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New Jersey Department of Education

Office of Early Childhood Education

Abbott Preschool Program

DISTRICT ONE-YEAR BUDGET INSTRUCTIONS AND GUIDANCE

SCHOOL YEAR 2007-2008

Overview

	Use the blank district and private provider programmatic budget forms provided to assemble your budget within the listed categories.  Budgets must be submitted to the department as Microsoft Excel files by November 15, 2006.  The budget worksheets are locked.  No changes may be made to the line item categories or formulas.  Costs that do not conform to any of the line item categories must be submitted as special requests.


Districts must submit a one-year district programmatic budget reflecting the actual cost of delivering a preschool program meeting Abbott standards.  Although the district’s report on instructional priorities is a two-year plan, the district must continue to submit annual budgets to the department, reflecting year-to-year changes in the program and the changing needs of its participants.

The Office of Early Childhood Education (OECE) has provided districts and providers with Program Implementation Guidelines and Budget Instructions and Guidance describing the components of a high-quality, comprehensive preschool program.  Together, these documents provide the framework for a generally approvable plan and budget.  This information will inform the items you request for 2007-08, as well as their costs.

The department has also provided budget guidance for those districts contracting with federal Head Start programs and other private providers.  Use the private provider guidance as a starting point for working one on one with private providers to develop their budgets for 2007-08.  Districts are responsible for reviewing, negotiating, and approving reasonable budgets with their private providers that meet the needs of their preschool children.  Private provider budgets must then be submitted to the department as a part of the district’s preschool budget submission on November 15, 2006.  Along with the district and provider budget forms, the district must also submit a budget narrative (described below).

District Abbott Preschool 2007-2008 Budget Narrative

	· Each district must submit an Abbott Preschool Budget Narrative along with the district budget worksheets and private provider budget worksheets (if applicable).  In no more than three to five pages, each district must provide an explanation of how funding will be spent in the following areas of the budget:

· Special Requests:  explanation of the need for any in-district or district-wide special requests;

· Withheld Funds:  explanation of how funds withheld from providers will be spent; and

· Deviations from Guidance:  explanation if the district chooses a different staff configuration from what is specified in the budget guidance (i.e. choosing to have one less early childhood supervisor in order to have a second fiscal specialist).

In the budget narrative, the district may also include additional information that might assist the Department to make determinations in other areas of the budget.

· In addition to the budget narrative, each district must submit the following information regarding health benefit plans:

· Method of calculating projected total health benefit costs for 2007-08.

· For districts in the State’s Health Benefits Plan, provide copies of health benefits invoices from the most current month from providers for health, prescription, dental and vision which includes a monthly alphabetical listing as well as total enrollment by type (single, family, etc.)

· For districts not in the State’s Health Benefits Plan, provide copies of invoices from the most current month from providers for health, prescription, dental and vision which should include a detailed employee listing as well as total enrollment by type (single, family, etc.)




SPECIAL EDUCATION STUDENT AND CLASSROOM INFORMATION

All students with Individualized Education Plans (IEPs) must be carefully accounted for and reported on Table 1:  Current and Projected Enrollment of Abbott Preschool Children.  This includes classified students in district, Head Start, and other private provider settings.  Students listed as preschool disabled in the Application for State School Aid (ASSA) are automatically classified as Tier 2.  These students are supported by a minimum of $11,569 with no related services and up to a maximum of $22,586 if reclassified as Tier 4 and receiving four related services, based on the 2002 level of state aid.  Thus, children with IEPs, served in self-contained preschool disabled classrooms and in regular education classrooms are not funded per pupil by preschool program aid.

For purposes of developing your district budget:

	· DO NOT budget for self-contained, preschool disabled classrooms where indicated within the budget areas of Instruction and Program Support.

· DO budget for regular classrooms serving students with IEPs in exactly the same manner as for all preschool classrooms.
· The Department of Education (DOE)-approved district budget will be reduced by an amount equal to the total number of students with IEPs served in regular classrooms (in district, Head Start, and other private provider settings) multiplied by the DOE-approved district average per-pupil cost. 


· Students with IEPs who are served in self-contained preschool disabled classrooms should not be included in the budget areas of Instruction and Program Support, but should be counted in Table 1 enrollment figures.  

· The district budget will not be reduced for students with IEPs in preschool disabled classrooms because these classrooms are not included in any of the preschool budget calculations for Instruction and Program Support. 

· Students with IEPs who are served in regular classroom settings should be included in the budget areas of Instruction and Program Support and should be counted in Table 1 enrollment figures.

· The district budget total will be reduced by the number of students with IEPs served in regular classroom settings (number of students multiplied by district per-pupil amount).  This amount is indicated as a line item within the Totals section of the budget worksheet.

Table 1 – Current and Projected Enrollment of Abbott Preschool Children

	· Enter enrollment information according to directions printed on the table.  Classrooms may not be budgeted for fewer or greater than 15 enrolled Abbott students.  Enrollment projections should be based upon reachable targets and utilize available universe information and the district’s current capacity.  Preschool expansion aid payments may be adjusted to reflect the actual number of children served.


Table 2 – Current and Projected Capacity to Serve Abbott Preschool Children

	· Enter capacity information according to directions printed on the table.


Table 3 – Directory of Contracted Private Providers, 2007-08

	· Enter name and contact information requested in the table for each federal Head Start Agency and for all other private providers.


Table 4 – Teacher Education, Credentials, and Experience

	· Enter information on the current education, certification, and salary step of all preschool teachers according to the directions printed on the table.


Districts are responsible for coordinating the collection of this information for all district and provider teachers.  Documentation must be on file verifying the education and credentials of each teacher.  This information should also be used to determine accurate salary levels based on district policy.  The number of teachers and the number of teacher assistants listed on Table 4 should match the number of Abbott classrooms listed on the budget worksheet.  If necessary, please indicate any positions for 2007-08 that are unfilled at the time of budget submission.
Schedule A: District Personnel Details

	· Enter employee name, job title, salary, and benefits for both 2006-07 and

      2007-08 for each position to be funded.  


Positions (outside of teachers and teacher assistants) recommended in the budget guidance that are not filled by November 15, 2006 will not be funded for 2007-08.  If the district salary scale for 2007-08 has not been finalized by the time of preschool budget development, districts are instructed to use 2006-07 approved salaries with a 4.00 percent increase.  This placeholder may be adjusted when the 2007-08 salary scale is finalized.  Districts should consult with their Office of Early Childhood Education liaison for guidance if the district salary scale has not been finalized for more than one year.
District Statement of Assurances

	· The Statement of Assurances form must be dated and signed by the chief school administrator.


Board Resolution

	· A copy of the district board resolution indicating approval of the 2007-08 
Abbott preschool budget submission with appropriate signatures and seal affixed must be submitted with the plan.


DISTRICT PROGRAM COSTS

INSTRUCTION

Do not include self-contained preschool disabled students or self-contained classrooms in this section of the budget.

Certified/Provisional Teacher Salaries and Benefits

	· Enter the number of district preschool teachers (only those who provide the primary instructional program in each classroom).

· Do not include self-contained preschool disabled classroom teachers on this line.
· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Enter detailed personnel information on Schedule A.


The budget guidance provides one certified/provisional teacher for each district classroom.  Salaries and benefits should be determined by the district’s established policies and unique circumstances.

Assistant Teacher Salaries and Benefits

	· Enter the number of district assistant teachers.
· Do not include self-contained preschool disabled classroom assistant teachers on this line.
· Enter the average of their totaled salaries.
· Enter the average of their totaled benefits.
· Enter detailed personnel information on Schedule A.


The budget guidance provides one assistant teacher for each district classroom.  Salaries and benefits should be determined by the district’s established policies and unique circumstances.

Relief Teacher Salaries and Benefits

	· Enter the number of relief teachers, based on a ratio of one for every eight district classrooms. 

· Do not include self-contained preschool disabled classrooms in the calculation.  
· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Part-time relief teachers are subject to district policy regarding benefit eligibility.  Part-time relief teachers who are ineligible should not be figured into the calculation for benefits.

· Enter detailed personnel information on Schedule A.


Relief teachers provide regular or supplementary services to children during teacher preparatory and lunch periods.  The relief teacher’s supplementary services should not interrupt the flow of daily instructional programming.

Substitute Teacher and Substitute Assistant Stipends

	· Substitute Teacher Daily Rate: Number of teachers for whom substitute days are allowed is automatically entered under FTE/Quantity.  Under Unit Cost/Average Unit Cost, enter quantity of substitute days allowed per teacher multiplied by the daily rate paid per substitute.

· Substitute Assistant Daily Rate: Number of assistant teachers for whom substitute days are allowed is automatically entered under FTE/Quantity.  Under Unit Cost/Average Unit Cost, enter quantity of substitute days allowed per assistant teacher multiplied by the daily rate paid per substitute.


Substitute stipends should take into account the district’s established policies and unique circumstances.

Classroom Materials and Supplies

	· Enter the number of in-district classrooms.
· Do not include self-contained preschool disabled classrooms in the calculation.  
· $2,000 is entered as the unit cost/average cost.


The budget guidance provides $2,000 for each Abbott classroom for materials and supplies.  This includes all instructional materials and supplies to be used for the Abbott preschool program.  This amount also includes any consumable materials and supplies for other staff that work directly with children in the classroom.  Funding for classroom materials and supplies may also be used for replacement, repair, and upgrade of classroom furniture.  All classrooms must rely on annual allowances for materials, supplies, and equipment.  This includes classrooms that may have been relocated from one physical space to another.  Funding for classroom materials and supplies may also be used for replacement, repair, and upgrade of classroom furniture and does not have to be spent classroom by classroom, but can be used across the district’s Abbott program as needed.  

Classroom Technology

	· Enter the number of in-district classrooms.
· Do not include self-contained preschool disabled classrooms in the calculation.  
· $800 is entered as the unit cost/average cost.


The budget guidance provides $800 for each Abbott classroom for classroom technology based on two computers per classroom.  This amount may be used to purchase, upgrade, and repair computers, printers, software, and other educational technology in the classroom.  The classroom technology budget is not meant to fully outfit each classroom with new technology every year, but will sustain a classroom’s technology needs over time and enable a schedule to be established for the upgrade and replacement of technology.  As with funding for classroom materials and supplies, funds for classroom technology do not have to be spent classroom by classroom, but can be used across the district’s Abbott program as needed.  

Startup Classroom Supplements

	· Enter the number of startup classrooms.
· Do not include self-contained preschool disabled classrooms in the calculation.  
· $12,000 is entered as the unit cost/average cost for materials and supplies.
· $2,450 is entered as the unit cost/average cost for technology.


For startup classrooms, the budget guidance provides $12,000 in additional funding for materials and supplies and $2,450 in additional funding for classroom technology, supplementing amounts normally allocated for materials and technology. Startup funding is provided for purchase of the essential supplies, furniture, technology, etc. needed to set up a brand new classroom.  Startup classrooms are defined as newly contracted classrooms for 2007-08 that expand the total DOE-approved district preschool enrollment and are not currently equipped for a preschool program.  Moving an existing classroom to a new location will not qualify the classroom for startup funding.  Startup classrooms must expand current capacity.  All startup classrooms must be designated by the school district and approved by the DOE to be eligible for startup funding.

Field Trips with Transportation

	· The total number of district preschool children, excluding self-contained preschool disabled students, will auto-calculate. 
· Students in private provider and Head Start settings are not included.  
· $75 is entered as the unit cost/average cost of the total of all field trips on a per-child basis.


The budget guidance provides up to $75 per child for field trips.  This includes all costs associated with field trips, including any admission fees and transportation costs.  Field trips must be educationally based and consistent with the district’s approved preschool curriculum.  The budget guidance assumes three field trips per classroom per year.  Many appropriate field trips do not require fees or transportation.  Each early childhood site must prepare a field trip plan for their classrooms for district approval prior to budget preparation. The plan must detail each trip by destination and cost.  Each trip must be justified by an explanation of how it will be integrated with classroom activities and the district’s comprehensive preschool curriculum. The plan must adhere to the Preschool Teaching and Learning Expectations:  Standards of Quality and Field Trip Guidance issued by the Office of Early Childhood Education.  Plans must be available for Department review and kept on file at the district.
PROGRAM SUPPORT

Do not include self-contained preschool disabled students in this section of the budget.

Social Worker Salaries and Benefits

	· Enter the number of social workers based upon a recommended ratio of one for every 250-300 in-district regular/included education students.  

· Do not include self-contained preschool disabled students.

· Do not include students in private provider and Head Start settings.

· Do NOT list pre-intervention and referral team social workers or child study team social workers on this line.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Part-time social workers are subject to district policy regarding benefit eligibility.  Part-time social workers who are ineligible should not be figured into the calculation for benefits.

· Enter detailed personnel information on Schedule A.


These social workers are specialists in early childhood education.  Portions of school-based social workers’ salaries may be funded, provided that these school-based social workers are capable of meeting the unique needs of preschool students consistent with the DOE’s Program Implementation Guidelines.  Social workers’ salaries and benefits should take into account the district’s established policies and unique circumstances. 

STAND-ALONE EARLY CHILDHOOD EDUCATION BUILDING 

SUPPORT AND ADMINISTRATION

Self-contained preschool disabled students should be included in the calculations for this section of the budget.

The department will approve building support and administration costs only for stand-alone early childhood education centers and schools.  Preschool classrooms that are part of existing schools serving other grades receive support and administration from those buildings’ budgets.  

Principal Salaries and Benefits

	For buildings serving at least 300 students: 

· Enter the number of principals based on a recommended ratio of one principal for each stand-alone ECE building serving 300 or more children.

· Self-contained preschool disabled students are included in this calculation.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Enter detailed personnel information on Schedule A.


Principals’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Vice Principal Salaries and Benefits

	For buildings serving at least 300 students:

· Enter the number of vice principals based on a recommended ratio of one vice principal for each stand-alone ECE building serving 300 or more children.

· Self-contained preschool disabled students are included in this calculation.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Enter detailed personnel information on Schedule A.


Vice principals’ salaries and benefits should take into account the district’s established policies and unique circumstances.

	For stand-alone ECE buildings serving fewer than 300 children:

· Consult with your district DOE liaison for guidance.


Clerical Salaries and Benefits

	· Enter the number of clerical staff members based on a recommended ratio of one clerical staff member for each stand-alone ECE building.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Enter detailed personnel information on Schedule A.


Clerical staff members’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Janitor Salaries and Benefits

	· Enter the number of janitors based on a recommended ratio of one janitor for every six classrooms in a stand-alone ECE building.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Enter detailed personnel information on Schedule A.


Janitors’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Security Guard Salaries and Benefits

	· Enter the number of security guards based on a recommended ratio of one security guard for each stand-alone ECE building.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Enter detailed personnel information on Schedule A.


Security guards’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Photocopier

	· Enter the number of photocopiers at a recommended ratio of one photocopier lease OR one photocopier purchase and maintenance for each stand-alone ECE building.
· Enter the unit cost of the lease or purchase not to exceed $5,000. 


Budget guidance provides up to $5,000 for one photocopier lease or purchase and maintenance in each stand-alone ECE building.

Fax Machine

	For each new stand-alone ECE building:

· Enter the number of fax machines at a recommended ratio of one fax machine for each new stand-alone ECE building.

· Enter the unit cost of the fax machine(s), not to exceed $500. 

For each existing ECE building:

· Enter the number of fax machines at a recommended ratio of one fax machine for each existing ECE building.

· Enter a prorated amount for replacement, repair, or upgrade not to exceed $167.


Budget guidance provides up to $500 for one fax machine in each new stand-alone ECE building, based on the prevailing costs for such technology.  This fax machine is expected to last three years, based on industry standards.  An existing stand-alone ECE building already equipped with a fax machine may enter an amount not to exceed $167 as a prorated annual amount dedicated to replacement, repair, and/or upgrade.

Office Computers, Printers, and Software

	For each new stand-alone ECE building:

· Enter one computer for each funded position of principal, vice principal, and clerical staff member.

· Enter the average unit cost/average cost (not to exceed $1,250 per computer).

· Enter one printer for each funded position listed above.

· Enter the average unit cost/average cost (not to exceed $250 per printer). 

· Enter one for each set of software for each funded position listed above.

· Enter the unit cost/average cost (not to exceed $500 per computer software package).

For each existing stand-alone ECE building:

· Enter one computer for each funded position of principal, vice principal, and clerical staff member.

· Enter cost for replacement, repair, and/or upgrade of computers (not to exceed $750 PER BUILDING per year).

· Enter one printer for each funded position listed above.

· Enter cost for replacement, repair, and/or upgrade of printers (not to exceed $150 PER BUILDING, per year).

· Enter one for each set of software for each funded position listed above.

· Enter cost for replacement, repair, and/or upgrade of computer software (not to exceed $750 PER BUILDING per year).


Budget guidance on costs for new computers, printers, and software is based on industry standards.  Computers and printers are expected to last five years.  Computer software is expected to last two years between upgrades.  Existing stand-alone ECE buildings already equipped with office technology may receive prorated annual amounts for replacement, repair, and/or upgrade not to exceed the above recommendations.

Office Materials and Supplies

	· Enter the number of in-district preschool students projected to be enrolled in stand-alone early childhood education centers and schools, including self-contained preschool disabled students.

· $8 is entered as the unit cost/average cost of office materials and supplies per building, budgeting on a per-child basis. 


FEDERAL HEAD START AND OTHER PRIVATE PROVIDER COSTS

	· If applicable, enter the totaled 2007-08 budget amounts for contracting Head Start (Enhanced only) and other private provider agencies (including Expanded Head Start) from the providers’ projected 2007-08 budget worksheets.


These amounts must be based on the private provider and Head Start budget worksheets and supporting documentation submitted by federal Head Start and other private providers, subject to review, negotiation, and approval by the district.

DISTRICT-WIDE COSTS

DISTRICT-WIDE PROGRAM ADMINISTRATION 


Self-contained preschool disabled students are included in the calculations for this section of the budget.

ECE Assistant Superintendent Salary

	ONLY for districts with at least 4,000 total preschool students (all settings):

· Enter one of the district-wide administrator/supervisors as an assistant superintendent for early childhood education.

· Subtract one supervisor from your calculation for early childhood education supervisors (below).

· Self-contained preschool disabled students are included in this calculation.

· Enter salary.

· Enter benefits.

· Enter detailed personnel information on Schedule A.


The budget guidance provides one district-wide administrator/supervisor for every 750 students, minus those students enrolled in district stand-alone early childhood education buildings.  For districts with at least 4,000 total preschool students in all settings, the budget guidance provides that one of these administrators is an assistant superintendent for the preschool program.  The assistant superintendent’s salary and benefits should take into account the district’s established policies and unique circumstances.

Director of Early Childhood Education Salary and Benefits

	For districts with at least 3,000 total preschool students in all settings:

· Enter one district-wide administrator/supervisor as a director of the preschool program.

· Subtract one supervisor from your calculation for early childhood education supervisors (below).

· Self-contained preschool disabled students are included in this calculation.

· Enter salary.

· Enter benefits.

· Enter detailed personnel information on Schedule A.


The budget guidance provides one district-wide administrator/supervisor for every 750 students, minus those students enrolled in district stand-alone early childhood education buildings.  For districts with at least 3,000 total preschool students in all settings, the budget guidance provides that one district-wide administrator/supervisor is a director of the preschool program.  The director’s salary and benefits should take into account the district’s established policies and unique circumstances.

Early Childhood Education Supervisor Salaries and Benefits

	For districts with total preschool enrollment in all settings of less than 3,000 students:

· Calculate one early childhood education supervisor for every 750 students, minus those students enrolled in district stand-alone Early Childhood Education (ECE) buildings.  From this calculation, if applicable, subtract supervisors who are designated for positions of director or assistant superintendent (above).
· Self-contained preschool disabled students are included in this calculation.   

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Part-time early childhood education supervisors are subject to district policy regarding benefit eligibility.  Part-time early childhood education supervisors who are ineligible should not be figured into the calculation for benefits.

· Enter detailed personnel information on Schedule A.


Stand-alone ECE building principals will be responsible for observing their own classrooms, while ECE supervisors will be responsible for observing all other classrooms.  Each district, regardless of size is provided at least one full-time supervisor or principal.  Supervisors’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Clerical Salaries and Benefits

	· Enter number of allowable district-wide clerical staff members, based on the guidance below.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Part-time district-wide clerical staff members are subject to district policy regarding benefit eligibility.  Part-time clerical staff members who are ineligible should not be figured into the calculation for benefits.

· Enter detailed personnel information on Schedule A.


For Districts with Two or Fewer Supervisors and Master Teachers, combined:

· One clerical member for early childhood education supervisor; one clerical member for master teacher, for a total of two district-wide clerical staff.
For Districts with More Than Two Supervisors and Master Teachers, combined:

· One clerical member for early childhood director and supervisor(s); one clerical member for master teachers; one discretionary clerical member, for a total of three district-wide clerical staff.
For Districts With An Assistant Superintendent For Early Childhood Education:

· One clerical member for assistant superintendent for early childhood education; one clerical member for early childhood director and supervisor(s); one clerical member for master teachers; one discretionary clerical member, for a total of four district-wide clerical staff.
District-wide clerical staff are funded in addition to the allotment funded for stand-alone ECE buildings.  The district-wide clerical staff members’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Fiscal Specialist Salaries and Benefits

	· Enter one under fiscal specialist, if applicable, based on directions below.
· Enter salary.
· Enter benefits.
· Part-time fiscal specialists are subject to district policy regarding benefit eligibility.  Part-time fiscal specialists who are ineligible should not be figured into the calculation for benefits.

· Enter detailed personnel information on Schedule A.


Budget guidance provides a fiscal specialist to districts with at least eight contracted private providers, including federally funded Head Start programs.  The fiscal specialist should have an accounting/auditing background and be familiar with the district’s fiscal operations.  The fiscal specialist is a dedicated member of the district’s early childhood education office and works exclusively on the Abbott preschool program, but should maintain ties with the district’s business administration office.  The fiscal specialist is responsible for working with private providers on budget development and execution, including monitoring private provider expenditures for compliance with approved budgets.  The fiscal specialist’s salary and benefits should take into account the district’s established policies and unique circumstances.

DISTRICT-WIDE PROGRAM SUPPORT

Self-contained preschool disabled students are included in the calculations for this section of the budget, except for calculation of master teachers and pre-intervention and referral team members.
Master Teacher Salaries and Benefits

	· Enter number of master teachers based upon the recommended ratio in directions below.

· Do not use self-contained preschool disabled classrooms in this calculation.

· Enter the average of their totaled salaries.

· Enter the average of their totaled benefits.

· Part-time master teachers are subject to district policy regarding benefit eligibility.  Part-time master teachers who are ineligible should not be figured into the calculation for benefits.

· Enter detailed personnel information on Schedule A.


The budget guidance provides master teachers using classroom ratios that are dependent on a variety of factors.  Master teachers are expected to provide more intensive assistance and training to uncertified and new teachers, and ratios are reduced to accommodate these needs.

	The total number of master teachers is determined by applying the following ratios in the following order of priority:



	Districts with a substantial proportion of English Language Learners (ELLs)

· May reduce their standard master teacher ratio from 20:1 to 15:1.

· Must utilize at lease one bilingual specialist/master teacher within their allotment of master teachers.

	· One inclusion master teacher is provided for every 10 regular education classrooms serving children with disabilities full-time.

	For remaining classrooms:

· One master teacher is provided for every 12 classrooms with teachers in the alternate route program or who are uncertified;

· One master teacher is provided for every 15 classrooms with certified teachers (CEAS) in their first year of teaching;

· One master teacher is provided for every 17 classrooms with certified teachers in their second and third years of teaching; and

· One master teacher is provided for every 20 classrooms for all other teachers (the standard mandated by code).


Within the master teacher allocation, each district must maintain appropriately credentialed master teachers who can assist preschool teachers and other master teachers in working with specialized populations.

Districts with a substantial proportion of English Language Learners (ELL) and the need to increase the number of children with disabilities served in regular classrooms are required to hire bilingual and inclusion specialists as master teachers.  The specialists provide specialized professional development and consultation to in-district and private provider teachers and other district staff on instructing ELL students or including children with disabilities.

The bilingual master teacher must possess bilingual or English as a Second Language certification and either possess or pursue early childhood certification.  He/she will assist preschool teachers and other master teachers in working with ELL students.

Inclusion master teachers will assist preschool teachers and other master teachers in working with classified special education students in inclusive, regular education environments.  These specialized master teachers possess special education certification and either possess or are pursuing early childhood certification.  An inclusive classroom is defined as a regular education classroom with three to six full-time, classified children.

In addition, each district, regardless of size, is provided at least one full-time master teacher.  In accordance with the department’s Program Implementation Guidelines, master teacher salaries may be prorated upward to reflect a seven-hour workday or summer employment for master teachers.  The master teachers’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Nurse Salaries and Benefits

	· Enter one nurse for every 300 preschool students, based upon total projected enrollment for 2007-08.

· Self-contained preschool disabled students are included in this calculation.

· Enter average of totaled salaries.
· Enter average of totaled benefits.
· Part-time nurses are subject to district policy regarding benefit eligibility.  Part-time nurses who are ineligible should not be figured into the calculation for benefits.
· Enter detailed personnel information on Schedule A.


Nurses are responsible for serving district, Head Start, and other private provider students.  Portions of school-based nurses’ salaries may be funded, provided that these school-based nurses are capable of meeting the unique needs of preschool students consistent with DOE Program Implementation Guidelines.  The nurses’ salaries and benefits should take into account the district’s established policies and unique circumstances.

Community and Parent Involvement Specialist Salary and Benefits

	· Enter one under quantity.

· Enter salary.

· Enter benefits.

· Enter detailed personnel information on Schedule A.


One community and parent involvement specialist is provided per district.  The specialist will ideally possess a Masters of Social Work (MSW) and have experience designing parent involvement programs.  He/she is responsible for facilitating collaboration with other agencies and institutions in the community, staffing the Early Childhood Advisory Council, planning and overseeing parent involvement activities for district, Head Start, and other private provider programs, and working with family workers and teachers on parent/community involvement activities.  The community and parent involvement specialist’s salary and benefits should take into account the district’s established policies and unique circumstances.

Preschool Intervention and Referral Team Salaries and Benefits

	· Enter team members at the recommended ratio of one team (a learning disabilities teacher consultant, psychologist, social worker, and speech therapist or a combination of these positions applicable to district need) for every 750 preschool students, based upon total projected enrollment for 2007-08.

· Do not include self-contained preschool disabled students in this calculation.

· Enter average of totaled salaries for each team.

· Enter average of totaled benefits for each team.

· Part-time preschool intervention and referral team members are subject to district policy regarding benefit eligibility.  Part-time preschool intervention and referral team members who are ineligible should not be figured into the calculation for benefits.
· Enter detailed personnel information on Schedule A.


The team make-up and members’ salaries and benefits should take into account the district’s established policies and unique circumstances.  In districts with fewer than 750 preschool children, one team should be available for every 750 children in preschool through grade three.

Recruitment and Outreach

	· Funds for recruitment and outreach will auto-calculate based on a total of $10 for every currently enrolled student and $20 for every new student projected to be enrolled in 2007-08 above the 2006-07 actual enrollment.

· Self-contained preschool disabled students are included in these calculations.


Funds for recruitment and outreach are based on the district’s current enrollment and projected increase in enrollment.  The recruitment and outreach budget is expected to support all costs associated with recruitment and outreach, including personnel, advertising, and materials and supplies.  The budget for recruitment and outreach must be justified through the recruitment and outreach section of the district’s budget narrative.

Medical Supplies and Screenings

	· The number of students based upon total projected enrollment for 2007-08 will auto-calculate.

· Self-contained preschool disabled students are included in this calculation.

· $32 is entered as the unit cost/average cost per projected child.


Budget guidance provides $32 per projected enrolled child for medical supplies and screenings, based on averages in prior district operational plans.  This budget is expected to support vision, hearing, and dental screenings, as well as district-wide supplies for district Early Childhood Education nurses.  However, the Abbott preschool program is not meant to completely fund comprehensive medical services.  Districts should collaborate with other appropriate agencies and organizations in their communities to utilize resources for child health and developmental screenings such as Medicaid and FamilyCare.
Staff Development

	For District-wide Staff Development:

· Calculate and enter the actual cost for staff development for teachers and all assistants, not to exceed a maximum of $50 per student projected (total enrollment) for 2007-08.

For Out-of-District Staff Development:

· The budget worksheet will auto-calculate the fte/quantity and unit cost/average cost for out-of-district staff development based on $1,500 for each eligible individual detailed below.

· Self-contained preschool disabled students are included in these calculations.


Budget guidance provides up to $50 per projected enrolled child for district-wide staff development for all teachers and all assistants, as appropriate, in district, Head Start, and other private provider programs.  This amount is expected to support consultant fees, participant stipends, materials and supplies, etc.  The budget guidance also provides $1,500 for each principal, vice-principal, assistant superintendent, director, supervisor, and master teacher for out of district staff development, including registration, travel, and accommodations.  This latter amount need not be limited to the positions specified.  

The budget for staff development must be justified through the professional development section of your budget narrative.  Districts must submit a detailed professional development plan for the 2007-08 school year. The one year plan should include specific, systematic training with follow-up sessions to ensure implementation for each of the following groups: administrators, master teachers, teachers, teacher aides and support staff.  The one year plan must be articulated as part of a comprehensive multi-year strategy for improvement and must adhere to the Preschool Teaching and Learning Expectations:  Standards of Quality, the Abbott Preschool Program Implementation Guidelines, and the district’s comprehensive preschool curriculum. The plan must be clearly aligned with the district’s specific goals for preschool programming.  All training topics conceptually aligned with the professional development plan are approvable.  Each professional development activity should be outlined by topic, cost, justification and attendees by job title.  The submitted district budget lines for professional development must not exceed the total of the costs outlined in the plan, not to exceed the maximum allowable for the district.

Parent Workshops

	· The number of students based upon total projected enrollment for 2007-08 will auto-calculate.

· Self-contained preschool disabled students are included in this calculation.

· $15 is entered as the unit cost/average cost.


Budget guidance provides $15 per projected enrolled child to support parent education and parent workshops across the entire district, including private provider programs and Head Start.  Districts may use these amounts to support district-wide parent nights, smaller events at individual schools and centers, parent education workshops and classes, etc.  Parent involvement activities must include families across the entire Abbott program, including those served in contracting Head Start agencies and other private providers.  

DISTRICT-WIDE MATERIALS, SUPPLIES, AND EQUIPMENT

Self-contained preschool disabled students are included in the calculations for this section of the budget.

Photocopier

	· Enter one under quantity.

· Enter the actual cost for photocopier lease OR purchase/maintenance of photocopier up to a maximum of $10,000. 


A photocopier for the district early childhood education office may be either leased or purchased/maintained, subject to the limits described above.

Fax Machine

	· Enter one under quantity.

· Enter a prorated amount for replacement, repair, or upgrade not to exceed $167.


Budget guidance provides up to $167 as a prorated annual amount dedicated to replacement, repair, and/or upgrade of one fax machine for the district early childhood education office, based on the prevailing costs for such technology.  Fax machines are generally expected to last three years, based on industry standards. 

Office Computers, Printers, and Software

	For district early childhood education office:

· Enter one computer for each previously funded position of assistant superintendent, director, supervisor, clerical staff member, master teacher, fiscal specialist, nurse, social worker, pre-intervention and referral team  member, and community parent liaison.

· Enter average cost for replacement, repair, and/or upgrade of computers not to exceed a prorated amount of $250 per staff member per year.

· Enter one printer for each funded position listed above.

· Enter average cost for replacement, repair, and/or upgrade of printers not to exceed a prorated amount of $50 per staff member per year.

· Enter one set of computer software for each funded position listed above.

· Enter average cost for replacement, repair, and/or upgrade of computer software not to exceed a prorated amount of $250 per staff member per year.

For new (first time funded only) positions:

· Enter one computer for each newly funded position of assistant superintendent, director, supervisor, clerical staff member, master teacher, fiscal specialist, nurse, social worker, pre-intervention and referral team member, and community-parent liaison.

· Enter the unit cost/average cost (not to exceed $1,250 per computer).

· Enter one printer for each newly funded position listed above. 

· Enter the unit cost/average cost (not to exceed $250 per printer). 

· Enter one for each set of software for each newly funded position listed above.

· Enter the average unit cost/average cost (not to exceed $500 per computer software package).


Budget guidance on costs for new computers, printers, and software is based on industry standards.  Computers and printers are expected to last five years.  Computer software is expected to last two years between upgrades.  Previously equipped district early childhood education offices may receive prorated annual amounts for replacement, repair, and/or upgrade not to exceed the above recommendations.  Computers may be desktop or notebook models.  Under no circumstances will the department approve more than one computer per staff member.

Office Materials and Supplies

	· The number of students based upon total projected enrollment for 2007-08 will auto-calculate.

· $8 is entered as the unit cost/average cost of office materials and supplies.


For the 2007-08 programmatic budget, identify your actual needs and costs for office materials and supplies for the district early childhood education office.  This budget is expected to support all non-instructional material and supply costs in the district, except for those in stand-alone ECE buildings.

Special Requests

	· Districts must use the Special Request form provided to make one-year budget requests that either (1) do not fit within or (2) exceed the amounts in any of the line-item categories contained in their respective budget guidelines. Only those special requests accompanied by detailed descriptions and justifications, including documented evidence of need and/or effectiveness from studies, evaluations, needs assessments, etc. will be considered by the Department.  Supporting documentation must include at least two written quotes for any requested materials or services.  Please submit only one request per form. You may attach any additional relevant information or documentation to support your request.
· Special Requests originating at the district level must be summarized on the special request worksheet provided.  Special Requests for in-district programs/services/items must be listed separately from Special Requests for district-wide programs/services/items.


Please note:  Special Requests are considered “in-district” when they do not have an impact on provider settings.  For example, a Special Request to hire an additional security guard for a district stand-alone preschool building would be considered an “in-district” Special Request.  Special Requests are considered “district-wide” when they impact both district and provider classrooms.  For example, a Special Request for summer enrichment funding would be considered a “district-wide” Special Request, since summer enrichment would be open to all Abbott-eligible preschoolers.

Abbott preschool programs must meet the unique educational needs of the children in each Abbott community and arrange for the necessary supports to enable every child to achieve the state’s Core Curriculum Content Standards.  As such, budget guidance may not identify all aspects of a quality preschool program for every district.  To remedy this problem and enable districts to identify what the New Jersey Supreme Court termed “particularized needs,” the department will accept Special Requests.  Special Requests are those that either exceed the recommended costs in categories defined by the budget guidance or represent categories not contained in the budget guidance or budget worksheet deemed essential to an effective and efficient program within a category of particularized need identified by the district or a provider.  In the case of special requests for categories already included in the budget, a detailed account of the total costs needed for that category must be presented.  For example: If a district requests additional funding for outreach and recruitment, it must show how all allotted funding will be spent in additional to detailing how the special request funding will be spent.

Districts may make a special request for a summer enrichment program that sustains and builds upon the children’s gains made during the school year. The justification must show that children who need extra educational enrichment over the summer will be identified and receive the program and that they will be taught daily by the same qualified teachers and assistants that were their teachers during the school year.  Summer enrichment classrooms may not be budgeted for fewer or greater than fifteen enrolled Abbott students.

District-Wide Withheld Costs

A line is provided for in the budget worksheet for noting any costs that a district may withhold from providers (i.e. classroom materials, etc.).

District Budget Totals

Budget totals describe per-pupil costs based upon various categories: in-district, Head Start, other private provider, and total per-pupil cost.  Also included is a line item descriptive of per pupil costs less the special education monies that will originate in funding streams outside of Preschool Program Aid for those students with IEPs served in regular education classrooms.  Since funding for these students with IEPs served in regular education classrooms is provided through other sources, the costs associated with these children must be subtracted from the preschool program budget. 

DISTRICT STATEMENT OF ASSURANCES

The Chief School Administrator hereby assures that the following has occurred. If the Chief School Administrator cannot assure any of the activities below, please justify on a separate page.

1. The board of education will collaborate with or utilize DHS-licensed child care providers, including Head Start agencies, whenever practical, to implement required preschool programs and will not duplicate programs or services otherwise available in the community. Private providers agree to meet the standards for educational programs set forth in Abbott IV, V, and VIII.

2. The two-year report on instructional priorities and one-year programmatic budget incorporate all preschool program components/activities identified in the instructions of this plan.

3. The preschool program is coordinated with the board of education’s Long Range Facilities Plan (LRFP). The universe of children and projected number of children to be served in the LRFP should be the same number as in the two-year report on instructional priorities.

4. The preschool program is designed to help teachers and children to meet the Preschool Teaching and Learning Expectations: Standards of Quality. 
5. The preschool program is linked to each receiving elementary school’s plan to meet the Core Curriculum Content Standards. 

6. The preschool program is aligned with the school district’s long-term comprehensive plan (i.e., strategic plan, if applicable).

7. There is a clear crosswalk between the preschool budget itemized costs and the district-wide budget.

8. The Early Childhood Advisory Council was involved in the development of the two-year report on instructional priorities.

9. The board of education will continue to serve all approved three- and four-year-olds in district and private provider programs until the effective date of the 2007-08 approved report on instructional priorities and budget.

10. The preschool program will only serve children in the Abbott classrooms who reside in the Abbott district.  

I certify that all the above items and any attached justification(s) are correct and complete. 
___________________________________________________
                      ______________

 Chief School Administrator’s Signature
 

 
Date
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