SAMPLE NOMINATIONS PROCEDURES
Nominations/Applications must be received in Central Office no later than March 1st
Selection Criteria:
· Paraprofessional assists teachers/providers with building and maintaining effective instructional teams.
· Assists teachers/providers with maintaining learner-centered supportive environments.
· Supporting teachers/providers with planning and organizing learning experiences
· Assists teachers/providers with engaging students in learning and assisting in instruction.
· Assists teachers/providers with assessing learner needs, progress, and achievement.
· Meets standards of professional and ethical conduct.
Nominee Name:
Home Address:
City/State/Zip:
School Name:
Total Years of Experience as a Paraprofessional:
Years in Present Position:
I am nominating this paraprofessional because (Please be specific on how this Paraprofessional meets the above criteria):
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Signature of Nominator:
Signature of Paraprofessional’s Supervisor:
SAMPLE LETTER TO STAFF
Dear Certified Staff and Paraprofessionals,

It is our pleasure to announce that Cooperative Educational Services certified staff and paraprofessionals are nominating a Paraprofessional of the Year, and we need YOUR help.  We invite you to take a few moments to think about who you feel is an exemplary classroom paraprofessional.  This person should be one who has demonstrated exceptional skill and dedication in the performance of his/her job, thereby earning them the respect and admiration of students, teachers, administrators, coworkers and parents. 

Certified staff and paraprofessionals should nominate ONE full-time paraprofessional (only paraprofessionals who assist teachers in the delivery of instruction and related services to students are eligible for this award) and the selection committee will select finalists based on the number of votes received. 

The selection committee will interview each finalist and our Executive Director makes the final decision. From there, the C.E.S. Paraprofessional of the Year will represent our district at the awards ceremony to be held in November. The Connecticut Paraprofessional of the Year serves as an ambassador for public education and will become a member of the School Paraprofessional Advisory Council. 

Nominations are due to _______in special education by Friday, March _.  You may email the nomination to specialeduection@ces.com , or send to her through inter-office mail, bring to her classroom (Room 241 at 25 Oakview Drive, Trumbull) or the PLC office.  Please include both your name and the nominee’s name, department (Six to Six, PLC, TDP, etc.) and current classroom assignment.  We are also asking for three characteristics your nominee possesses that make him/her an effective paraprofessional.

Also, if you have an interest to serve on the Paraprofessional of the Year selection committee, please inform _____.  We hope to get representation from each division at CES.  Responsibilities for this committee include attending four meetings and assisting in the interview process. Please take the time to fill out this form.  Participation is critical to selecting the best possible candidate to represent C.E.S.

We thank you for your continued excellence and service to our educational community and look forward to receiving your 2013 Paraprofessional of the Year nominations.

Thank You,

Para of the Year Selection Committee

2013 Paraprofessional of the Year Nomination Form

Please return to Para of the Year Selection Committee 25 Oakview Dr. Trumbull, PLC, Room 241 by March_

Your Name:____________ Dept._____Classroom Assignment:_______________________

Nominee’s Name: _______  Dept. ____Classroom Assignment: ______________________

Please include three characteristics that your nominee has that makes him/her an effective paraprofessional

1.

2.
3.
SAMPLE NOMINATIONS PROCEDURES
Paraeducator of the Year Selection Process for XXX Public Schools

· Process coordinated by Assistant Superintendent's office

· Informed all staff in the District of the Paraeducator of the Year award and requested nominations

· Nomination forms were completed by staff and forwarded to Assistant Superintendent's office

· List of criteria aligned with State criteria were used to select District finalist

· Building and District administration made selection of finalist

· District finalist notified and to be honored at our end-of-year celebration
SAMPLE NOMINATIONS PROCEDURES
Memo

To:

School Paraeducator Advisory Council
From: Date: Re:

XXXXXX, Director of Pupil Services 

March, XXXX

District Selection Process for "Paraeducator of the Year"


[image: image2]
Our District, XXXX is proudly submitting to you an application for the Anne Marie Murphy Paraeducator of the Year on behalf of our selection, XXXXXXX.

Here are the steps we took in our selection process:

In February, the application packet and supporting materials were reviewed with members of DISECT (District Internal Special Education Coordination Team).

Members of DISECT solicited nominations via email from certified and non-certified staff working in their buildings. Nominating staff were asked to provide specific examples of the nominee's contributions as a para-educator working within the XXX Public Schools.

Nomination forms were reviewed at the building level and the DISECT member from each building was responsible for pulling a small team together to select a single candidate to be moved forward in the process.

Members of DISECT reviewed paperwork submitted for the nominees from each building in the district and, based upon the merits of each and a consensus of the group, selected one individual to represent the district.

Nominee was asked, at that point, whether or not she would accept this nomination and, after agreeing to do so, completed the entire application packet and secured the necessary letters of recommendation.

In May, the completed packet was forwarded to Director of Pupil Services.

Superintendent reviewed packet and he endorsed the nominee with his signature.

District "Para of the Year" is recognized at the building level at end of school year and at the District level at the Convocation at the beginning of the school year. A plaque is engraved with the Paraeducator's name and is presented to him/her at that time.

