


[bookmark: _GoBack]Date:		April 23, 2019
To:		HPN Principals
From:		Kim Watts, Director, HPN
Re:		Request for HPN Resources Support
To ensure progress and alignment of the Hayward Promise Neighborhood (HPN) federally outlined indicators, program plans for proposing new programs utilizing HPN funding resources will be submitted to the HPN Office for approval.  The following guidance is provided to assist sites in requesting funding to support progress on our ten Governmental Performance and Results Act (GPRA) indicators. Please note all requests must be for supplemental purposes, as grant funding may not be used to supplant core programming.
Procedures for Site Plan Approval:
· Each site administrator must submit program proposals to be funded through HPN resources to HPN Director, Kim Watts, and cc the Academic Director.
· [bookmark: _gjdgxs]Please complete the attached request form indicating the following:
· Alignment to the Governmental Performance and Results Act (GPRA) indicators.
· Expected Outcomes of the program.
· Data indicators to be used to monitor progress on the stated goal.
· Itemized costs of the program needs.
· If certificated extra hours are being made available, it must be made available to all fully-credentialed staff, and follow contract guidelines (HEA Contract, Article 14.4-5).  *Substitute teachers are not eligible for certificated extra hours.
· PAFs will be completed by our staff.  Staff may not begin working prior to the approval of this plan.  A confirmation e-mail will be sent to confirm the start date of any extra hours.  All extra hour must take place outside of the work day.  Classified hours must also comply with bargaining unit contract language. (AEOTE Contract, Article 10, SEIU Contract, Article 13)
  		Dr. Matt Wayne, Superintendent[image: ]
  		24411 Amador Street, Hayward, CA 94544  T 510.784.2600
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· Time Cards (once PAFs have been approved) - Time cards must be submitted to the HPN Office for signature & will be forwarded to the Payroll Department within 3 days of receipt.  Please keep a site copy prior to sending to our offices.
· Purchase of Materials & Supplies:
· All materials and supplies must be for instructional use
· Submit a printed on-line cart of your items with your request form 
· Please include the cost of shipping & tax
· Ordering materials and supplies through approved vendors ensures the quickest arrival of your items. Please note the following tips:
· Office Supplies – Southwest Office Supplies
· Various Publishers – Please ensure items are currently in print
· Amazon Items – must be ordered from ‘Amazon Business’ website

· Request for Conference:
· Identify Training information (a minimum of 6 weeks processing time is recommended)
· Identify names, position, title of all intended attendees
· Complete and submit a Travel and Conference Pre-Authorization form for each attendee with your new Program Proposal forms.
· Upon return from any conference, return name badge along with a completed Request for Mileage & Expense Reimbursement Form
	Examples of Funded Requests:
· Supplemental instructional materials 
· Supplemental technology program licensees
· Independent Contract Agreement for service providers to provide supplemental program support:
· Instructional Support Service Providers/PD Specialists
· Supplemental Community School Service Providers
· Professional Development Trainings as identified as focus areas in SPSA & in alignment with GPRAs
· Enrichment Programs or instructional materials that provide opportunities for Students linked to the GPRAs

	Examples of Requests not funded due to grant limitations:
· Core program instructional materials
· Replacement materials for current core programs
· Study Trips
· Printers
· Food items
· Prizes and games




Estimated Costs per collective bargaining agreements
Certificated Extra Hourly Pay $41.50 + approximately 19% (statutory benefits)
Classified Extra Hourly Pay approximately $26.00 (includes statutory benefits)
Certificated Substitute - $185/day + approximately 19% (statutory benefits)
Classified Substitute – varies per position






HPN Resource Request Form
	School:
	Requestor: 

	Site Administrator Signature:




Plan for Proposal: 
Briefly describe focus of the proposal and which GPRA result is in alignment with the request. (Mark all that apply)

                                                          GPRA RESULTS:
	EDUCATIONAL:
	FAMILY & COMMUNITY SUPPORT

	
	Children enter kindergarten ready to succeed in school
	
	Students are healthy

	
	Students are proficient in core academic subjects
	
	Students feel safe at school & in their community

	
	Youth graduate from high school
	
	Families & community members support learning in PN schools

	
	High school graduates obtain a post-secondary degree, certification or credential
	
	Students have access to 21st century learning tools



	Expected Outcomes:



	

	Itemized list of Needs:
(ie. materials, supplies, training, sub costs etc., please attach any invoices or printed on-line order forms)
	Approximate Cost

	
	

	Assessment of Progress: 
What data will be gathered to determine progress of GPRA



	



Staffing Information
This information is used to create PAFs for extra duty hours
	Name of Staff
	Position/
Assignment
	Estimated duration of dates
	Estimated #
of extra duty hours
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