TEAGUE ISD

EDUCATIONAL AIDE TO TEACHER PLAN

In 1997, the Texas legislature established a program that encouraged educational aides to
return to school to pursue teacher certification. Recently, HB 1130 was passed to ensure
that reasonable efforts are made to inform and support instructional aides who want to
become certified teachers. HB 1130 also broadened eligibility for exemption of tuition and
fees for teacher certification courses. Any school employee who has worked as an
educational aide for at least one year out of the past five and meets the financial criteria

may apply.

Teague ISD realizes the importance of recruiting and training qualified individuals for
teacher preparation programs. The importance of hiring qualified persons for the various
educational aide positions throughout the district is also recognized. Therefore, Teague
ISD encourages currently employed educational aides to take advantage of the Educational
Aide Exemption Program. It is also the goal of the district to employee educational aides
who desire to become certified teachers.

CURRENT ELIGIBLE EMPLOYEES

Oversight for the program

The program will be under the direction of the administrative office. The
Director of Curriculum will be the contact person for the district.

Level of Support

Teague I1SD will provide the following support for employees who enroll in
teacher certification courses:

e Release time to attend classes.
e Use of district facilities and equipment - for
example, distance learning lab

Qualifying Criteria for Receiving District Assistance

e Make a reasonable effort to schedule classes outside the
school day.

e Schedule classes so that only one early release day per week
is needed.

e Maintain at least a "B" average in classes that require
release time.

e Finish classes that require release time.



DAN L. WEAVER
Assistant Commissioner
Business & Support Services

JANE |. CALDWELL
Director, Grants and
Special Programs

Telephone:
Austin area:
(512) 427-6340
Outside Austin:
(800) 242-3062

Fax:
(512) 427-6420

Web Sites:
www.thechb.state.tx.us
www.hhloans.com
www.collegeallfortexans.com

Email address:
grantinfo@thecb.state.tx.us

Texas Higher Education Coordinating Board

GRANTS AND SPECIAL PROGRAMS

P.O. Box 12788 Austin, Texas 78711
Located at 1200 East Anderson Lane, 78752

MEMORANDUM

TO: Superintendent of Schools at Public School Districts

FROM: Grants and Special Programs

DATE: March 9, 2010

SUBJECT: College Tuition and Partial Fee Exemption for Educational Aides

Texas Education Code §54.214 authorizes an exemption from tuition and mandatory fees
other than class' and laboratory fees for certain applicants once or currently employed as
educational aides.

The 81st Texas Legislature passed HB2347 which has caused the following change:

Effective September 1, 2009, the Texas Higher Education Coordinating Board no longer
processes Educational Aide Exemption applications or determines eligibility for the program.
The college or university is now administering this program.

To obtain a current Educational Aide Exemption application, instructions and information, visit
our website, www.collegeforalltexans.com, select Get All the Facts, Paying for College, Types
of Financial Aid, Exemptions, Educational Aide Exemption and then scroll down to Application
Process to download the appropriate application.

Also, you may copy or paste the following link into your browser:

http://www.collegeforalltexans.com/apps/financialaid/tofa2.cfm?ID=572

Please share this memo with persons employed in your school district as educational aides,
substitute teachers and school employees who within the past five years have been employed
for at least one school year as a full-time educational aide. “Educational aides” are aides
working in the classroom directly with students. If the educational aide experience is not
within the past five years, the student cannot receive the exemption.

To meet the initial requirements, applicants must the following criteria:

1) Have one school year of full-time educational aide experience in Texas within the

past five years;
OR

Be employed as a substitute teacher with 180 full days of service within the past
five years;

2) Meet certain economic criteria,;

3) Enrollin a program leading to teacher certification at a Texas public institution of

higher education; and

! There is no statutory definition of class fees. Each institution will need to develop its own interpretation.

AN EQUAL OPPORTUNITY EMPLOYER
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4) Be employed in some capacity by a school district in Texas (ex: educational aide,
bus driver, substitute teacher, etc.).

Eligibility for the spring semester is dependent on the employee’s continued employment with
the school district. The institution of higher education will provide the necessary
documentation to your school district to verify current employment. If an employee is
participating in the program and leaves your school district, you must notify the institution.

If the school district does not receive documentation from the institution to verify your
employees’ current employment, the Superintendent or authorized district representative may
generate a letter on school district letterhead including the employees’ name, social security
number, and position, and indicate that the employee is currently employed with your district.
The Superintendent or district representative will need to date and sign the letter.

Substitute teachers patrticipating in the program must accept work assignments during the
term in which they are receiving the exemption. Please notify the institution if your employee
does not accept assignments.

If you have any questions, please contact the Grants and Special Programs staff at 1-800-
242-3062, press option 3 or send an email to: Edaide@thecb.state.tx.us .

AN EQUAL OPPORTUNITY EMPLOYER
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Educational Aide Exemption Program
Frequently Asked Questions and Answers

1. Can a student use the exemption for remedial or developmental courses?
Yes

2.  What fees are covered by the exemption?

All fees that are considered mandatory by the institution are covered, with the exception of
class and laboratory fees. There is not a set definition of class fees. Each institution will have
to make its own interpretation.

3. Does the student have to file a FAFSA?

Please check with your institution to find out whether or not the FAFSA is required. The
FAFSA is for their benefit, because it can be used to help a student prove eligibility for other aid
as well as for this exemption. Financial need is a criterion and has to be determined by the
institution. If the student is not to receive any other aid, institutions may determine the student’s
financial need by using his or her adjusted gross income (see the Coordinating Board rules).
The institution will determine whether or not the AGI method will be accepted.

4. Is a student who has defaulted on a loan eligibl e to receive this exemption?

Yes, as long as he or she is in good academic standing according to the Financial Aid
Office. The student will need to be able to demonstrate financial need based on the Adjusted
Gross Income (AGI) method. The institution will determine whether or not the AGI method will
be accepted.

5. If students are receiving student loans, do the loans reduce their need for the
exemption?

No. The Coordinating Board rules indicate need is to be determined by subtracting family
contribution and gift aid from the cost of attendance. To avoid an over award, you would note
the amount the student is entitled to under the recommended award slot on the application.
When a student’s eligibility is determined for a loan, however, the exemption would be
considered either as an adjustment to the cost of attendance or as a type of gift aid.

6. How does an institution determine if a studenti s taking classes leading to teacher
certification?

If the student is attending a junior college, there should be a clear understanding that he or
she is going to enroll in a university to get his/her teacher certification. If enrolled in lower-level
coursework, the student should sign a statement indicating an intention to become certified as a
teacher and teach in Texas.

7. Are students who possess a Bachelor's degree eli  gible for the exemption if all other
requirements are met?

Yes. The student can receive the exemption, as long as the student is pursuing a teacher
certificate and is otherwise eligible; it does not matter if he or she already has a bachelor’s
degree. An individual who receives a Bachelor’s degree prior to receiving his or her first award
is not eligible for an exemption from student teaching.



8. Are exemption recipients who receive a Bachelor s while receiving an award through
this program eligible for a student teaching exempt ion?
Yes. The student shall not be required by his or her institution to participate in any field
experience or internship consisting of student teaching as a requirement to receive a teaching
certificate.

9. Does a university/college automatically awardth e exemptions or do the applicants
have to be approved by the institution first?

An award is not complete until the institution has certified the student’s eligibility. If the
institution feels comfortable, however, they can go ahead and grant the exemption on the basis
of the eligibility criteria. If the institution does not feel comfortable certifying student eligibility,
they should wait for our letter.

10. When should an institution award the exemption?

The exemption should be awarded as soon as the institution has determine the students
eligibility. If the student has already paid for his or her tuition and relevant fees before the
college receives the letter, the institution needs to send the Board a Reimbursement Request,
and the student will be refunded. If the institution exempted the student automatically, a
Reimbursement Request will still need to be submitted to the Board. The Financial Aid Office of
each institution will need to notify their Business Office of the amount each student is to be
exempted through this program. Keep in mind that the maximum amount an eligible
student can receive is his/her financial need or tu ition and relevant fees, whichever is
less.

11. What are the procedures for requesting a reimbu  rsement?

Once the institution has determined the students eligibility and the institution knows how
much is to be reimbursed (which is usually after the term’s census date), an institution must
submit a Reimbursement Request Form to the Coordinating Board. DO NOT SEND A
REIMBURSEMENT REQUEST FOR A STUDENT IF THE INSTITUTION HAS NOT
DETERMINED THE STUDENTS ELIGIBILITY. The Board will then request the funds.
Requests are only processed on the 1% and 15™ of each month. It takes approximately 2-3
weeks for the Board to receive the funds after they have been requested. When the funds are
received, the Board will Electronically Transfer Funds (EFT) to the institution. The Reporting
Officer will receive an EFT email notification which includes the list of students and dollar
amounts to be disbursed to each.

12. Will all students who apply be exempted?
To date we have enough money to fund all who apply and meet all the criteria. If there are
any changes to this, institutions will be notified.

13. Who is able to sign Part Il of the application?

Anyone who is authorized to sign personnel actions may verify the applicant’s current and
previous employment, including Principals, Personnel Directors and Superintendents in the
school district, but not secretaries or teachers. The person who signs Part Il is certifying that he
or she verifies the aide’s required year of employment or the substitute teacher’s 180 days of
employment.



14. Are Institutions supposed to be the “police off icer” for this program, in verifying the
aide’s employment?

No. The person who signs Part Il of the application is verifying that the aide/substitute
teacher will be or has been employed and we will take their word for it. If the institution finds out
that the aide/substitute teacher is not to be employed or has not been employed, then the
institution will follow up with the school district.

15. Is there a certain number of hours an aide must be enrolled or employed in?

No. There is nothing in law that indicates the number of hours in which an aide must be
enrolled or his or her level of employment, but the aide must be employed while receiving the
exemption and must be enrolled in classes leading to teacher certification. Please keep in mind
that the institution may have guidelines regarding the number of enrollment hours, therefore
those requirements will have to be met.

16. Explain the term “aide”.
An Educational Aide is a person who is employed by a public school district in Texas
working in the classroom directly with students.

17. How does an institution determine a student'sr  ecommended award if they use the

Adjusted Gross Income method?

The recommended award would be the student’s tuition and mandatory fees (other than
class or laboratory fees), which is also the amount the student will be receiving through this
exemption only. Keep in mind that this is just an estimated amount and the actual amount will
be reported when the institution sends us a Reimbursement Request Form.

18. Is the Building Use Fee whichis now considered Tuition at  universities, covered
under this exemption?
Yes. The Building Use Fee has been re-designated as tuition and is covered.

19. When does the one year of experience need to be  completed?

The educational aide must have one school year of full-time educational aide experience
during the five years preceding the term or semester for which the student is awarded his or her
initial exemption. The one year of experience is one school year, so summer is not included.

20. What if a student receives the exemption, buti s later found ineligible?

The college would have a 10-day window from the time they became aware of their error to
make good on the tuition payment. It would be similar to a student paying by check, but the
check not clearing the bank. If the charge is covered in the 10-day period, no further action is
needed.

21. Will the student be notified if he/she is eli gible to receive the exemption in the

Spring term?

Each November, the institution will send the school districts documentation asking them to
verify the aides/substitute teacher’'s employment for the spring term. Once the institution
receives the documentation back from the school districts, spring eligibility is determined.
Notification will not be sent unless the documentation is received. If the student does not
receive notification before payment is due, he or she will need to pay up front and then will be
refunded later. In order to avoid paying up front, the student may want to notify their school
district that the documentation was mailed in November and they can fax the verifications to the
Board.



22. Will a student be able to utilize this exemptio  n if he or she enrolls for a mini session?

Mini sessions can be awarded, but will need to be based on the fall or spring letter. For
example, if a student is enrolled over the Christmas holiday, the award would be based on the
Fall certification. If the student is enrolled over Spring Break, the award would be based on the
Spring certification.

23. What happens if a student drops hours or withdr ~ aws after an institution has
submitted the request for reimbursement and payment has been received?
The institution will use their internal billing policies.

24. What if a student applies for the exemption and shows no need?
If a student shows no need though either the FAFSA or their Adjusted Gross Income, he or
she is not eligible to participate in the program. The application can still be submitted to the
institution for statistical purposes. The institution will need to be able to report how many
aides are being turned away because of the need criterion. The institution will write “no
need” on the application on the slot asking for financial need “Need equals 0, not eligible
based on FAFSA or AGI".

25. What if a student is co-enrolled, can they rece ive the exemption at both institutions?
Yes. A separate application must be submitted to each college.

26. If a student did not make satisfactory academic progress in the fall, but does in the
spring, is he or she eligible for the spring term?

No. A requirement for a student to be eligible for the spring term is that he or she must
have made satisfactory academic progress in the fall according to the financial aid office. If the
student brings up his or her performance in the spring, he or she may receive an exemption in
the following semester.

27. Does a student need to apply every semester or  every year?

A student needs to apply every year. There are separate applications for fall/spring and for
summer. A separate application is required for the summer term since it is only funded upon
the availability of funds. Spring awards are made once the institution receives the
documentation back from the school district verifying the certified aide’s/substitute teacher’s
spring employment.

28. Which institutions are eligible to participate?
The only institutions eligible to participate are public institutions of higher education in
Texas.

29. If a student is taking an extension class, ish e or she able to participate in the
program?

In general, courses that are covered by this exemption are those that are offered for credit,
are a part of the student’s preparation for becoming a teacher and are offered by public
institutions of higher education. Courses for which the institution does not receive formula
funding are not eligible.

30. Are correspondence courses covered by this exem ption?

Only if the correspondence course is one for which the school receives formula funding
from the state; the course is a part of the student’s curriculum for becoming a teacher; and the
college can derive a valid financial need calculation for the student.



31. Is there a deadline to submit the application f  or an Educational Aide Exemption?

Completed applications must be submitted to the institution by the deadline date. Summer
2009 must be submitted by July 1, 2009. Fall 2009 must be submitted by February 1, 2010.
Spring 2009 must be submitted by July 1, 2010.

32. Which Income Tax Form must be used?

If the student is qualifying based on their adjusted gross income, their most recent income
tax form must be used. If the student is qualifying based on their FAFSA, then the institution
would use the FAFSA that pertains to the academic year the student is qualifying for. If the
student’s current tax return has not yet been processed, a preliminary award can be made
based on his/her prior year tax return, but the new return must be submitted to the institution as
verification as soon as it is completed.

33. Can substitute teachers participate?

Yes, if the substitute teacher has acquired one school year of full-time educational aide
experience during the 5 years prior to receiving his/her first exemption. If the substitute teacher
has not acquired one school year of full-time educational aide experience during the prior five
years, then the applicant must provide documentation of at least 180 full days of service as a
substitute teacher during that time. The school district will need to keep documentation on file.
The applicant must meet all other eligibility requirements.

34. High School Juniors and Seniors have the oppor  tunity to participate in a
Business/Co-op program in which they are employed w ith the school. Can this count
towards the one year of educational aide experience for the educational aide program?

No. Since the students do not have their High School degrees, they do not meet the
general requirements ISD’s require for aides.

35. Can school bus drivers participate?

Yes. If the school bus driver has acquired one school year of educational aide experience
within the past 5 years, then a school bus driver falls under a school employee serving in any
capacity. The applicant must meet all of the eligibility requirements.

36. Can a volunteer at the school district partici  pate?
No. The applicant must be employed with a school or school district. This means the
school district is paying the applicant a salary.

37. 1 work at the school district, but I'm not bein g paid by the school district, can |
participate?
No. The school district has to employ and pay the applicant a salary.

38. I want to enroll in the Alternative Certificat  ion Program, can | participate?

If the institution you plan to attend receives formula funding (tax support) for the hours in
which you will enroll, then yes, you may participate. All of the eligibility requirements must be
met.

39. Can | enroll at a private institution?
No. The exemption is for eligible Texas public community colleges and Texas public
universities only.



40. | want to quit my job while I'm in school, can | participate?

One of the eligibility requirements is that the individual must be employed by a Texas public
school district during the full term in which he/she receives the exemption unless granted a
hardship waiver.

41. What is a hardship waiver?

A hardship waiver can be granted if the student was employed at the beginning of the
relevant term, but was unable to remain employed throughout the term for reasons beyond
his/her control. Such situations include, but are not limited to, the following:

(1) a severe iliness or other debilitating condition that may affect the individual's
ability to continue employment,

(2) responsibility for the care of a temporarily disabled dependent that may affect
the recipient's ability to continue employment, or

(3) performance of active duty military service.

42. What does employed with a Texas public school district mean?
The school district has to employ and pay the applicant a salary.

43. Can the institution submit the request for rei mbursement the same time as the
application?

Only if the student has already paid tuition and fees and documentation of charges is also
submitted. Once the institution has determined eligibility, we will electronically transfer funds to
the institution.

44. If | obtain one school year of full-time educa tional experience outside the State of
Texas, can | use this educational experience to app ly for the exemption?

No. A person has to be employed by a public school district in Texas in a teaching capacity
working in the classroom directly with students for at least one year on a full-time basis.

45. Does the exemption consider substitute teacher s who are on the substitute teacher
list employed?

Yes. Please keep in mind, the substitute teacher must accept assignments during the
term in which they receive the exemption . If the substitute teacher does not accept any
assignments during the term in which they receive the exemption, then the eligibility
requirement of being employed is not being fulfilled. The exemption will be denied for that
specific term and any funds paid to the institution will have to be returned by the institution.

46. | am employed with a Texas public school distr ict, but | am not physically working;
can | receive the exemption?

A student must be a paid employee and receiving a salary and benefits in order to be
eligible for the Educational Aide Exemption.
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