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How TO APPLY FOR RISING STARS TUITION ASSISTANCE

To apply for Rising STARS Tuition Assistance, you must complete your profile on the Professional Development Registry.
Please follow the steps below to complete your profile. Once you complete and submit your profile, you will have access
to the Financial Assistance tab on your home screen. If you have already completed your profile, you may skip to the
Apply for Rising STARS Tuition Assistance Section.

How to Complete/Update a Profile (Career Pathway Placement)

What are the benefits of a completed profile?

Early Care Professionals

e Serves as a virtual resume, or portfolio, which can be used throughout a professional’s career. Tracks
employment and professional achievement history

Directors/Administrators

e Provides an efficient way to track staff employment and professional development histories, thus
reducing paper files and internal spreadsheets/documents

Pennsylvania

* Allows PA to contribute aggregate data to a national workforce data set through the National Workforce
Registry Alliance.

* The data from the registry including demographics, employment verification, education attainment, and
wage which can be used to change policy at the local and national level.

1. Go to www.papdregistry.org.

Click ‘Login’ in the top right corner.

3. Enter your email address and password, then click ‘Login’.

Remember me

%) Login

Forgot Password? &+ Create Account


http://www.papdregistry.org/
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If you are an Early Childhood Educator working directly with children, please check the Complete My
Profile option and complete all sections of the application. After submitting your profile, select 'Process My
Application’ for your application to be reviewed by a Data Verification Associate.

If you want to become a PQAS Instructor or apply for the PA Director Credential, please check the appropriate
box. You may apply for one or more options at the same time.

4. Check the ‘Complete my Profile’ box. Then click on Apply/Renew. (Please note, when it is time to update your
profile, you will check the ‘Update my Profile’ box.)

Complete my Profile u $0.00
Apply for the PA Director Credential (DC) n $25.00
Apply to become a PQAS Instructor n $70.00

Total Fee: $0.00

Apply/Renew

5. Complete your profile by going into each tab to ensure all information is correct and updated. Click ‘Start’ to
begin.

You will provide the information in each of the steps below. Each step will be saved as you go. If you can't complete all steps you may come back and complete it later.

1. Personal Information

2. Education

3. Employment History

4. Training

5. Professional Development Plan and More
6. Submit Application

6. Personal Information tab:
a. Complete all information within the Personal Information tab.
b. Click ‘Save and Continue’ to continue.

Save and Continue >
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7.

Education Tab:

When uploading your education, please make sure you are uploading each credential or transcript in the
appropriate section. Do not upload all education within one section.

Examples:

e A Director Credential will be uploaded in the Director Credential section.
e A bachelor’s degree transcript will be uploaded in the bachelor’s degree section.

e |f you are currently enrolled at a Higher Education Institute, you must upload proof of enroliment within
the Currently Enrolled section.

a. High School: (if High School is the highest level of education, this section must be completed)
i. Select the option the applies to you.

High School

Selact Current High Schoaol Education v

Select Current High School Education

| have a high school diploma or GED
| do not have a high school diploma or GED

ii. If you selected ‘Il have a high school diploma or GED’, enter your Gradation Year
High School

| have a high scheool diploma or GED v

Graduation Year

Four-digit year

iii. If you selected ‘l do not have a higher diploma or GED’, complete one of the below.

High School

| do not have a high school diplema or GED v

I am currently enrolled in High School/Career Technical Institute.

Graduation Date

I am currently enrolled in a high school Career Technical Institute program

I am currently enrolled in a high school Career Technical Institute program

I am currently enrolled in a GED program.

Graduation Date
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i Upload your Documentation; scroll down
1. Click on the ‘File Type drop down’

2. Select if the document type (Diploma or Transcript/Certificate)
a. Click on ‘Select’

b. Click on document you wish to upload
ii. Click ‘Save and Close’ to continue

High School Documentation
File Type

— Select a File Type — v

Upload New File

I The following file types are accepted

doc,docx,xls, xIsx, pdf, rtf ppt, ppix jpeg.jpg. bmp,gif png, pub, tiff tif zip

Existing Documentation

‘ No documentation entered.

Save and Close |

b. CDA & School Age Credential:
i. Select the option that applies to you.

- Add New -

-- Add New —

CDA - Family Child Care
CDA - Infant Toddler
CDA - Pre-5choo|
School Age Credential

or
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c. Complete the required information.
i. Enter the Approval Date
ii. Enter the Expiration Date
iii. Enter the Institution (if applicable)

Edit Education

CDA & School Age Credential

You will be required to provide documentation of these entries as part of the application process.

CDA - Family Child Care

Date*
Expires*

Institution (if applicable)

iii. Upload your Documentation; scroll down
1. Click on the ‘File Type drop down’
2. Select if the document type (Diploma or Transcript/Certificate)
a. Click on ‘Select’
b. Click on document you wish to upload
iv. Click ‘Save and Close’ to continue

Documentation

File Type

- select a File Type - T

Upload Mew File

Select

The following file types are accepted

doc,docx,xls xlsx, pdf rtf, ppt,pptx, jpeg,jpg. bmp,gif, png, pub, tiff tif zip

Save and Close
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8. Higher Education:
a. Select the option that applies to you.

-- Add New — ¥

Associate's Degree

Bachelor's Degres
Certificate/Credential for Credit
Doctorate

Master's Degree

Some College

b. Complete the required information.
i. Enter the Graduation Date
ii. Select ‘US Accredited’ or ‘Other’
iii. Select the ‘Institution’
iv. Enter the Major
v. Enter the Minor (if applicable)

Edit Education

Higher Education

You will be required to provide documentation of these entries as part of the application process.

Associate's Degree

Graduation
Date*

Institution®
O US Accredited Other

Search for institutions by name or city -

Major*
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V. Upload your Documentation; scroll down
1. Click on the ‘File Type drop down’
2. Select if the document type (Diploma or Transcript/Certificate)
a. Click on ‘Select’
b. Click on document you wish to upload
Vi. Click ‘Save and Close’ to continue

Documentation
File Type

-- Select a File Type -- v

Upload New File

The following file types are accepted

doc,docx,xls, xlIsx,pdf,rtf, ppt, pptx.jpeg.jpg. bmp.gif. png, pub, tiff tif zip

Save and Close

9. Repeat above step to add additional Higher Education.

10. Continue with this process to add any of the following:
a. Teacher Certification
b. Credentials, Certificates, Diplomas & Endorsements
c. CPR, First Aid, Fire Safety Requirements
d. Currently Enrolled (If you are currently enrolled at a Higher Education Institute, you must upload proof
of enrollment within the Currently Enrolled section.)

e. Review the Education you have enter to ensure its accuracy and all applicable documentation has been
uploaded.

f. Click ‘Save and Continue’ to continue.

Save and Continue >
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11. Employment History
a. To add employment for Early Care, School age and Education Programs, follow the below link.

https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Early-Care-
School-Age-and-Education-Programs.pdf

b. To add employment for Out of State employment, follow the below link.

https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Out-of-State.pdf

c. To add employment for Other Organizations, follow the below link.

https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Other-
Organization-Types.pdf

d. Click ‘Save and Continue’ to continue.

Save and Continue >

12. Training tab: This section is for you to enter trainings you have attended that were not listed in the PD Registry.
These trainings may have been from a national organization that offers online courses or from a national
conference. You may enter the information and certificates for the events in this section. Click ‘Individual
Request Approval’ to add certificates.

Training

Personal Information Education Employment Training

Training Documentation

No documentation entered.

Professional Development Outside of the PD Registry

This section is for you to enter trainings you have attended that were not listed in the PD Registry. These trainings may have been from a naticnal organization that offers
online courses or from a national conference. You may enter the information and certificates for the events in this section. The PD Registry team will review and offer
PQAS hours if applicable.

‘ Individual Request Appraval ‘

a. Click ‘Save and Continue’ to continue.

Save and Continue >


https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Early-Care-School-Age-and-Education-Programs.pdf
https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Early-Care-School-Age-and-Education-Programs.pdf
https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Out-of-State.pdf
https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Other-Organization-Types.pdf
https://www.pakeys.org/wp-content/uploads/2019/04/How-to-Add-Employment-for-Other-Organization-Types.pdf
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13. Professional Development Plan and More tab:

a. Professional Memberships: (if you do not hold a Professional Memberships, skip this section)
i. Select from the drop-dox box which membership you hold.

Documentation of membership required for verification.

Professional Memberships

Memberships

- Select to add Professional Membership - v

Pennsylvania Child Care Association (PACCA)

Pennsylvania Head Start Association

Pittsburgh Association for the Education of Young Children (PAEYC)
Delaware Valley Association for the Education of Young Children (DVAEYC)
Pennsylvania Association for the Education of Young Children (PennAEYC)
Alliance of Early Childhood Professionals (AECP)

American Educational Research Association

American Montessori Society

Association for Childhood Education International

Association Montessori Internationale

Association of Supervision and Curriculum Development

National Afterschool Association

National Association for Family Child Care

National Association for the Education of Young Children

National Association of Child Care Professionals

National Association of Early Childhood Teacher Educators

National Black Child Development Institute

National Child Care Association

National Coalition of Campus Child Care Centers |

ii. Enter the expiration date of the membership (Continue with this process to add additional
Professional Memberships)

iii. To upload your Professional Memberships documentation, click the red file icon next to the
membership.

Documentation of membership required for verification.

Professional Memberships

Memberships Date Expires

|:| Pennsylvania Child Care Association (PACCA)

-- Select to add Professional Membership -- v

1. Click ‘Edit’
Documentation of membership required for verification.

Professional Memberships

Meml ' D

Documentation

Documents have not been Uploaded for this ltem
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2. Click ‘Yes’ to save all memberships and contributions.

Please save before adding
documentation

Would you like to save all memberships and contributions?

Yes

3. To upload your Professional Memberships documentation, click the red file icon next to
the membership.

Documentation of membership required for verification.

Professional Memberships

Memberships Date Expires

Pennsylvania Child Care Association (PACCA)

-- Select to add Professional Membership -- v

4. Click ‘Edit’
Documentation of membership required for verification.

Professional Memberships

Meml " D

— Documentation

Documents have not been Uploaded for this Item
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5. Upload your Documentation; scroll down

a. Click on the ‘File Type drop down’

(updated July 2019)

b. Select if the document type (Diploma or Transcript/Certificate)

i. Click on ‘Select’
ii. Click on document you wish to upload
c. Click ‘Save and Close’ to continue

Documentation

File Type
-- Select a File Type - v

Upload New File

The following file types are accepted

doc,docx xls, xIsx, pdf, rtf, ppt, pptx, jpeg.jpg. bmp,gif, png, pub, tiff tif zip

Save and Close

14. Submit Application tab

a.

Read and agree to the privacy policy.

b. Click ‘Save and Continue’ to continue.

C.

Save and Continue >

Click ‘Submit Application’
Submit Application

Professional Submit

Application

Education Training Development Plan
and More

Instructions:

This is the final step to complete your application(s). Once you press the Submit button, you will not be able to
edit infarmation until your profile has been verified,

Are you ready?

You are ready to submit your application(s) if you have completed:

* Persenal Information - ensured email and address is up to date

« Employment History - added your current place of employment

® Education - uploaded all transcripts (this includes Director Credential transcripts if you have taken
courses towards the Director Credential)

If applicable:

* Instructor Information

By submitting my application(s), | hereby agree that the information provided
is complete, accurate, and up to date.

What is next?

Once you click Submit, please allow 90 days for your information to be processed. If you have any questions,
please email registry @y B

Application Selections

Item Level Expires Fee*
Career Pathway None - Initial N/A £0.00
Total Processing Fee*: $0.00

Submit Application
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15. Once all required documentation is submitted, click’ Process my Application’.

+" Application Successfully Submitted.

Your application has been successfully submitied on 06/25/2018.

Be sure to upload documentation for CDA & School Age credentials, Higher Education, Teacher Certifications,
and other credentials you added.

Click Process my Application if you have uploaded all documentation and have nothing else to send us.

Process my Application

16. Click ‘Return to My Profile.’

Apply for Rising STARS Tuition Assistance

Once you have submitted your profile, you will have access to the Financial Assistance Tab located on the home page
after you log into the Professional Development Registry. Before you click on this tab to begin the Rising STARS Tuition
Assistance Application, please make sure you are eligible to apply.

Eligibility

Eligibility:

»  Pennsylvania resident

» 'Warking at a Keystone STARS designated early learning program including Head 5tart and PA Pre-K Counts and demonstrates continuous emplayment for at least
12 months;

» Warking a minimum of twenty (20) hours weebkly in a dassroom setting or as the director, assistant director or education coordinator;

» Aides, Azsistant Teachers, Teachers, Assistant Directors: Earning less than 540,000 annually;

» Child Care Center Directors, Family or Group Child Care Home Owners/Operators, Head Start Education Managers, Coordinators, Site Supervisors: Earning less than
£50,000 annually;

» Agreeing to continue to work in & Keystone STARS facility for 2 months for every credit supported by the Rising 3TARS Tuition Assistance Program [maximum
commitment of 24 months); and

»  Maintaining a 3.0 GPA for the classes taken or degree program in which the student is enrolled.

» Pursuing an approved degree. See the list (PDF) of approved degree programs.

» Updated profile in the Pennsyhvania Professional Development Registry with current name, address, phone number, email address and employment information.

* Higibility requirements are verified by the scholarship program szaff and from information contained in the individual's Registry record.
1. Click the Financial Assistance Tab:

My Personal Profile

Personal | Education | Employment | WMy PD | Professional | PD Self-Asseszment Reports
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2. Click ‘Apply for Financial Assistance.’

My Personal Profile

How to Apply for Rising STARS Tuition Assistance
(updated July 2019)

Summary | Persanal | Education | Emplayment | My PD | Professional | PD Self-Assessment Reparts

Financial Assistance

% of tuition casts for eligible collegs cours

The Rising STARS Tuition Assistance Program
designated pragram.

The CDA Assessment Fee Voucher Program supplies direct payment for the CDA assessmentfee ©
reimburse individuals.

taken by early learning professionals working at a Keystane STARS

he Council for Professional Rec Ogram does not

3. Click on ‘Rising STARS Tuition Assistance (RSTAP) and click ‘Continue.’

Financial Assistance Application

kr\stin Madden

Application Type
Select below to apply for Rising Stars Tuition Assistance (RSTAP) or the CDA Voucher:
Rising STARS Tuition Assistance

D Assessment Vaucher

4. Read the Eligibility Requirements and click ‘Continue.’

Financial Assistance Application

;(ristin Madden

Eligibility

Eligibility:
+ Pen ania
« Working

12 menths;

han 540,

ers, Azsistant Directors: Earming le

» Aide: sistant Teachers, Te
Child Care Center Directors,
000 annual
Eing to o
commitment
Maintaininga 3.0 G
Pursuing an 2
Updated prof

Sesthe (PDF) of app d degr Ema.

nia Professional Development Regi

e in the Penn:

* Eligi reguirements are verified by the scholarship program == and from in

‘Warking a minimum of twenty (20) hours weebkly in a dazsroom setting or as the director, assi
X0 annually;

= Keystone STARS designated early lsarning program including Head Stars and PA Pre-¥ Counts and demenstrates continuaus employment for at least

ant dir or education coordinator:

zors: Earning less than

ry for 2 months for every credit supported by the Rising STARS Tuition Assistance Program (maximum
clazzes taken or degree program in which the soudent iz enrolled.

with current name, sddress, phene number, email address and employment information.

Formation contained in the individual's Registry record.
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5. Complete all information on the next ‘Additional Information’ page including:

a. Student ID- This is the number assigned to you at the college.
b. Institution-College or University where the course is taken.

Rising STARS Tuition Assistance
swwdene 1o ]

Institution

c. Student Information- Full or Part-time

Student Information

fure you a full or part-time student?

Full-Tirme Pare-Tirme

d. Employment Information- Answer all questions in this box.

Employment Information
| work in a <chool age program

Tes ]

lwark in an infant or toddler classraam (Birth to 3rd Birthday)

Yes Mo

Early Childhood Education teacher certification is required for my position

Yes L]

P Director Credential B required for my position

Tes ]
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e. Program/Certificate information- Information about type of degree/credential, credits, and expected
graduation date.

Program/Certificate

Pragram taking coursewark in

Select Program T

Total credits the degrasfcartificate program requires

Wumber of credits cormpleted toward degree/certificate

This is the first coursewark that | am taking toward this degree/certificate  Reguired

Yes Ko

Expected graduation/cornpletion month and year

What terms are you taking courses for between 07/01/2019 and 06/ 30/20207
Fal

Spring
Summer

Winter

f. Payment Recipient- Who is receiving the financial assistance check?
Payment Recipient

Choose one of the following payment recipients  Required

Applicant
Financial Statement from institution of higher education showing proof of payment must be included

Employer

Inatibution
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g. Course Entry-Click ‘Add Course’ and then add the course title, course number, start/end date, credits,
cost, and whether or not this course is partially funded by another agency. Click ‘Save’ when completed

info is entered.

Course Entry

Courses entered will ONLY be accepted if the course start date iz betwesan 07/01/2019 - 06/30/2020. Any courses entered that start before or after this time period wil

not be eligible for financial azsistance for the current fzcal year.

Mo Courses Entered

Click "Add Course” to enter course information for all courses for which you are seeking financal azziztance.

+ Mew Course

@ Only include courses that start during 07/01/2019 - 06/30/2020. Do not include courses that start after this time period as
they will not be accepted.
Course Title

Enter Course Title

Course Number

Enter Course Mumber

Seart Date End Date
Enter Date Enter Date
Credits Cost

Enter Course Credits Enter Course Cost

Is this course being partially funded by anather agency? fegursd

Yes Nao

h. Read all information below ‘Upload Scholarship Documentation.’ Please make sure all documents
requested are uploaded in this section. Read the required documentation carefully. Click +Files to

upload documents.

Upload Scholarship Documentation
Required Documents for Application Submission
The following documents must be submitted with your application. Incomplete applications or those submitted with missing documents may result in delayed or rejected
funding.

e of higher learning.
ription is required for courses toward the

that sp

o
rent DPA a2z of most recent completed semester. Official transcript with raized zeal not required. (Mot required on T iz the first course

voucherprogram@pskeys.ors.

£you are unable o upload decuments, pleass fax sUpparting dacumentation ta 717-212-0585 or email itto pa

The folle
dec, do

re acceptad
r+f PRt PRI jPeE.JPE mp..gif png.pub, .6, Zip
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Find documents saved on your computer to upload and click open on your download options to add the

documents.

Choose the File Type that you are uploading. See options below. If you are uploading multiple
documents, you will select each individual upload and add a file type for each upload.

Capture.PNG Select File Type v |
Select File Type
The following file types are accepted: Proof of Enrollment in Program
doc,. doce,. xls..xlsx .pdfrif. ppt.ppoejpeg.Jpe.-bmp..gif.png.-pub, G oif,. i e e ot (7] =)

Icemnized Billing Statement

Unofficial Transcript with GPA

m Employer Attestation Form
Orcher

Click ‘Continue’ once ALL documents have been uploaded.

6. Read and agree to the Applicant Attestations and Agreements. Click on ‘I attest and agree to all of the
above.’

Applicant Attestations and Agreements

If you are applying for Rising Stars

| smest that | am emplayed by my employer list=d on my Regisery prefile. If| have been employed for lass than 12 months at my current employer, | hava
indicated my prior employer an my employer ateestation form

| amest that | work at least 20 hours par week at the above-named early leaming program.

| understand that in sccepting Rising STARS Tuition Assistance Program funds, | am agresing te mainssin my employment st my curent legal entity or another
Keystane STARS early learning program far twe (2) manths for each credit paid, with twe manths beginning at the conclusion of the course far which Rising
STARS Tuiition Assistance was received. Total time due will net to exceed 24 menths following the canclusion of the mest recent course completed. I | do not
meet this requiremert, | will reimburse the Rising STARS Tuition Assistance Pragram funds paid an my behalf for which | did not maintain the emgloyment
requirement

| understand that if | fail to maintsin a grads peint average [GPA) of 2.0 ("E") or higher, | will no: be sligible for the Rising STARS Tuition Assisw@nce Program for
fusture classes unsil my GPA returns to a 3.0 o higher.

| understand that shovild | drop out of, not complete the above ciass, or be unable to fulfill the required time cwed per credit sppraved by the Brogram, | am
agreeing ta reimburse the Rizing STARS Tuition Assistance Pragram the amount of tuition paid on my behalf for this dlass.

| strest that | am an Assistant Teacher, Aide Teacher, or Assistance Director and my annual salary is less than $40,000, or | am 3 Child Care Center Director,
Farmily or Group Child Cars Home Crwner/Operatar, Head Seart Education Mansgsr, Coordinatar, or Site Supervisor and my annusl salary is less than $50,000.

If you are applying for a CDA Voucher:

- 1ama Pennsyhvania resident.
» | stwest that | am employed by & Keystone STARS fadility.

= Iwork & minimurm of 20 hours per week or am a participantin a CTE program

1 attest and agree to all of the above.

7. Click Save.

8. Click ‘Finish’ to submit your application for review.

Applicant Attestations and Agreements

+ Application Submitted
‘Your application was successfully submited.

‘You can see the status of your applicstion on the Financial Assiztance tab in your personal profile. Additonal
supporting documentation related to your application can be uploaded by going to your application details page.




