and recognize the continuous quality improvement (CQI) efforts of Pennsylvania’s early learning and school-age programs.  Providing financial supports to providers serving children who are vulnerable and at risk is one strategy implemented by OCDEL to promote continuous quality improvement.  The STARS Merit and Education & Retention Award (MERA) is available to eligible providers at a STAR 2 or higher.
Overview: The MERA Request combines the Merit Award and the Education & Retention Award into one document.  The intent of this document is to reduce the paperwork involved in applying for STARS financial awards and to streamline the award request process.  The MERA is divided into two sections.  Section 1 - Merit Award includes expenses relating to Equipment and Supplies/Materials, Professional Development, Accreditation Costs, Staff Bonuses, Salaries, and Compensation, and other expenses.  It is recommended that all programs applying for and receiving a Merit Award analyze their existing technology and use these funds to develop or enhance computer and internet access as necessary.  Section 2 – Education & Retention Award contains staff-specific awards for highly qualified directors and teaching staff. 
Eligibility: To be eligible for the MERA, a provider must meet the following requirements.  Additional requirements are detailed by section.  
· The provider must meet all Keystone STARS Performance Standards associated with a STAR 2 (or higher) designation.

· The provider must maintain the STAR designation for which the provider received the MERA during the approval and payment phase of the MERA, and it is expected that the provider is making a commitment to maintain the awarded STAR designation.  

· The provider must hold a regular DPW Certificate of Compliance.  If a provider has a Provisional Certificate of Compliance, award funds may be available upon correction of provisional issues.
· STARS grants and awards in previous years must have been expended in accordance with grant agreements. A provider must spend and have receipts for all award funds. No spending may occur after June 30.  Additional information on this requirement is contained within the contractual agreement between the provider and the Regional Key.
· A provider must spend and have receipts for all award funds.  Providers are required to submit with the final expense report copies of receipts and reconciliation of receipts on the Receipt Summary Form to validate expenditures.  No spending may occur after June 30.  Additional information on this requirement is contained within the contractual agreement between the provider and the Regional Key.
· For Designations conducted JUNE 1, 2011 – MARCH 31, 2012: Requests for award funds from the Regional Key should be made as soon as possible after the date of designation.  Award requests must be received at the Regional Key office or postmarked no later than March 31, 2012 for all designations occurring between June 1, 2011 and March 31, 2012.  

· For Designations conducted on or after APRIL 1, 2012: Grant award requests must be postmarked within ten (10) calendar days of the designation date.

· Award funds may not be used to supplant (replace) any other funding currently allocated to operate this facility.  STARS funds are to be used for quality improvement above and beyond the facility’s basic operations to meet DPW Certification Regulations.  Programs may be asked to verify that Keystone STARS funds are not being used to supplant staffing complement. 
· All award funds are contingent upon the availability of State funds.
· All award funds are allocated for child care services only and are not to be used to supplement or complement the incomes of teachers in any other program or service other than Keystone STARS.

· To receive award funds, the provider must have at least 5% of child care children enrolled, who receive one of the following:
1. Child Care Works subsidized care administered through the Child Care Information Services (CCIS); and/or

2. Commonwealth of Pennsylvania’s Early Intervention Services program for children with developmental delays and disabilities.  This program is managed by the Office of Child Development and Early Learning.  To include a child receiving Early Intervention services into the provider’s percentage, the following criteria must be met:

a. The provider is providing child care services to the child; AND

b. The provider is operating inclusive child care, which is defined as a program with no more than 33% of enrollment identified as children receiving Early Intervention Services; AND

c. The child must have a current Individualized Education Plan (IEP) / Individualized Family Service Plan (IFSP) on file at the provider.  
In addition, the children must be enrolled during the weeks that include October 15, 2011; February 15, 2012; or May 15, 2012.  Please refer to the STARS Enrollment Calculation Tool (DES-04) or contact your Regional Key for further details.
· To receive award funds, the provider must have an agreement with the local Child Care Information Services (CCIS) office.  In addition, the provider must be willing to accept for enrollment a child who qualifies for subsidy, if space is available.
· The amount of the provider’s award is based upon the following:
1. The provider’s size based upon the calculation of the full-time and part-time enrollment of children receiving child care services.
2. The provider’s percentage of the full-time and part-time enrollment receiving Child Care Works subsidy or the Commonwealth’s Early Intervention services.  If a child is receiving both Subsidy and Early Intervention Services, the child will be counted only one time.

· To be included in the award percentage, the children must be enrolled in Child Care services.  Children funded exclusively through Head Start, PA Pre-K Counts, or Early Intervention do not count toward the Award size.

Children must be enrolled in Child Care services to qualify for eligibility.  For questions regarding subsidy or Early Intervention enrollment, please contact the Regional Key for assistance.

· Providers in arrears for back taxes will not be able to receive grants and awards until payment of taxes are made and the provider provides to the Regional Key a clearance certificate issued by the district revenue office.  Additionally, if a provider receives child care subsidy payments, OCDEL may intercept subsidy payments in order to recoup the delinquent taxes on behalf of the state.
For Merit Award only: A provider may be eligible for a higher award by serving a 26% or higher population receiving subsidy or Early Intervention.  Please refer to the table on page 5.  

For Education & Retention Award only:  Staff awards are tied to the 5% minimum and tiered by STAR level.  Please refer to the table on page 20.  
Section 1:  STARS Merit Award  

The intent of the STARS Merit Award is to support continuous quality improvement in early learning and school-age programs to achieve a STAR 2 or higher.  The guiding principles for the 2011-2012 award structure are as follows:

· Keystone STARS will encourage and support programs in developing and sustaining higher levels of quality, in strengthening outcomes for children and families, and improving school readiness.

· Keep STARS Performance Standards stable and continue to deepen the understanding and best practice of continuous quality improvement within Pennsylvania’s early learning and school age programs.

· Continue funding Keystone STARS with an emphasis on moving programs to higher levels of quality.

· Focus support on programs serving children who are vulnerable and at risk.

OCDEL is committed to providing financial supports to eligible participants of the Keystone STARS program to enhance quality learning experiences for Pennsylvania’s children.  It is the responsibility of the award recipient to expend award funds in a manner that supports continuous quality improvement and aligns the provider with research-based quality standards and criteria.  To guide the intentional expenditure of award funds, written justifications have been added to each award category.  Please refer to the Optional Tool – Best Practices in STARS Financial Award Spending for additional guidance.
General Requirements to Request a Merit Award

· Award funds may not be used to supplant (replace) any other funding currently allocated to operate this provider.

· A provider may receive only one Merit Award per STAR level per fiscal year.  In the event that a provider achieves a higher STAR level designation after receiving a Merit Award, the provider may be eligible for additional award funding at a pro-rated level.  Contact the Regional Key to determine eligibility and availability of funds.    
· STAR 2 providers may be eligible to receive a Merit Award once a year for up to three years in order to improve quality to reach STAR 3 and 4.  Award funding for STAR 2 providers will be extended for an additional two years with the submission of a detailed STARS Continuous Quality Improvement Plan.  Please refer to the Optional Tool – STARS Continuous Quality Improvement Plan for additional guidance.  
· Merit Awards are site-specific.  Monies must be used for site-specific quality improvement.

· Merit Awards cannot be used for the following:

· Purchase of land, new construction, or major renovations.

· Purchase of gift cards, money orders, gift certificates, travel checks, or any other comparable legal tender.

· Payment of mortgages, utilities, or rental/lease payments for basic facility operations.

· Purchase of alcohol.

· Purchase of vehicles.

· Payment toward staff entertainment, including amusement, diversion, and social activities or any costs directly associated with such costs (such as tickets to shows or sports events, meals, lodging, rentals, transportation, and gratuities) that are not professional development related events.

· Costs of membership in civic, community and social organizations (Kiwanis, Lions Club, Rotary, etc.).

· Merit Awards may be used only for child care related expenditures.  If the provider receives funding from other sources, such as Head Start and PA Pre-K Counts, and wishes to use the merit award for facility-wide purchases or blended classrooms, the provider must cost allocate the expenditures.  Please contact the Regional Key for more information on acceptable means of documenting cost allocations.
· For an item that has a unit cost of $3000 or more, a provider shall obtain a minimum of two (2) written price quotes to ensure fair and equitable bid practices, as follows:
· The bids must be for identical or comparable merchandise, purchases, and/or work.
· Provider will submit all bid quotes with this Grant Request to the Regional Key, but the provider should request payment for the lowest bid amount.
· If the provider decides to accept the higher bid, the provider is responsible for any amount above the lowest quote using operational or other non-Keystone STARS funds.  Please contact the Regional Key for further clarification.
· If extenuating circumstances occur where the provider must accept the higher bid, the provider must contact the Regional Key to discuss the situation prior to submitting this Grant Request.
· The Department of Public Welfare retains the title to property of any equipment having a useful life of more than one year and an individual cost of more than $5000 that is purchased with this award.  The provider is required to notify their Regional Key if they are closing or will be disposing of said equipment.  
Merit Award Table

The size of the provider’s Award is determined by the number of full-time and part-time children who are privately funded, receiving Child Care Works subsidy, or receiving Early Intervention services.  Children must be enrolled in Child Care services to qualify for eligibility.  Children funded through Head Start, PA Pre-K Counts, or Early Intervention only do not count toward the Award size.  Please use the STARS Enrollment Calculation Tool (DES-04) to determine the provider’s full-time and part-time enrollment.    
	Percentage of Subsidy/

Early Intervention
	STAR Level Attained
	All Group Homes
 & Centers
 up to 6 FTE
	Center

7-12 FTE
	Center 

13-45 FTE
	Center

46-99 FTE
	Center 

100-180 FTE
	Center 

181+ FTE

	5-25% Subsidy/

Early Intervention
	STAR 2

(Three time award)
	$ 1,575
	$ 2,363
	$ 4,725
	$ 9,450
	$ 14,175
	$ 23,625

	
	STAR 3
	$ 2,363
	$ 3,544
	$ 7,088
	$ 14,185
	$ 21,263
	$ 35,438

	
	STAR 4
	$ 3,150
	$ 4,725
	$ 9,450
	$ 18,900
	$ 28,350
	$ 47,250

	26% and above Subsidy/

Early Intervention
	STAR 21
(Three time award)
	$ 2,100
	$ 3,150
	$ 6,300
	$ 12,600
	$ 18,900
	$ 23,625

	
	STAR 3
	$ 3,150
	$ 4,725
	$ 9,450
	$ 18,900
	$ 28,350
	$ 35,438

	
	STAR 4
	$ 4,200
	$ 6,300
	$ 12,600
	$ 25,200
	$ 37,800
	$ 47,250


Instructions: Please read all instructions before sending this request to the Regional Key.  Questions about this document should be addressed to the Regional Key.  Complete the following pages to identify the items being requested by the provider.  Group items being requested by category and provide an aggregate total for the items in the Amount Requested column.  Follow the example shown below.  Additional pages may be attached if needed.  Be sure additional pages group items by category, age group, and amount requested.     

   Example
	Regional Key Use Only
	SITE SUPPORTS
	Items requested


	Amount Requested

	
	Learning Materials that support curriculum goals and Learning Standards such as:

· Blocks, Art Supplies, Musical Instruments, Games, Puzzles, Dramatic Play props, Nature 
	List items for Preschool 
	Unit block set, transportation set, puppet set with stage, puzzles, water table toys   
	$ 525.00


I. EQUIPMENT & SUPPLIES/MATERIALS
Continuous Quality Improvement may be supported in early learning and school-age programs through site improvements and the purchase of equipment, supplies, and materials.  In this section, provide a written justification of award funds used in this category.  
	Justification of Award Expenditures

	Rationale – How was the use of this award intentionally planned?  (Describe your reasoning)   
	Quality Standards – Which quality standards justify the projected use of award funds?  (Check all that apply)  

	
	· Keystone STARS:  Staff Qualifications and Professional Development

· Keystone STARS:  Learning Program

· Keystone STARS:  Partnerships with Family and Community

· Keystone STARS:  Leadership and Management

· Environment Rating Scale

· Pennsylvania Learning Standards

· NAEYC (National Association for the Education of Young Children)

· NAA  (National AfterSchool Association)

· CFOC (Caring for Our Children)

· Head Start Performance Standards

· Strengthening Families Self-Assessment 

· Other:  (please specify) ______________________________________

	Outcomes – How will quality be improved as a result of this award?  How will this be evaluated?  (Provide specific examples)  
	Spending Plan – How is the use of this award part of a long-term plan for improving quality?  

	
	


Instructions: Equipment and Supplies for purposes related to site-based quality improvements correspond to needs identified in the Keystone STARS Performance Standards, Environment Rating Scale (ERS), or national child care quality standards including National Association for the Education of Young Children (NAEYC), National After School Association (NAA), National Association for Family Child Care (NAFCC), and Caring for Our Children (CFOC).  Please use the following table to determine the appropriate age groups for the items requested.  (These ages and care levels correspond with those used in the STARS Enrollment Calculation Tool (DES-04).)  Place the total amount for this section into the Award Request Summary in the Equipment & Supplies/Materials row.  

	Age Groups
	Care Level
	Children’s Age
	Abbreviation 

	Infants/Toddlers
	Infant
	0-12 Months
	INF

	
	Young Toddler
	13-24 Months
	YOT

	
	Older Toddler
	25-36 Months
	OLT

	Preschool
	Preschool
	37 Months – Child Enters Kindergarten
	PRE

	School Age
	Young School-Age
	Kindergarten - 3rd Grade
	YSA

	
	Older School-Age
	4th Grade - 13th Birthday
	OSA


	Regional Key Use Only
	SITE SUPPORTS
	Item requested

(Supplies/materials, equipment, renovations)
	Amount Requested

	
	Classroom Furnishings that create a developmentally appropriate environment for learning such as:
· Sufficient furniture for children in care

· Child-sized tables and chairs
· Adaptive furniture for children with disabilities and/or special needs
· Area rugs
· Mats, cots, and/or cribs for a restful naptime  
· Soft furniture for relaxation and comfort areas 
· Child-sized shelves and storage units
· Cubbies/lockers to store children’s personal belongings

	List items for Infants/Toddlers includes – 
- Infants (INF) 
- Young Toddlers (YOT) 
- Older Toddlers (OLT) 
	
	$

	
	
	List items for Preschool 
(PRE)
	
	$

	
	
	List items for School Age includes 
- Young School Age (YSA
- Older School Age (OSA) 
	
	$

	
	
	List items for Mixed/Multiple Age Groups includes items for more than one of the above age groups
	
	$


	Regional Key Use Only
	SITE SUPPORTS
	Item requested

(Supplies/materials, equipment, renovations)
	Amount Requested

	
	Learning Materials that support curriculum goals and Learning Standards such as:
· Blocks, Art Supplies, Musical Instruments, Games, Puzzles, Dramatic Play props, Nature items, Science materials, and Manipulatives
· Numeracy materials that introduce numbers, patterns, shapes, measurement, and problem solving  

· Language materials that support receptive and expressive language, comprehension, and literacy   
· Diversity awareness resources 

· Materials to address individual needs of children including those with disabilities and/or special needs

· Curriculum guides, assessment tools, and other teacher resources

	List items for Infants/ Toddlers (INF, YOT, OLT)
	
	$

	
	
	List items for Preschool (PRE)
	
	$

	
	
	List items for School Age (YSA, OSA)
	
	$

	
	
	List items for Mixed/Multiple Age Groups 
	
	$

	
	Gross Motor Equipment that promotes safe, active play areas such as:   

· Enough equipment to avoid a long wait

· Equipment that stimulates a variety of skills including balancing, climbing, ball play, steering and pedaling wheel toys

· Playground equipment

· Improvements or adaptations to active play areas (indoors and outdoors) 

· Inclusion of children with disabilities and/or special needs
	List items for Infants/ Toddlers (INF, YOT, OLT)
	
	$

	
	· 
	List items for Preschool (PRE)
	
	$

	
	· 
	List items for School Age (YSA, OSA)
	
	$

	
	
	List items for Mixed/Multiple Age Groups 
	
	$


	Regional Key Use Only
	SITE SUPPORTS
	Item requested

(Supplies/materials, equipment, renovations)
	Amount Requested

	
	Minor Renovations to address indoor/outdoor space improvements to meet quality standards and criteria such as:

· Installation of playground equipment

· Playground resurfacing.  
Please note: Child Care Development Funds (CCDF) Requirements apply.  Call the Regional Key for more information.


	List items for Infants/ Toddlers (INF, YOT, OLT)
	
	$

	
	· 
	List items for Preschool (PRE)
	
	$

	
	· 
	List items for School Age (YSA, OSA)
	
	$

	
	
	List items for Mixed/Multiple Age Groups 
	
	$

	
	Expenses related to:

· Continuing to support and exceed DPW Certification regulations 

· Developing business practices such as: policy and procedure manual, financial systems, business plans, and staff support 

· Computer and technology support in preparation for Early Learning Network (ELN) and Ounce/Work Sampling System, such as: computer hardware and internet access
	
	$

	
	Total Equipment & Supplies/Materials
	$


II. PROFESSIONAL DEVELOPMENT

Continuous Quality Improvement may be supported in early learning and school-age programs through the ongoing professional development of directors and staff.  In this section, provide a written justification of award funds used in this category.  

	Justification of Award Expenditures

	Rationale – How was the use of this award intentionally planned?  (Describe your reasoning)   
	Quality Standards – Which quality standards justify the projected use of award funds?  (Check all that apply)  

	
	· Keystone STARS:  Staff Qualifications and Professional Development

· Keystone STARS:  Learning Program

· Keystone STARS:  Partnerships with Family and Community

· Keystone STARS:  Leadership and Management

· Environment Rating Scale

· Pennsylvania Learning Standards

· NAEYC (National Association for the Education of Young Children)

· NAA  (National After-School Association)

· CFOC (Caring for Our Children)

· Head Start Performance Standards 

· Strengthening Families Self-Assessment
· Other:  (please specify) ______________________________________

	Outcomes – How will quality be improved as a result of this award?  How will this be evaluated?  (Provide specific examples)  
	Spending Plan – How is the use of this award part of a long-term plan for improving quality?  

	

	


Instructions: List the Professional Development to be supported by these funds, the number of staff being impacted by the use the award funds, and the total amount requested by category.  Make sure to access DPW funded professional development, voucher program, T.E.A.C.H., or STARS TA before utilizing these funds.  Examples of possible expenses include substitutes, release time, CDA course enrollment fee, instruction/coursework (that is not DPW funded), conference registration fees, travel, specialized technical assistance, and T.E.A.C.H. associated costs.  Unallowable costs include college courses and CDA assessment fees already funded by the voucher program.  For providers not accessing TEACH or vouchers and providers seeking Masters/Doctoral level coursework and/or degrees, please contact your Regional Key for eligibility details, grade requirements, and tuition policies.  Attach additional pages if needed.  Place the total amount into the Award Request Summary in the Professional Development row.
	Regional Key Use Only
	Director and Staff Professional Development
	List Requested Professional Development, Coursework, or Personnel Costs 
	# of Staff
	Amount Requested

	
	Director – Cost of enrolling in non-credit professional development to meet quality standards 
	
	
	$

	
	Director – Cost of enrolling in credit-based coursework to meet Career Lattice requirements and quality standards 

	
	
	$

	
	Staff – Cost of enrolling in non-credit professional development to meet quality standards 
	
	
	$



	
	Staff – Cost of enrolling in credit-based coursework to meet Career Lattice requirements and quality standards


	
	
	$

	
	Travel costs for staff persons attending appropriate professional development (supports time allotted for travel and training only)
	
	
	$

	
	Personnel costs of substitutes for professional development attended during site hours of operation, not to exceed $8.00 per hour and/or release time.
	
	
	$

	
	Specialized professional development and technical assistance that relates to achieving STARS Performance Standards in the areas of Learning Program, Partnerships with Family & Community, and Leadership and Management, and Health & Safety.  Technical Assistance (other than STARS TA) must meet the following criteria:

· Maximum of a $50 hourly rate

· Total payment not to exceed $2,500

· Must be PQAS approved (some exceptions in the area of Administration/Business Practices and Playgrounds)
	
	
	$

	
	Other – Include expenses related to professional development that do not correspond to one of the categories listed in this section such as:
· Membership in a professional organization related to the field of early childhood or school-age programs.   

	
	
	$

	
	TOTAL PROFESSIONAL DEVELOPMENT 
	$


III. ACCREDITATION COSTS
Continuous Quality Improvement may be supported in early learning and school-age programs through pursuing and achieving accreditation.  In this section, please provide a written justification of award funds used in this category.  

	Justification of Award Expenditures

	Rationale – How was the use of this award intentionally planned?   (Describe your reasoning)   
	Quality Standards – Which quality standards justify the projected use of award funds?  (Check all that apply)  

	
	· NAEYC (National Association for the Education of Young Children)

· NAA  (National AfterSchool Association)

· NAFCC (National Association for Family Child Care)

· Other:  (please specify) _______________________________________

	Outcomes – How will quality be improved as a result of this award?  How will this be evaluated?  (Provide specific examples)  
	Spending Plan – How is the use of this award part of a long-term plan for improving quality?  

	
	


Instructions: List costs associated with Accreditation, including costs of application.  Include proof of status regarding accreditation.  Place the total amount into the Award Request Summary in the Accreditation Costs row.

	Regional Key Use Only
	Type of Accreditation Cost
	Amount Requested

	
	1. 
	$

	
	2. 
	$

	
	3. 
	$

	
	TOTAL ACCREDITATION COSTS
	$


IV. STAFF BONUSES, SALARIES, AND COMPENSATION

Continuous Quality Improvement may be supported in early learning and school-age programs through financial supports and compensation for staff.  In this section, provide a written justification of award funds used in this category.  

	Justification of Award Expenditures

	Rationale – How was the use of this award intentionally planned?    (Describe your reasoning)   
	Quality Standards – Which quality standards justify the projected use of award funds?  (Check all that apply)  

	
	· Keystone STARS:  Staff Qualifications and Professional Development

· Keystone STARS:  Learning Program

· Keystone STARS:  Partnerships with Family and Community

· Keystone STARS:  Leadership and Management

· Environment Rating Scale

· Pennsylvania Learning Standards

· NAEYC (National Association for the Education of Young Children)

· NAA  (National After School Association)

· CFOC (Caring for Our Children)

· Head Start Performance Standards

· Strengthening Families Self-Assessment 

· Other:  (please specify) ______________________________________

	Outcomes – How will quality be improved as a result of this award?  How will this be evaluated?  (Provide specific examples)  
	Spending Plan – How is the use of this award part of a long-term plan for improving quality?  

	
	


Instructions: Please list name, job title, current annual salary, amount of bonus requested, and/or additional salary as it applies to each staff member.  Include a copy of the provider’s personnel policy on distributing bonuses, salaries, or compensation in the provider policy and procedure manual and with the award request.  Salary and bonus must be processed through payroll and are subject to applicable taxes.    
Special Note:  Award funds may not be used to supplant existing salaries.  Funds may be used toward salaries that support the provider in meeting quality standards such as hiring or expanding working hours for substitutes/staff to provide breaks, planning time, observation and assessment time, preparation time required in meeting performance standards, etc.  

Award funds may be used only for child care practitioners.  If the practitioner is funded by other sources, such as Head Start and PA Pre-K Counts, the provider must cost allocate the bonus/salary.  Please contact the Regional Key for the acceptable documentation of cost allocation.
Restrictions:  To be eligible for bonus or additional salary, no combination of annual salary, additional salary, and/or bonus (including any amount received through the Education & Retention Award) reported on an individual’s most recent W-2 statement(s) may exceed $35,000 for teaching staff and $45,000 for directors.
	Staff Name
	Title
	Current Annual Salary

	
	Bonus Requested
	Additional Salary Requested
	Total Amount Requested

	1. Example:  Rosa Gonzalez
	Part-Time Floater

	$    15,000
	
	$     200
	$   4,420
	$   4,620

	2. 
	
	$
	
	$
	$
	$

	3. 
	
	$
	
	$
	$
	$

	4. 
	
	$
	
	$
	$
	$

	5. 
	
	$
	
	$
	$
	$

	6. 
	
	$
	
	$
	$
	$

	7. 
	
	$
	
	$
	$
	$

	8. 
	
	$
	
	$
	$
	$

	9. 
	
	$
	
	$
	$
	$

	10. 
	
	$
	
	$
	$
	$

	11. 
	
	$
	
	$
	$
	$

	12. 
	
	$
	
	$
	$
	$

	Subtotal Staff Bonuses and Salary
	$


Compensation:   Award funds may used to support the provision of benefits to staff.  Benefits may include, but are not limited to, health insurance, paid vacation/sick time/holidays/personal time/family leave, annual incremental raises
, tuition reimbursement, child care benefit, retirement plan, etc.  Distribution of benefits must be addressed in the provider’s personnel policies.
	Type of Compensation/Benefit
	# of Staff 
	Estimated Cost Per Staff
	Total Amount Requested

	Example:  Red Triangle Health Insurance (percentage paid)
	11
	$      500
	$       5,500

	
	
	$
	$

	
	
	$
	$

	
	
	$
	$

	
	
	$
	$

	
	
	$
	$

	Subtotal Compensation
	$


Place the total amount into the Award Request Summary in the Staff Bonuses, Salaries, and Compensation row.
	Staff Bonuses, Salaries, and Compensation
	Total Amount Requested

	Subtotal Staff Bonuses and Salary (p.15)
	$

	Subtotal Compensation/Benefit (p.16) 
	$

	TOTAL STAFF BONUSES, SALARY, AND COMPENSATION
	$


V. OTHER EXPENSES

Continuous Quality Improvement may be supported in early learning and school-age programs through other program supports.  In this section, please provide a written justification of award funds used in this category.  

	Justification of Award Expenditures

	Rationale – How was the use of this award intentionally planned?  (Describe your reasoning)   
	Quality Standards – Which quality standards justify the projected use of award funds?  (Check all that apply)  

	
	· Keystone STARS Performance Standards

· Environment Rating Scale

· Pennsylvania Learning Standards

· Accreditation: (please specify) _________________________________

· CFOC (Caring for Our Children)

· Strengthening Families Self-Assessment 

· Other:  (please specify) ______________________________________

	Outcomes – How will quality be improved as a result of this award?  How will this be evaluated?  (Provide specific examples)  
	Spending Plan – How is the use of this award part of a long-term plan for improving quality?  

	
	


Instructions: Please list any other expenses for which the provider would like to request funds including taxes and shipping & handling charges.  Make sure to include an explanation of each item.  Place the total amount into the Award Request Summary in the Other Expenses row.

	Regional Key Use Only
	Other Expenses (please explain each item)
	Amount Requested

	
	1. 
	$

	
	2. 
	$

	
	3. 
	$

	
	4. 
	$

	
	TOTAL OTHER EXPENSES
	$


Section 2:  STARS Education & Retention Award  
The intent of the Keystone STARS Education & Retention Award (ERA) is to provide annual financial awards to highly qualified directors and/or teaching staff who have attained specialized degrees, credentials, and credit-based professional development in content areas that correspond to the age and developmental needs of the children being served.  A further intent of the ERA is to assist providers in establishing a stable workforce as they work toward higher levels of quality by reducing turnover and improving the education of teaching staff.  To be eligible, a provider must meet site-specific requirements as well as staff-specific requirements.

General Requirements to Request an Education & Retention Award

The provider must meet the following site-specific requirements:

· Be able to provide the following upon request by the Regional Key:

· Two years of site-specific operating budgets documenting income, expenditures and revenues 

· Copies of employee salary scale and personnel handbook

· Proof of payment of payroll taxes

· Verification of staff eligibility through diplomas, transcripts, or other appropriate documentation

· Documentation of participation in a Keystone STARS child care program (as opposed to Pa Pre-K Counts or Head Start) 

· Adhere to IRS guidelines for employers, and be responsible for any employer portion of taxes as awards are distributed
· Salaries and bonuses must be processed through payroll and are subject to applicable taxes.
· Enclose a description of the process used for reviewing staff qualifications in order to meet the award requirements.  Please refer to the Optional Tool – Early Childhood Education Credit Guidelines.
· Foreign degrees should be translated and reviewed by an approved source to determine U.S. equivalencies.  Please refer to the National Association of Credential Evaluation Services (www.naces.org) for further assistance.    
· Contact the Regional Key to determine eligibility for staff who:  

· work at multiple sites of the same legal entity 
· work in both early learning and school-age portions of the program day
· work with children funded through Head Start, Pre-K Counts, or Early Intervention    

Eligibility Requirements for All Qualified Practitioners
· Staff must be employed at the site for at least 12 consecutive months prior to the date of ERA request.
· In order to receive an ERA award, the staff member must be a Keystone STARS child care or school-age practitioner.

· Eligible Directors must be earning less than $45,000 per year OR $21.50 per hour including salary and bonuses (whether received through the Merit Award or the legal entity) as reported on the Director’s individual most recent W-2 statement.

· Eligible Owner/Operator or Teaching Staff must be earning less than $35,000 per year OR $17.00 per hour including salary and bonuses (whether received through the Merit Award or the legal entity) as reported on the Teaching Staff’s individual most recent W-2 statement.

Academic Eligibility Requirements for Early Learning Practitioners
· Director Awards

1) At least a Bachelor’s Degree (BA/BS) in Early Childhood Education (ECE) (Bachelor’s degree
 may be in a related field with 30 credit hours in ECE) or Master’s Degree in ECE.
2) Directors, who have an Associate’s Degree (AA) in ECE and spend at least 50% of their time in the classroom, are eligible for the Teaching Staff Awards (as listed below).

· Teaching Staff Awards

At least a current Child Development Associate credential (CDA) that has been issued by the National Council for Professional Recognition, an Associate’s Degree (AA) in ECE (only), or a Bachelor’s Degree (BA/BS) in ECE (Bachelor’s Degree may be in a related field with 30 credit hours in ECE). 
Academic Eligibility Requirements for School-Age Practitioners 

· Director Awards (SACC-only programs)
1) At least a Bachelor’s Degree (BA/BS) in Elementary Education or ECE (Bachelor’s degree may be in a related field with 30 credit hours in Elementary Education or ECE) or Master’s Degree in Elementary Education or ECE.

2) Directors, who have an Associate’s Degree (AA) in Elementary Education or ECE and spend at least 50% of their time in the classroom, are eligible for the Teaching Staff Awards (as listed below).

· Teaching Staff Awards

At least a current Pennsylvania School-Age Professional Credential (SAPC) or CDA, an Associate’s Degree (AA) in Elementary Education or ECE, or a Bachelor’s Degree (BA/BS) in Elementary Education or ECE (Bachelor’s Degree1 may be in a related field with 30 credit hours in Elementary Education or ECE). 

Additional Information about Awards

· Teaching staff without at least a CDA or SAPC, administrative, custodial, transportation, and food service staff are not eligible for the STARS Education & Retention Award. 
· Awards are based on the number of hours worked.  

· Staff members working a minimum of 35 hours per week for the past 12 months are eligible for a full award.  Staff working an average of 15 to 34.99 hours per week for the past 12 months will receive a pro-rated award (please see the attached Pro-Rated Award Table).  

· Staff who work with children funded through Head Start, Pre-K Counts, or Early Intervention may be eligible for a pro-rated award for time worked with Keystone STARS child care or school-age children.  

· Staff members working less than 15 hours per week are not eligible for awards.

PRO-RATED AWARD TABLE

Instructions:  Use the following table to determine the appropriate award funds for each staff based on the provider’s current STAR level and the average number of hours the staff person worked for the past 12 months.  For assistance, please contact the Regional Key.  

	STAR Level Attained
	# Hours Worked Per Week
	Director
	Teaching Staff

	
	
	
	BA/BS in ECE

	AA in ECE

	CDA


	STAR 2
	15 – 19
	$ 1,500
	$ 1,125
	$ 750
	$ 290

	
	20 – 24
	$ 1,975
	$ 1,480
	$ 990
	$ 375

	
	25 – 29
	$ 2,355
	$ 1,770
	$ 1,180
	$ 465

	
	30 – 34
	$ 2,740
	$ 2,060
	$ 1,375
	$ 550

	
	35 - 40
	$ 3,090
	$ 2,320
	$ 1,545
	$ 600

	
	
	
	
	
	

	STAR 3
	15 – 19
	$ 1,750
	$ 1,315
	$ 875
	$ 350

	
	20 – 24
	$ 2,300
	$ 1,730
	$ 1,150
	$ 460

	
	25 – 29
	$ 2,750
	$ 2,065
	$ 1,375
	$ 550

	
	30 – 34
	$ 3,200
	$ 2,400
	$ 1,600
	$ 640

	
	35 - 40
	$ 3,605
	$ 2,705
	$ 1,805
	$ 700

	
	
	
	
	
	

	STAR 4
	15 – 19
	$ 2,000
	$ 1,500
	$ 1,000
	$ 400

	
	20 – 24
	$ 2,630
	$ 1,975
	$ 1,315
	$ 525

	
	25 – 29
	$ 3,140
	$ 2,355
	$ 1,570
	$ 630

	
	30 – 34
	$ 3,660
	$ 2,740
	$ 1,830
	$ 730

	
	35 - 40
	$ 4,120
	$ 3,090
	$ 2,060
	$ 800


STARS EDUCATION & RETENTION AWARD WORKSHEET 

Instructions: On this worksheet, document the staff eligible for the Keystone STARS Education & Retention Award.  To complete this, please refer to the individual staff eligibility requirements in the Instructions (page 19).  Use the attached Pro-Rated Award Table to determine the amount to record in the “Award Amount Requested” column for each staff member.  List the major course of study as it appears on the staff member’s college diploma.  Indicate if the staff member also works with school-age children or children funded through Head Start, Pre-K Counts, or Early Intervention.  In the “Previously Awarded ERA” column, please indicate if the staff member received an award at this site under the State Fiscal Year listed.  Only list those staff members who are eligible for a Keystone STARS Education & Retention Award.  Make copies of this form for additional staff. 

	Employee Name
	Position Title

	Date of Hire
	Provides Teaching Time in Classroom
	Earnings (Child Care Salary & Bonuses)
	# Hours Worked Per Week
	Current Level of Education & Major Attained (as it appears on diploma)


	# of ECE Credits Earned
	Does this staff work with School Age, Head Start, Pre-K Counts or Early Intervention? (please specify)
	Award Amount Requested

	Previously Awarded ERA at this site

	
	
	
	
	
	
	
	
	
	
	2008-2009
	2009-2010
	2010-2011

	Example: Jane Doe
	GS
	3/2/2000
	Yes
	$11.00/hr
	40
	BA in Human Development
	32
	No
	$2,705
	Yes
	Yes
	Yes

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	

	 
	
	 
	
	 
	 
	
	 
	
	 
	
	
	


AWARD REQUEST SUMMARY
Instructions:  In the tables below, please list the totals for each category of the Merit and Education & Retention Award.  
	Regional Key  Use Only
	Type of Merit Award
	Amount

Requested

	
	I. Equipment & Supplies/Materials
	$

	
	II. Professional Development 
	$

	
	III. Accreditation Costs 
	$

	
	IV. Staff Bonuses, Salaries, and Compensation
	$

	
	V. Other
	$

	
	TOTAL MERIT AWARD REQUESTED
	$


	
	Type of Education & Retention Award
	Amount

Requested

	
	I. Director: Bachelor’s (BA/BS) or Master’s (MA) Degree 
	$

	
	II. Teaching Staff: Bachelor’s Degree (BA/BS) 
	$

	
	III. Teaching Staff: Associate’s Degree (AA) 
	$

	
	IV. Teaching Staff: Child Development Associate (CDA) or PA School Age Professional Credential (SAPC)
	$

	
	TOTAL EDUCATION & RETENTION AWARD REQUESTED
	$


	
	Grand Total
	Amount

Requested

	
	TOTAL MERIT AND EDUCATION & RETENTION AWARD REQUESTED
	$


Instructions: Please complete this page and submit with the Keystone STARS Merit and Education & Retention Award (MERA) package.  To be eligible to receive the MERA, make sure that the individual who signs this request has legal authority to represent the provider.  
Bonuses and Compensation

· I have enclosed a copy of the provider’s personnel policy on distributing bonuses and compensation/benefits.  

-OR-

· This provider is not applying for staff bonuses or compensation/benefits.  
Education & Retention Award

· I have enclosed a description of the process used for reviewing staff requirements to meet the Education & Retention Award.
-OR-

· This provider is not applying for individual staff Education & Retention Awards.  
What is the Provider Type?  (Check one)     ( Center     ( Group Home
Attestation
By signing this document, the grantee certifies that, as of the date of this grant request, this provider/facility has no tax liabilities or other Commonwealth obligations.  Discovery of delinquent state or federal tax obligations by the Regional Key and/or OCDEL Staff may result in the garnishment of Child Care Works subsidy until such time as arrears are paid in full. 
Signature of the Individual Who is Legally Authorized to Represent the Provider

Date

Print Name

Title

Provider Phone Number
� Award funding for STAR 2 providers will be extended for an additional two years with the submission of a detailed STARS Continuous Quality Improvement Plan.  


�.  Current Annual Salary is based on the tax year and should reflect the employee’s most recent W-2 statement(s).   Do not include Current Annual Salary in the Total Amount Requested column.     


� In the example listed above, the staff member is a part-time floater with a current annual salary of $15,000.  This employee is eligible for a $200 bonus per the policy that is part of the provider’s personnel handbook.  Additionally, the director has decided to use award funds to increase this employee’s schedule by two hours per day to assist in covering paid breaks and planning time.  The cost for this change is listed as Additional Salary Requested.  As shown by this example, the combination of the employee’s current annual salary, additional salary, and bonus does not exceed the $35,000 maximum for teaching staff.       





� For the purposes of the MERA request, annual incremental raises differ from salary.  Salary recorded in the table on p.15 relates to hiring or expanding staff hours.  An annual incremental raise is a salary increase given to an employee as a benefit.  


� In order for an Associate’s, Bachelor’s, and/or Master’s degree to be considered acceptable or approved for the Keystone STARS program, the issuing institution of higher education must be accredited by a regional accrediting organization.  Please refer to the United States Department of Education Accreditation Database at www.ope.ed.gov/accreditation.  


� For school-age practitioners only, Elementary Education may replace the ECE requirement.  Guidelines on related fields (p. 21) still apply.  


� For school-age practitioners only, Elementary Education may replace the ECE requirement.  Guidelines on related fields (p. 21) still apply.  


� For school-age practitioners only, the Pennsylvania School Age Professional Credential (SAPC) may replace the CDA requirement.  


� Position Titles: D = Director; GS = Group Supervisor; AGS = Assistant Group Supervisor; A = Aide; PSP = Primary Staff Person as the Operator


� Approved related fields as listed on the Pennsylvania Keys to Quality Early Learning Career Lattice are Human Development, Psychology, Sociology, Social Work, Education, Nursing, Home Economics/Family & Consumer Science, Recreation, Child & Family Studies, and Business.  
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