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PACE Dates to Remember

! September 30th                 Online Monthly Progress Report

! October 4th-6th                   HSGQE make-up exam for 11th & 12th Grades 

! October 28th              Submit 1st Quarter Work Samples

! October 31st              Online Monthly Progress Report

! November 1st                    Kindergarten Profile due

! November 30th              Online Monthly Progress Report

! December 21st              Submit 2nd Quarter Work Samples

! December 30th    Online Monthly Progress Report

! January 27th                                Deadline for 1st semester Purchase                                                 
         Requests.  Original Receipts due

! February 7th-9th             Terra Nova testing 5th and 7th graders

! February 24th             Submit 3rd Quarter Work Samples

! February 29th              Online Monthly Progress Report

! March 31st               Online Monthly Progress Report

! April 3rd - 5th                      Standards Based Assessments grades 3rd-9th

        SBA/HSGQE 10th  Grade
        HSGQE Retest 11th -  12th Grades

! April 6th                              SBA Science testing grades 4th, 8th, and 10th

! April 30th                 Deadline for 2nd semester Purchase Requests
                Online Monthly Progress Report       

! May 15th               Deadline for submission of receipts

! May 25th              Submit 4th quarter Work Samples

! May 25th               Online Monthly Progress Report
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PACE Program Overview
PACE stands for Personal Alternative Choices in Education. The program was developed by the 
Craig City School District in response to the growing demand for alternative educational settings 
within our own district and the State of Alaska. Offering students and parents choices is central to the 
philosophy of the PACE program. PACE employs State of Alaska certified teachers possessing ex-
tensive backgrounds in educational technology to provide a high level of quality assistance and sup-
port to our home school and correspondence students. With the addition of our online classes, PACE 
continues to meet the needs of the diverse educational settings in the State of Alaska. The Craig City 
Schools prepare students to become responsible, global citizens.

Enrollment:  Enrollment begins in the spring for the following school year. 

Student Learning Plan (SLP) (formally Program of Study or POS): After enrollment, families work 
with a PACE contact teacher to complete a SLP containing a selection of books, materials and activi-
ties  that meet the studentÕs needs. Curriculum is  then purchased by PACE and paid for through an 
allotment that is  assigned to each student.  (For more details on a SLP go to PACE Academic Proce-
dures.)

Allotment:  Allotment amounts vary according to grade level and full-time or part-time status.  Funds 
are used to purchase PACE approved educational materials  directly relating to PACE coursework.  
(For more details on Allotments go to PACE Financial Procedures.)

Technology: Students and parents are required to use a computer to access  the Internet.  Families 
must complete online Monthly Progress Reports, Purchase Requests, and conduct email correspon-
dence with PACE. In order to meet this requirement each full-time student has the option to be issued 
a computer.  PACE uses  only Apple computers. Use of a computer is very important to the success  of 
this  program because many students  use the program from a distance. PACE staff can best serve 
families  through messages sent via email and by posting important information on the website. In this 
way, PACE is always available to serve students and families.

Testing: All PACE students in grades 3-12 are required to participate in standardized testing that is 
mandated by the State of Alaska. All high school students, in the State of Alaska are required to suc-
cessfully complete the High School Graduation Qualifying Exam (HSGQE). Students in grades 3 
through 9 will complete the Alaska Standards-Based Assessments (SBAs) in April.  Students  in 
grades 4, 8 and 10 will complete the Science SBA in April.  Students in grades 5 and 7 will also com-
plete the Terra Nova tests in February. 

Learning Centers: PACE maintains Learning Centers in Craig, Ketchikan, and Anchorage.  Aside 
from providing educational consultation, the Learning Centers schedule periodic workshops designed 
to enhance the educational programs of our students. Classes in technology, arts and crafts, foreign 
language, and career development are just a few examples of the exciting opportunities provided in 
the past. These Learning Centers also host special events such as  science fairs, contests  and social 
activities that provide a venue for learning, as well as networking with other parent educators.

PACE Website Information:
PACE maintains a general program information website. This site is useful for general program infor-
mation, important dates and deadlines, workshops, training sessions, and online and downloadable 
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forms.  The web site is: http://www.paceschool.net/.   The Craig City School District maintains a site 
that is useful for general information concerning CCSD K-12 education. The web address is: 
http://www.craigschools.com. 

PACE Enrollment and Eligibility
Enrollment Requirements:

¥ A copy of each studentÕs birth certificate must be on file.
¥ A copy of each studentÕs immunization record must be on file.
¥ PACE will accept students  that are at least five years old but not older than nineteen by Sep-

tember 1st.  Requirements may vary for students with special education needs.
¥ PACE students  must be able to prove that they are residents of the State of Alaska. If a stu-

dent moves out of the State of Alaska, they are considered non-residents and not eligible to 
remain in PACE.  

¥ If extended travel of more than 180 days outside of the state occurs, the student is not eligible 
to remain in PACE.

¥ Students enrolled full-time in PACE must not be enrolled full-time in any other public school in 
the State of Alaska.

¥ A Student Learning Plan (SLP) will be completed with the assistance of a PACE teacher after 
enrollment.  (For more details on a SLP go to PACE Academic Procedures.)  

¥ PACE will submit a Release of Records form for enrolling students who have previously at-
tended other schools.

¥ All PACE parents must agree to have monthly contact with a PACE teacher. Submitting 
Monthly Progress Reports are also required. 

¥ All PACE parents  must agree that all non-consumable materials purchased or reimbursed with 
District funds are the property of PACE and will either be returned or purchased from PACE 
upon withdrawal from the program.

¥ All PACE parents must agree that students in grades 3-12 will participate in standardized test-
ing

¥ Initial enrollment after the end of September will result in reduced student funding. These re-
duced funds may be used only for core curriculum.

¥ High school students must be enrolled in formal correspondence classes, guided by a certified 
teacher.

Dual/Part-Time Enrollment In Another Public School: 
¥ Students may concurrently enroll part-time with PACE and part-time with another public 

school. Dual enrollment is contingent upon agreement of terms between both districts. If a stu-
dent opts to take one or two classes from a local public school, the family must notify us im-
mediately. Funding is weighted in favor of the district of residence, therefore that district re-
ceives 25% of the state funding for each class that the student takes at a local school, regard-
less of how many classes are taken through PACE.  Consequently, a student's  PACE allotment 
is reduced by 25% for each class taken at a local public school. 

¥ Part-time enrollment is most typically done at the high school level. At the elementary level, 
one class is defined as one hour per day.

Dual Enrollment In A Private School:
¥ Students may concurrently enroll with PACE and with a local private school.  
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¥ No money or materials purchased with PACE funds may go into the private school. 
¥ No funds may be paid directly to a private school or private school employee for any materials, 

services rendered or programs offered (examples: camps, tutoring etc).

Reporting:
 Monthly Reports

o State regulations require that monthly contact be maintained by the PACE parent and 
the PACE teacher. To achieve this goal and maximize the quality of this  interaction, 
PACE requires that online Monthly Progress Reports be completed by the last day of 
every month.  The PACE teacher will then contact the PACE parent to verify this infor-
mation and provide assistance where necessary.  (For more details on Monthly Reports 
go to PACE Academic Procedures.)

o PACE will document all contact attempts. If no contact with parents or students is 
documented after 60 days have passed, parents  will be sent a letter stating that they 
have 10 days to comply with the reporting requirements. Students may be withdrawn 
after 10 days have passed, if no parent response has occurred.

 Quarterly Reports (Work Samples)
o State regulations require that PACE teachers  review student progress on a quarterly 

basis. 
o Work samples are accepted at any time and are required on a quarterly basis.  (For 

more details on Work Samples go to PACE Academic Procedures.)

State Mandated Testing:
¥ Participation in state standardized tests is a requirement  for continued enrollment in PACE.
¥ Alaska Standards-Based Assessments (SBAs) are mandatory for students in grades 3-10.
¥ SBAs will be administered April 3-5, 2012 . Please plan to be available during this time pe-

riod for testing.  In order to adequately prepare seating and bus schedules, your RSVP is  ap-
preciated.

¥ The High School Graduation Qualifying Exam (HSGQE) is  administered to students in grades 
10 and up, and sections may be taken repeatedly until students pass all of the test.  Make-up 
exams for the previous school year will be October 4-6, 2011.  HSGQE exams will be 
April 3-5, 2012.   Please plan to be available during these time periods for testing. 

¥ Students in grades 4, 8 and 10 are required to complete the Science SBA.  The Science SBA 
will be administered April 6, 2012.

¥ PACE partners with local educational institutions around the state to provide testing sites for 
our students. If it is  not possible to attend a testing site, PACE will make arrangements for an 
adult in your area to proctor the state-mandated exams.  Please contact the PACE Director at 
least one month prior to the testing dates to make arrangements. These dates are posted on 
page 4 under Dates to Remember. They are also found on the PACE website, the PACE 
monthly newsletter, and at each PACE Learning Center.

¥ Failure to participate in state mandated testing may result in withdrawal or denial of re-
enrollment privileges.

¥ Test results will be made available to individual families when scoring is completed.
¥ PACE students in grades 5 and 7 are required to participate in the state-mandated Terra Nova 

tests in February.  The Terra Nova tests will be administered February 7-9, 2012.
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PACE Academic Procedures
Non-Discrimination:

¥ PACE and the Craig City School District comply with all Federal and State Anti-Discrimination 
Statutes and Regulations.

Standards-Based Education:
¥ The approved curriculum for PACE and Craig City School District aligns with the Alaska Con-

tent Standards.

Release of Records:
¥ In compliance with the Family Education Rights and Privacy Act of 1974, PACE will submit a 

Release of Records form for enrolling students who have previously attended other schools. 
¥ PACE will collect and maintain grade reports, Monthly Reports, and the Student Learning Plan 

in a permanent file for each student enrolled in PACE. Other relevant information such as stu-
dent information, educational purchases, testing data, and Work Samples will also be kept on 
file for each student.

¥ Only required information will be included when a Release of Records is requested by another 
educational institution.

¥ Students enrolling in other public or private schools after being enrolled in PACE may request 
a Release of Records.  This request must be made to the PACE Office in Craig.  See Directory 
for contact information.

Transcripts:
¥ Transcripts are required in order to place students in classes.
¥ Transcripts are maintained for all students enrolled in PACE and are available for inspection 

during regular business hours.
¥ Official transcripts (based on work completed with PACE and prior school records) may be re-

quested via our online form at http://www.paceschool.net. Please allow two weeks for tran -
script requests to be processed.  All PACE property must be returned before official 
transcripts will be issued.

Academic Year:
¥ The Fiscal/Academic Year for PACE begins on July 1st and ends on June 29th.
¥ Please check with your local Learning Center for holiday and vacation closures.

Grade Level Placement:
¥ PACE will accept Kindergarten students who are at least five years old by September 1st.
¥ Grade level placements up to and including grade 8 will be based on age unless otherwise 

specified by the parent.  For alternate grade placement, documentation of work completed will 
be requested.

¥ High school students will be placed according to the number of credits achieved with proper 
documentation. 

Freshman   9th  Grade  0-5  credits
Sophomore  10th Grade  6-10 credits
Junior   11th Grade          11-15 credits
Senior   12th Grade          16-21 credits
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Special Education:
¥ To determine the least restrictive environment for a special education student, a Multi-

Disciplinary Team (MDT) meeting will be scheduled following enrollment.

PACE Teachers:
¥ Students are assigned a PACE contact teacher who is  Alaska State certified in the field of edu-

cation. The PACE contact teacher will assist you throughout the year with both academic and 
financial issues. 

¥ The PACE contact teacher provides  guidance when researching and ordering educational ma-
terials and has an extensive knowledge of K-12 curricula. 

¥ The PACE contact teacher is responsible for reviewing required academic progress reports.
¥ Direct all questions or concerns  to your PACE contact teacher first.  Your inquiry will then be 

directed through the proper channels.
¥ The PACE contact teacher will assign student quarterly grades based on standards the student 

has met through Work Samples and Monthly Progress Reports. Consultation with the parentÕs 
recommendations will also be considered.

Student Learning Plan (SLP):
¥ The Student Learning Plan outlines curriculum, vendors, and anticipated projects and/or spe-

cial assignments. 
¥ The Student Learning Plan will be consulted throughout the year to validate purchase/

reimbursement requests and to verify Monthly Progress and Quarterly Grade Reports.
¥ High school students must be enrolled in formal correspondence classes, guided by a certified 

teacher.
 
 As per State of Alaska Correspondence Regulations (7):

A student enrolled in a statewide correspondence program must take at least 50 percent 
of the student's  coursework through the statewide correspondence program in core 
courses. A Òcore courseÓ is defined as a course of study in English, Math, Social Stud-
ies, Science, Technology or World Languages. Core courses are also courses required 
by a student's Individual Learning Plan if the student is  receiving special education and 
related services  under 4 AAC 52. A district may waive the 50 percent requirement if the 
student is  a senior and needs less than 50 percent of the student's curriculum in core 
courses to qualify for high school graduation from the statewide correspondence pro-
gram in which the student is enrolled. Core coursework performed outside the statewide 
correspondence program may not count towards the 50 percent core course require-
ment.

Curricula Materials:
¥ State regulations mandate that all curricular materials, including textbooks and other instruc-

tional aids, be reviewed and selected by the District School Board. PACE offers a wide variety 
of approved materials to support the philosophy of choice in education. 

¥ PACE teachers are familiar with our vendor lists and are available for personal consultation 
concerning appropriate curricula choices.

¥ Curricula chosen by PACE parents must support the Student Learning Plan.
¥ Curricula choices  are subject to PACE approval and may be ordered at any time during the 

academic year, prior to the reimbursement cut-off date of April 30th.
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¥ State regulations prohibit the purchase of, or reimbursement of, religious or doctrinal materials 
by a school district.  PACE is not able to purchase or reimburse for religious or doctrinal mate-
rials, but PACE does not prohibit the use of any materials in the education of a student.

¥ Materials  ordered will be shipped to the nearest PACE Learning Center for pick-up. For those 
families  living in rural areas not serviced by a PACE Learning Center, PACE will forward the 
materials upon receipt and check-in.

¥ Delivery time varies by vendor.  Allow at least four to six weeks for delivery. Questions  may be 
directed to the nearest PACE Learning Center. Do not contact the vendor directly to inquire 
about an order.

Class Description Form (CDF): 
¥ A PACE CDF must be completed and submitted prior to receiving lessons or tutoring services.
¥ A PACE CDF is  required for all classes in which instruction is  delivered by a third party and 

must show instructor/tutor qualifications. Examples include: tutoring, dance, swimming, or art 
lessons, etc. This form contains timelines, goals, curriculum source, topics covered, projects to 
be completed, and method of assessment. 

¥ Credit will not be awarded for classes that have not been approved through the PACE Class 
Description process.

¥ Reimbursements for courses requiring a PACE CDF will not be made unless the form is on file 
with the PACE office. 

Reporting:  
 Monthly Reports

o Monthly Reports (grades) are given by the parent and should be a reflection of the 
grade/progress the parent feels the child has earned.

o For every month your child is enrolled in PACE courses, online Monthly Reports are re-
quired by the last day of the month.  As these are electronically submitted, it is the re-
sponsibility of the PACE parent to complete these reports and to inform their PACE 
teacher of any technical difficulties.

o Failure to submit Monthly Reports may result in withdrawal or denial of re-enrollment 
and/or reimbursement privileges.

o Parents should print a copy of the Monthly Reports for their records.
o To submit a monthly report:

1. Go to www.paceschool.net
2. Click on ÒLoginÓ under MyPACE.
3. Enter your family group number and zip code.
4. Click ÒLoginÓ.
5. Choose the student for whom you want to report by clicking ÒSubmit Monthly ReportÓ 

next to their name.
6. Find the class and month for which you want to report. 
7. Click on one of the grade choices from the drop-down list.
8. When a grade has been entered for each class, click on ÒSave ChangesÓ.  
9. A confirmation page will appear where you can choose to update grades for another 

student or return to your MyPACE page.
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Quarterly Reports (Work Samples)
o State regulations require that PACE contact teachers review student progress on a 

quarterly basis. 
o Work samples are accepted at any time and are required on a quarterly basis.  
o High School Work Samples (9th - 12th):

" Due quarterly (see Dates to Remember page)
" Required for each course taken
" Grades entered as Monthly Reports must reflect Work Sample grades.
" Non-core courses, such as music, PE, work-study, etc.:  Parents are required to fur-

nish evidence of 75 hours spent in lessons, practice, and/or performance in order to 
receive a semester credit. Please submit a Quarterly Progress Report (QPR) (for-
mally called SCAN & PAL) form which includes time spent in the activity and an ac-
counting of skills learned and progress made (due quarterly).  Please total the time 
spent for each quarter.  These can be mailed, dropped-off at your local PACE office, 
or emailed as PDF, Word Document, JPEG image, etc..

o Kindergarten - 8th Grade Work Samples:
" Due quarterly (see dates to remember page)
" Required for each course taken
" Graded by parent prior to submission
" Grades entered as Monthly Reports must reflect Work Sample grades.
" Can be mailed, dropped-off at your local PACE office, or emailed as PDF, Word 

Document, JPEG image, etc..
" Work Samples returned to family only upon request at the time of submission.

Core Courses: (paper-based)
Four graded pages from each subject- test copies and scores are   excel-
lent Work Samples

Non-core Courses:  (art, music, PE, home economics, etc.)
Submit the Quarterly Progress Report (QPR) form which includes time 
spent in the activity and an accounting of skills learned and progress 
made - due quarterly for each non-core class.  Please total the time spent 
for each quarter. 

Online Courses:  (Core or non-core)
Work Samples are not required for online courses.

Grading Scales:
¥ The Approved Craig City School District Grading Scale (K-3 Grades)

A = Advanced
P = Proficient
D = Developing
I = Incomplete
N/A = Not Applicable

¥ The Approved Craig City School District Grading Scale (4-12 Grades)

A (90-100%)  Outstanding Achievement   4.0 grade points
B (80-89%)  Above Average Achievement  3.0 grade points
C (70-79%)  Average Achievement   2.0 grade points
D (60-69%)  Below Average Achievement  1.0 grade points
F ( 0-59%)  Little or No Achievement   0.0 grade points
I   Incomplete     0.0 grade points
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Grading Practices:
¥ PACE grading is a cooperative effort between the parent and the assigned PACE contact 

teacher. Parents complete the Monthly Reports online. PACE staff then reviews these submis-
sions, checking for alignment with the Student Learning Plan and Work Samples, before offi-
cially submitting the grades to the district for recording.

¥ If no progress is being made in a course, a grade of incomplete (ÒIÓ) will be assigned for each 
quarter.  If there is still no progress being made by June 20th a failing grade (ÒFÓ) will be as-
signed for the course.  Extensions may be granted upon request of the PACE Director/
Principal.

High School Graduation Requirements:
¥ All high school students seeking a diploma from an Alaska state-funded school must pass the 

High School Graduation Qualifying Exam (HSGQE).
¥ PACE offers online classes that fulfill high school credit requirements. 
¥ Home-based high school credit will be based on the Student Learning Plan, Monthly Progress 

and Quarterly Grade Reports, the PACE Class Description Form, and evidence of course 
completion.

¥ Students meeting these requirements will be awarded a Craig City School District Diploma.
¥ PACE High School Graduation requirements are based on those of the Craig City School Dis-

trict. Credit requirements are as follows:

English       4 Credits
Math        3 Credits
Science       3 Credits
Social Studies     3 Credits (.5 must be Alaska Studies/Alaska History)
PE/Health       1 Credits (.5 must be in health)
Electives       7 Credits
Total       21 Credits

College Classes:
¥ Students enrolled and receiving three credits for a semester college class  will also receive 0.5 

high school credits concurrently.
¥ Students must submit a course syllabus and proof of successful completion to receive PACE 

High School credit.

High School Graduation Ceremony:
¥ PACE does not reimburse for graduation related expenses. This includes graduation uniform, 

student photos, announcements, etc. Students are encouraged to fundraise for these items.
¥ PACE parents may opt to organize a graduation ceremony for their students. Where possible, 

a representative from the PACE faculty will participate in this event.

Educational Workshops and Special Events:
¥ ACCIDENTS- PACE and the Craig City School District assume no responsibility for ac -

cidents which may occur during classes, workshops, field trips, or any other activities 
supervised by parents or private vendors.  Parental/Guardian signatures are equivalent 
to indemnification.

¥ PACE Learning Centers offer periodic workshops for both parents  and students. These work-
shops cover a wide variety of topics and content areas.  Only students enrolled with PACE 
may attend workshops.
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¥ PACE requires that a parent or a legal age sibling be present with children during the entirety 
of the workshop or event.

¥ Workshops may be one session or stretch over a number of sessions  depending on the con-
tent. PACE strives to schedule these workshops at times when they will be accessible to the 
majority of area students. PACE may exercise the option to repeat particular workshops due to 
high demand or scheduling conflicts with other local activities.

¥ PACE encourages parent volunteers for activities such as testing, parent-guided workshops, 
and social events.

¥ PACE encourages parents to develop and facilitate workshops for other students and parents. 
The Learning Centers will host appropriate workshops that parents have developed and wish 
to facilitate. PACE will not pay for these services or materials. Some materials may be reim-
bursable with prior approval.

¥ PACE reserves the right to refuse admittance to anyone who appears to be under the influence 
of drugs or alcohol to any PACE sponsored activities.

¥ Previous workshops have included the use of handheld Global Positioning Systems, Apple 
Operating System, Quilting, Science Fair, Pi–ata Making, Web Design, Electronic Slideshows, 
Beach Week Activities, Holiday Stockings, Drawing Class, Ginger Bread Making, Digital 
Moviemaking, Spanish Lessons, Calligraphy, Origami, Computer Repair and Career Develop-
ment.

¥ Other organizations or individuals may organize special events that include PACE students. 
Any event not specifically advertised by a PACE Learning Center should not be considered a 
PACE sponsored event.

Administrative Discretion: 
¥ If there is no written policy for a specific academic or financial situation, the PACE Director/

Principal will make the determination.

Academic Procedure Appeals Process:
¥ While participating in the PACE Program, parents are entitled to appeal any academic decision 

to the PACE Director/Principal. This appeal must be submitted in writing, clearly outlining the 
area of concern. If the Director/Principal's decision is not satisfactory to the parent, the parent 
may then appeal in writing to the Superintendent of the Craig City School District. If this deci-
sion is  not satisfactory, the parent may then appeal  in writing to the Craig City School District 
Board of Education. The decision rendered by the Craig City School District Board of Educa-
tion is to be considered final.

Withdrawal From PACE:
¥ A student may withdraw from PACE at any time.
¥ To withdraw from PACE, please first notify your PACE teacher. A PACE Withdrawal Form will 

be mailed to you.
¥ All non-consumable materials purchased with allotment funds must be returned to PACE upon 

withdrawal.  Parents may be financially liable for damaged or missing items.
¥ Technology equipment on loan from PACE must be returned to PACE upon withdrawal and in 

its original packaging. Parents may be financially liable for technology equipment that is miss-
ing or damaged.

¥ Postage expenses to return non-consumable items are the parent's responsibility.
¥ Purchase requests or reimbursements dated on or after the withdrawal date will not be hon-

ored.
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¥ Student records will not be released until all parent obligations are fulfilled and financial obliga-
tions met.

¥ If a student moves out of the State of Alaska, they are considered non-residents and not eligi-
ble to remain in PACE.

PACE Financial Procedures
Allotment Allocation: 

¥ Students enrolled in PACE receive the following educational allotments for the fiscal year:

Grade Full-time 100% 3 classes 75% 2 classes 50% 1 class 25%

K-2 $1,580 $1,185 $790 $395

3-8 $1,780 $1,335 $890 $445

9-12 $2,180 $1,635 $1,090 $545

   
Allotment and Purchasing Guidelines:

¥ Families  may begin ordering and submitting reimbursements  for educational materials only af-
ter the enrollment  process and Student Learning Plan (SLP) are complete.

¥ 50% of the allotment will be available first semester and the remaining 50% will be made avail-
able for disbursement second semester.

¥ Please budget your allotment funds to benefit your student throughout the year.  
¥ Please budget within the allowed allotment amounts for core, non-core, internet, supplies, 

technology.
¥ Only items that correspond with courses in your studentÕs Student Learning Plan may be pur-

chased with allotment funds.
¥ PACE does not guarantee reimbursement for items which are not approved.
¥ ALL educational expenditures must be completed by the parent using an online Pur -

chase Request  and approved by the PACE staff . For directions on how to complete a Pur-
chase Request go to pages 16-17 under Purchase Request directions.  Please do not ask our 
staff to enter Purchase Requests online. We have computers  available in our offices if you do 
not have access to a personal computer.

¥ There are two reimbursement deadlines: 
1. First Semester Deadline:  All Purchase Requests and receipts dated July 1st 

through December 21st must be submitted by January 27th .
2. Second Semester Deadline:  All Purchase Requests dated December 21st through 

June 30th must be submitted by April 30th .  Receipts dated December 21st through 
May 15th must be submitted by May 15th .

¥ For services occurring after April 30 (2nd Semester Deadline) such as Internet service, les-
sons, camps etc. submit the Purchase Request before the April 30 deadline.  Submit receipts 
by May 15th.  If a complication arises please contact your PACE Teacher.

¥ Changes to purchase requests  can be made only through PACE. Do not alter purchase re-
quests submitted by PACE or attempt to charge anything to PACE. 

¥ All documents required for reimbursement can be found on the PACE website 
www.paceschool.net

¥ Fees for services such as internet, tutoring or lessons must be paid by the parent first then 
submitted for reimbursement. Payment cannot be made by PACE directly to the vendor.

¥ Internet services must be paid by the parent and then submitted for reimbursement.
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¥ Advanced payment for ongoing services such as music lessons, tutoring or internet will not be 
reimbursed more than three months in advance.  Please submit Purchase Requests quarterly.

¥ Purchases are for materials to be used primarily within the current academic year. Materials  for 
the following school year may not be purchased with current allotment funds.

¥ Purchases may not include personal items or any other items not related to the request for re-
imbursement of educational expenses.

¥ Reimbursement for services provided to a student by a family member is not allowed; in this  para-
graph, "family member" means the student's spouse, guardian, parent, step-parent, sibling, step-
sibling, grandparent, step-grandparent, child, uncle, or aunt.

¥ State regulations prohibit the purchase of, or reimbursement for, religious or doctrinal materials 
by a school district. Parents may still use materials of their own choosing in the education of 
their children but PACE is not able to purchase or reimburse for religious or doctrinal materials.

¥ All materials purchased with allotment funds are property of PACE and the Craig City School 
District. If a PACE-purchased or reimbursed item is returned to the manufacturer or supplier, 
PACE must be notified prior to the transaction and the funds must be returned to PACE. The 
student allotment will be credited only after PACE receives the refund.

¥ Materials  purchased with allotment funds may not be donated, returned, resold, or reassigned 
to another student without expressed permission from PACE.

¥ All educational materials must be purchased between July 1st and April 30th. The purchases 
and receipts must be dated accordingly for reimbursement.

¥ If Purchase Requests  are submitted late in the period and denied after the spending cutoff 
date, there will be no option to re-submit requests for other materials or services.

¥ No Purchase Requests  or reimbursements will be processed after the reimbursement dead-
lines.  No exceptions will be made.

¥ ***Do not wait until the last week of January or April to submit your requests, as it will overbur-
den the reimbursement system and processing will be slowed considerably. Further, if all mate-
rials are ordered at the last minute, it is not possible that those materials could be used during 
the current school year and it is unlikely the materials/supplies will be approved.

Purchase Request Directions
 All  educational expenditures must  be submitted using an online Purchase Request.  Please 
do not send your receipts to the Craig office until the Purchase Request has been approved 
by the Teacher.  Admin Approval occurs when receipts are received by the Craig office.  

To submit a Purchase Request:
1. Go to www.paceschool.net
2. Click on ÒLoginÓ under MyPACE. 
3. Enter your family group number and zip code.
4. Click ÒLoginÓ.
5. Click ÒSubmit Purchase RequestÓ.
6. Enter the required information including vendor name, address, phone, fax, website, item 

number, item description, item price, and item quantity. 
7. Respond to questions following purchase details.
8. Click ÒSubmit RequestÓ at the bottom of the page.
9. A confirmation page noting that a  ÒRecord has been addedÓ comes up.  Click the ÒcontinueÓ 

button.
10. To see a purchase request previously entered click the ÒDetailsÓ button.
11. To submit another purchase request click the ÒSubmit Another Purchase RequestÓ link. 
12. To return to your MyPACE page click on Ògo back to MyPACEÓ.
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To check if your request has been approved:
1. Check your email for confirmation or
2. Go to www.paceschool.net
3. Click on ÒLoginÓ under MyPACE. 
4. Enter your family group number and zip code.
5. Click ÒLoginÓ. 
6. Click on ÒLook up a RequestÓ.
7. All of the Purchase Requests you have submitted will be listed.  Find the request you previ-

ously entered.
8. Click on ÒDetailsÓ.

After Teacher Approval, the final step to receive reimbursement (Admin Approval):
1. Go to www.paceschool.net
2. Click on ÒLoginÓ under MyPACE.
3. Enter your family group number and zip code.
4. Click ÒLoginÓ .
5. Click on ÒLook up a RequestÓ.
6. All of the Purchase Requests you have submitted will be listed.  Find the request you previ-

ously entered.
7. Write the ÒPR NumberÓ directly on your receipt along with your family group # and parentÕs 

name or you may use the Receipt Stickers provided by PACE.  (See Receipt details below 
for more information.)

8. Send the receipt, in the green envelope, to the Craig PACE Office at PO Box 800, Craig, AK 
99921

9. After Admin approval and processing, reimbursement will be mailed.

Receipts:
¥ Receipts  should not include personal items or any other items not related to the request for re-

imbursement of educational expenses.
¥ PACE will not accept receipts sent directly from a vendor (tutor/instructor). Parents must sub-

mit the online Purchase Request Form and submit the vendorÕs (tutor/instructor) receipt.
¥ Write the Purchase Request Number or PRN, family group number and studentÕs last name on 

all the receipts or you may use the Receipt Stickers provided by PACE.  Original  receipts  must 
be mailed, not faxed nor emailed, directly to the PACE office in Craig, Alaska.

¥ Price tags are not acceptable, as proof of payment is required.
¥ The PACE Standard Receipt is available to download and print when adequate information is 

not provided on the original receipt.  The Standard Receipt meets State regulations.
¥ Cancelled checks are acceptable for educational services where receipts are not available, 

though Standard Receipts are preferred. Check carbons or copies of checks are not an ac -
ceptable proof of payment.    

¥ The only  purchases that can be encumbered for payment in May or June  are recurring 
monthly charges for services such as Internet, tutoring, lessons and camps. Services can be 
encumbered as long as the Purchase Request form has been submitted by April 30th. 

¥ Payment for services occurring in May or June will be paid upon Admin approval, which occurs 
after receipts are received, and paid the corresponding month.

¥ Do not wait until the week of April 30th to submit all of your receipts, as it will overburden the 
reimbursement system and processing will be slowed considerably. Also, if the expenses are 
denied for reimbursement at this late date, there will be no option for choosing other materials. 

¥ PACE will not accept responsibility for those who claim ignorance of the final dates for submit-
ting Purchase Requests and receipts.
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Expenses: Allowable
¥ Consumable Teaching/Learning Supplies: Paper, copy paper, pencils, rulers, notebooks, 

workbooks, references, resource books, photocopying, printer cartridges, computer disks, 
monthly Internet, and other general school supply needs. 

¥ Non-Consumable Teaching Materials :  Approved instructional materials or programs, cur-
riculums, courses, texts, teacher manuals and/or supplements, computer instructional soft-
ware, supplementary teaching materials, and computer accessories directly relating to PACE 
coursework.

Expenses: Non-Allowable
As per State of Alaska Correspondence Regulations  (Article 4 ):
Correspondence study programs may not pay for or provide funding for the following items:

1. Family travel, including transportation, food, or lodging; or for expenses during or for 
any travel out-of-state unless a governing body or superintendent of the district ap-
proves expenses incurred in the out-of-state travel that are associated with direct 
instructional activities; in this paragraph, "family travel" does not include travel in 
which a student is accompanied by the student's family for assessments or other re-
quired activities initiated by the district; 

2. annual passes or family memberships to a sports or recreational facility; however, an 
annual pass or membership for the student may be purchased for entry into a sports 
or recreational facility in which the student is provided lessons under the student's 
individual learning plan, if the cost of the pass or membership is prorated to include 
only the cost of the student's instructional time; 

3. fees that allow entrance to a facility in which no instruction directly connected to a 
student's individual learning plan under (d) of this section is given; 

4. religious, partisan, sectarian, or denominational textbooks or other curriculum mate-
rials; 

5. services provided to a student by a family member; in this paragraph, "family mem-
ber" means the student's spouse, guardian, parent, step-parent, sibling, step-sibling, 
grandparent, step-grandparent, child, uncle, or aunt; 

6. clothing, uniforms, physical education equipment, or personal items; 
7. pets and other animals; 
8. furniture; 
9. taxes, testing other than educational assessments required by the district, or parking 

fees; 
10.entertainment; 
11.permanent items that adhere to or enhance the value of a non-school facility; or 
12. items that are considered excessive by the school administrator.

The following items will not be approved:

¥ Religious, partisan, sectarian, or denominational textbooks or other curriculum materials
¥ Toys with no obvious educational value
¥ Technology equipment not specified in the Student Learning Plan
¥ Building, craft, cooking, or art materials not used for a course that is specified in the Stu-

dent Learning Plan (SLP)
¥ Tools for a home business
¥ Cleaning supplies or equipment
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¥ Picture framing, matting, or related services that are not specified in the Student Learning 
Plan

¥ Parent classes or training
¥ Leasing or renting of equipment 
¥ Maintenance on musical instrument or sporting equipment 
¥ Furniture including music and art stands
¥ Educational application or testing related expenses (i.e. scholarship applications, SAT 

tests)
¥ Postage for return of materials, mailing of Work Samples, or receipts for reimbursement. 

Postage for sending assignments for grading.

Lessons and Tutoring:
As per State of Alaska Correspondence Regulations (6):
Statewide correspondence study programs, or a parent of a statewide correspondence study 
student who receives an allotment from the correspondence study program, may contract with 
a private individual to provide tutoring to a student in a core subject described in Paragraph 7, 
or in fine arts, music, or physical education, if:

a. The instruction is not provided by a private school or sectarian educational insti-
tution; and

b. The instruction is part of the Individual Learning Plan (or SLP) designed for the 
student; and

c. A certified teacher who is  highly qualified under 4 AAC 04.210 to teach the sub-
ject or the grade level, if applicable , and who is employed by the program, has 
the primary responsibility to plan, instruct, and evaluate the learning of the stu-
dent in the subject.

Technology Financial Procedures: (For more information on technology see page 20 under Tech-
nology.)

¥ Peace of Mind Plan:  In an effort to safeguard families who choose to use a PACE computer in 
the home from loss or damage charges, PACE will deduct $300.00 per year for four years  from 
the student allotment for new computer.  Upon a final buyout payment of $1.00, the student will 
then own the computer. Malicious damage or damage not covered under the extended war-
ranty is  an out-of-pocket $100.00 fee that may not  be taken out of allotment. This covers the 
cost that the school district pays for the insurance on the computer.  

¥ Computer Buyout:  This refers to the option for a family that chooses to not be enrolled with 
PACE after the start of the four year contract, to buy the computer. The buyout cost is the pro-
rated balance of the contract.  The buyout cost for the computer is pro-rated on July 1st of 
every year.  Allotment funds will not be available to use for computer buyout.

Summer Camps:
¥ Summer camps will be approved only for parent purchase with reimbursement. PACE will not 

participate in the enrollment process. 
¥ If the dates of the camp cross into the following school year the reimbursable amount will be 

prorated for the current school year and the remainder will need to be submitted the following 
school year. 

Administrative Discretion: 
¥ If there is no written policy for a specific financial situation, the PACE Director/Principal will 

make the determination.
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Financial Appeal Process: 
¥ While participating in the PACE Program, parents are entitled to appeal any financial decision 

to the PACE Director/Principal. This appeal must be submitted in writing, clearly outlining the 
area of concern. If the Director/Principal's decision is not satisfactory to the parent, the parent 
may then appeal in writing to the Superintendent of the Craig City School District. If this deci-
sion is not satisfactory, the parent may then appeal in writing to the Craig City School District 
Board of Education. The decision rendered by the Craig City School District Board of Educa-
tion is to be considered final.

Technology
Computers:

¥ PACE provides each full-time student enrolled in the program an Apple computer. 
¥ All computers and other technology equipment provided by PACE remain property of the PACE 

program until the terms of the contract are fulfilled. For more details on Technology go to PACE 
Technology Financial Procedures.) You may not loan or give the computer to anyone.  You 
may not take the computer out of the state of Alaska without prior written permission.  The 
permission form is available on the PACE website and may be downloaded and printed.  Com-
plete and fax, mail or submit the permission form to your PACE teacher for approval.  The form 
is also available at your local PACE Learning Center.

¥ PACE will provide repair and/or replacement of PACE computers as necessary.  If a computer 
is damaged through user misuse or neglect, the parent is responsible for the $100 deductible 
fee to repair or replace the machine.  This amount may not  be taken out of the allotment.

¥ Do not attempt to repair or replace hardware or software.  Contact the nearest PACE Learning 
Center. This may void the warranty and incur extra expense to the user. 

¥ Do not install third-party hardware such as DVD drives, CD burners, wireless cards, sound or 
graphic cards, etc..  Contact the nearest PACE Learning Center.

¥ PACE parents will sign an Equipment Checkout and Use Agreement form and accept full re-
sponsibility for the supervision of student use and care of the equipment including backing up 
the computer on a regular basis and not affixing labels or stickers to the computer.  There is up 
to $50.00 charge if professional cleaning is required. 

¥ PACE will accept appointments to work with parents and students on computer related ques-
tions and training.  Training will occur prior to issuance of the computer and the parent will ini-
tial that the Technology Guidelines was given to them.

Training:
¥ Online training for Apple computers, is available on the Apple website.  
¥ PACE will provide periodic computer training workshops focusing on online reporting, navigat-

ing Macintosh operating system, basic computer troubleshooting, electronic communication, 
and specific productivity and creative software applications.

¥ Computer training occurs when the computer is issued or when requested by parents and/or 
students.
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Internet 
¥ We require that all enrolled students and/or parents have access to Internet communication via 

email. 
¥ PACE does not provide technology support for your Internet connection. Please contact your 

Internet Service Provider for more information about connecting to the Internet.

Support: 
¥ PACE staff will handle all technology support issues. Please contact the nearest PACE Learn-

ing Center with support questions, computer assistance or technology purchasing questions.  
You can also email questions to paceschool@craigschools.com

 
Technology Guidelines : 
PACE has a Technology Guidelines hand-out. These guidelines include student expectations, parent 
expectations, safety tips, support options, and more.  A parent initialed copy of the guidelines is avail-
able upon completing computer training and signing the technology contract.
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PACE Learning Center and Office Information

Craig Office  ...................................................................................Toll Free 1-877-935-5655
PO Box 800 .............................................................................................Local 1-907-826-3274
Craig, AK 99921 .........................................................................................Fax 1-907-826-2974

Ketchikan Office   ..........................................................................Toll Free 1-866-391-3274
2417 Tongass Ave. #217 ..........................................................................Local 1-907-225-3274
Ketchikan, AK 99901  .................................................................................Fax 1-907-225-3284

Anchorage Office   .........................................................................Toll Free 1-866-864-5491
4105 Turnagain Blvd. E. #12, Suite A  .......................................................Local 1-907-677-0992
Anchorage, AK 99517...................................................................................Fax 1-907-677-0994

Craig City School District  ...........................................................Toll Free 1-877-935-5655
Jim Thomas, Superintendent  
PO Box 800 ...............................................................................................Local 1-907-826-3274
Craig, Alaska, 99921 ....................................................................................Fax 1-907-826-3322

Ron Erickson, Director................................................................... rerickson@craigschools.com
Cheryl Bobo, District Technology.........................................................cbobo@craigschools.com
Cindy Bennett, Administrative Assistant..........................................cbennett@craigschools.com
Jennifer Whicker, Teacher .............................................................. jwhicker@craigschools.com
Mollie Harings, Teacher ................................................................ mharings@craigschools.com
Andy Hakala, Teacher.......................................................................ahakala@craigschools.com
Jeanne Ladd, Special Education Teacher .......................................laddjeanne@gmail.com
Jessica Estes, Secretary ................................................................... jestes@craigschools.com
Shelann Mas, Secretary...................................................................... smas@craigschools.com

PACE Website ............................................................................................www.paceschool.net
CCSD Website ........................................................................................www.craigschools.com
Technical Contact .......................................................................paceschool@craigschools.com
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 Child Find Notice

CHILD FIND Is our way of reaching out to the residents of the Craig City School District. We want to locate and identify 
each qualifying child within the districtÕs boundaries who are entitled to special education services and are between the 
ages of 3 and 21.

Qualified professionals are available to screen children in the following areas of development:
Cognition /Language Profile- nonverbal (pointing) and verbal (speaking) tasks. Children match pictures, recognize and 
name pictures, and answers questions about letters and numbers.
Articulation Survey  Ð measures childrenÕs speech production by sampling sounds in initial, medial and final positions in 
20 common words.
Fine Motor Ð muscle coordination in the hands used for functional skills such as beginning paper/pencil, cutting, self-
help and manipulative tasks.
Gross Motor Ð large muscle movement involving coordination and motor planning for activities such as walking, run-
ning, hopping, climbing, throwing and catching.
Self-Help Ð ability to care for personal needs in the areas of dressing, toileting, hygiene and eating skills with age-
expected independence.
Social/Emotional Ð ability to play, joins in, attend to, and interact with adults in structured and unstructured environ-
ments.  Also observed are expression of feelings, self-esteem and concern for personal safety. 

CONFIDENTIALITY: The screening results will be confidentially shared with parents.

The Craig City School District provides free comprehensive educational services to all children ages 3 through 21 who 
qualify for special education in the following areas:

#   Autism
#   Deafness
#   Deaf-Blindness
#   Early Childhood Developmental Delay
#   Emotional Disturbance
#   Hearing Impairment
#   Specific Learning Disability
#   Mental Retardation

#   Multiple Disabilities
#   Orthopedic Impairment
#   Other Health Impairment
#   Speech or Language Impairment
#   Traumatic Brain Injury
#   Visual Impairment

Children experiencing disabilities are guaranteed a free appropriate public education. 

Preschool Special Education
Elementary Special Education
Secondary Special Education
Speech/language service, psychological evaluations, 
physical therapy and occupational therapy

Federal and state laws and regulations require that the Craig City School District makes available a free appropriate public 
education (FAPE) to all school age children in the district.  Some students with physical, mental or emotional impairments 
may need special education in order to benefit from the educational program offered by the district.
FOR MORE INFORMATION
 
Contact: Jeanne Ladd
Craig City Schools / PACE
Child Find Coordinator
(907)677-0992   Toll Free  866-864-5491
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