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Dear Staff Member, 
 
While you may be just starting your career in education, or even if you are a veteran teacher who enjoys 
making a difference with students on a daily basis, have you ever considered what your future holds?  Have 
you ever thought about how to make a difference with students on a grander scale? 
 
Both nationwide and in Princeton, we continue to see our population and student body becoming more 
diverse.  However, our teaching staff and administrative staff lag behind in remaining proportional to that 
growth curve.  Study after study continues to show that students perform better when they “see” themselves 
in their schools, both in the staff as well as educational leadership. 
 
To this end, this booklet could be an exciting “next step” in a potential future career!  If you have ever thought 
about being an educational leader – and even if you have not – take a moment to look through this booklet 
about options and what our new program has to offer to you! 
 
Sincerely, 
 
Michael J. Volpe 
Assistant Superintendent for Human Resources 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Office of Human Resources  
25 Valley Road  Michael J. Volpe 

Princeton, NJ 08540                  Assistant Superintendent for Human Resources 
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As an administrator, I want to ensure that every student is 
represented and has a chance to learn while addressing their 
social and emotional needs.  This educational philosophy 
allows me to support students as they prepare to pursue their 
dreams and future goals. 
 
Crystal Riddick, Educational Leader since 2011, Princeton 
Supervisor since 2017 

 

An educational leader has the ability to not only dream of 
and envision but to also empower and support others in 
creating and leading the educational reforms needed for 
our children to be successful in a rapidly changing 21st 
Century. 
 

Mridula Bajaj, Educational Leader since 2007, Princeton 
Supervisor since 2017 

As a lifelong learner, I strive to engender a love of learning 
in ALL students. Being an instructional leader allows me to 
reach this goal by equipping and empowering teachers 
toward higher levels of collective efficacy. 
 
Keisha Smith-Carrington, Educational Leader since 2003, 
Princeton Supervisor since 2018 
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I believe every student has greatness and the ability to be 
successful!  Being an administrator gives me more leverage 
to help students reach their full potential!   
 
Rashone Johnson, PHS Assistant Principal since 2019 

I became an Educational Leader after almost two decades 
as a classroom teacher. It is the most rewarding career for 
several reasons! As an Educational Leader, it is important 
not to forget what it was like to be a teacher. 
 
Luis Ramirez, Educational Leader since 2012, Principal of 
Littlebrook School since 2017. 
 

Educational leadership offers one the opportunity to act as 
a resource and share his or her experiences, skills, and 
knowledge with those vested in life-long learning while 
helping all recognize their value and full potential. 
 
Stephenie Tidwell, Educational Leader since 2007, 
Princeton Supervisor since 2019. 
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As an administrator, you are able to understand how all 
of the pieces fit together, and how everything is 
intertwined—and you are able to influence, improve or 
change processes and practices to remain student-
focused. Everything we do should always focus on what is 
best for all students. 
 
Angela Siso-Stentz, Educational Leader since 2005,  
PHS Assistant Principal since 2017. 
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Princeton Public Schools Statement on Equity 
Equity in Education 
Imagine a world without racism. A world in which all people move freely and without fear. A world in which 
levels of education and information are accessible to all. A world in which the ideas, contributions, and culture 
of each individual are celebrated.   
 
The mission of Princeton Public Schools is to prepare all children to lead lives of joy and purpose as 
knowledgeable, creative, and compassionate citizens of a global society.   As a district, we want every 
child, regardless of race, religion, country of origin, economic status, sexual identity, gender, gender identity, 
or learning differences, to fully reach their potential. We want to be a school district where systemic bias or 
racism quite simply cannot be found. We know this is immense in scope, and know we have a lot of work 
ahead of us, but we are committed to this work.  
 
Equity Principles 
Educational Equity is about individuals, relationships and systems. A school that is educationally equitable is 
one in which we accept and value all individuals for who they are, and provide the structures, relationships, 
and resources they need to achieve their greatest potential.  It is a school committed to educating globally 
skilled and engaged citizens who will contribute to the creation of a more just world. In achieving equity in the 
Princeton Public Schools, we are guided by the following principles.  

1. We are color brave* – not color blind. 
2. We provide access to academic and extra-curricular opportunities to all – without barriers and with 

support. 
3. We are committed to building a diverse staff reflective of our student body. 
4. We are committed to building and broadening the cultural responsiveness of our staff, students and 

families, specifically, our ability to learn from and relate respectfully with people from all cultures and 
backgrounds. 

5. We are committed to building, supporting, and regularly revising a high quality, diverse curriculum that 
is representative of the world and of the multiple narratives of the human experience. 

6. We are committed to communication with families that is 
o Open 
o Responsive 
o Two-way 
o Inviting 
o Sensitive 
o Inclusive 

7. We are committed to examining our data 
o Objectively 
o Courageously 
o Diversely 
o Regularly 

8. We are committed to upholding a Code of Conduct that is reflective of cultural differences and 
encompasses universal expectations of care, kindness, and restorative justice. 

9. We are committed to getting to know our students as individuals and as learners and to being 
responsive to them in our teaching. 

10. We are committed to practices that cultivate empathy and to the creation of a community in which 
everyone feels they belong. 

  
 
 
 

https://www.ted.com/talks/mellody_hobson_color_blind_or_color_brave
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Racial Literacy and Cultural Responsiveness 
Princeton Public Schools is working on increasing racial literacy and cultural responsiveness among both our 
staff and our students. Racial literacy can be defined in terms of understanding the experiences and 
perspectives of those whose cultures and colors might be different than our own. Racial literacy can be defined 
in terms of our awareness of our own biases. And racial literacy can be defined in terms of our willingness and 
ability to honestly acknowledge racial issues as they arise and work to address them. As a district, we are 
striving to do all of those things. 
 
Investing in a Diverse Staff 
The Princeton Public School District is proud to be a diverse district, with students from many different 
backgrounds and cultures attending our schools. We know how important it is for students to see educators 
who look like them in positions of leadership in their classrooms and schools. We also know that the more 
diversity we have among our educators, the better our schools will be for all students. Our goal is to attract, 
develop, inspire, and retain a diverse workforce within a supportive environment, and to foster pride in our 
vision, mission, and values among all employees. 
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SCHOOL LEADERS’ OVERVIEW 
What level of school leader might you want to be?  Have you thought about being a supervisor or principal?  
Perhaps you’d like to consider being a central office administrator.  As a first step, you need to know how to 
get the certificate required in order to hold any of those positions.  Listed below you will find the criteria 
involved for each type of administrative position.   
 
All candidates for certification as School Leaders, must hold a Master's or higher degree from a regionally 
accredited college or university.  The following titles are available: 

 Supervisor 

 School Business Administrator 

 Principal 

 School Administrator 
 
The Supervisor title is required for both supervisors of instruction and athletic directors who do not hold a 
standard principal's title. The supervisor is defined as any school officer who is charged with authority and 
responsibility for the continuing direction and guidance of the work of instructional personnel. This title also 
authorizes appointment as an assistant superintendent in charge of curriculum and/or instruction. 
 
The School Business Administrator title is required for the chief financial officer of a district. Such positions 
include assistant superintendent for business, school business administrator and assistant school business 
administrator. Holders of this title are authorized to perform duties at the district level in the areas of financial 
budget planning and administration, financial accounting and reporting, insurance/risk administration and 
purchasing. Holders of this title may also engage in facilities planning, construction and maintenance, 
personnel administration, administration of transportation and food services, and central data processing 
management. 
 
The Principal title is required for any position that involves service as an administrative officer of a school or 
other comparable unit within a school or district. Such positions include assistant superintendent for 
curriculum and instruction, principal, assistant principal, vice-principal and director. Holders of this title are 
authorized to provide educational leadership by directing the formulation of goals, plans, policies, budgets and 
personnel actions of the school or other comparable unit and recommending them to the chief district 
administrator, and by directing their implementation in the school or other comparable unit. Holders of this 
title also are authorized to direct and supervise all school operations and programs, to evaluate school staff, 
including teaching staff, and to direct the activities of school-level supervisors. 
 
The School Administrator title is required for any position that involves services as a district-level 
administrative officer. Such positions include superintendent, assistant superintendent, and director. Holders 
of this title are authorized to provide educational leadership by directing the formulation of district-wide goals, 
plans, policies and budgets, by recommending their approval by the district board of education and by 
directing their district-wide implementation. Holders of this title are authorized to recommend all staff 
appointments and other personnel actions, such as terminations, suspensions and compensation, including the 
appointment of school business administrators, for approval by the district board of education. Holders of this 
title are authorized to direct district operations and programs, and to supervise and evaluate building 
administrators and central office staff, including school business administrators. They are also authorized to 
oversee the administration and supervision of school-level operations, staff and programs. 
 
One-Step Certification Process for Supervisors 
The supervisor certificate requires four specific courses. There are no test requirements for supervisor 
certificates. Candidates for supervisor certification who meet the course requirements upon review of their 
credentials will be issued a standard certificate. 
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Three-Step Certification Process for School Administrators, School Business Administrators, and Principals 
STEP 1: Establishing Eligibility – You must obtain your Certificate of Eligibility 
A Certificate of Eligibility (CE) is a credential with lifetime validity issued to persons who have completed a 
degree program of academic study and the applicable test requirements for certification, as noted below.  The 
CE permits the applicant to seek and accept employment in positions requiring certification. 
 
STEP 2: Legalizing Employment and Induction – Provisional Certificate 
A Provisional Certificate is a two-year certificate issued to candidates who have met the requirements for 
initial employment (holder of a CE) and are employed and part of a state-approved residency/mentoring 
program leading to standard certification.  (Please note: Candidates for a supervisor certificate do not have to 
go through the provisional certification process.) 
 
STEP 3: Becoming Permanently Certified – Standard Certification 
A Standard Certificate is a permanent certificate issued to persons who have met all certifications 
requirements, as noted below. 
 
 
CRITERIA NEEDED FOR EACH CERTIFICATE 
At times, requirements can change, so please be sure to cross check the information below with the state 
website for Certification and Induction at https://nj.gov/education/license/sl/ . 
 
1) SUPERVISOR STANDARD CERTIFICATE (ENDORSEMENT CODE: 0106)  
This endorsement authorizes the holder to be employed as a supervisor of instruction and athletic director (for 
those who do not hold a standard principal’s endorsement). The supervisor shall have the authority and 
responsibility for the continuing direction, evaluation and guidance of teaching staff members.  

 Master’s Degree Requirement - A master’s or higher degree is required from a regionally accredited 
college or university. Official transcripts documenting the master’s degree conferral must be 
submitted.  

 Certification Requirement - A standard NJ instructional or educational services certificate, or its out-of-
state equivalent, is required. A copy of this certificate must be presented.  

 Record of Professional Experience - A Record of Professional Experience form must be filled out by 
your employer documenting at least three years of successful, fulltime teaching or educational 
services. Experience completed in a New Jersey public school must be completed under the 
appropriate certificate. The New Jersey Department of Education will make the final determination as 
to whether or not the experience meets NJ regulations.  

 Required Graduate Study - A New Jersey State-approved Supervisor certification program or 12 
semester-hour graduate credits to include the following required areas: 1. Three graduate credits in 
general principles of instructional staff supervision for grades K-12. 2. Three graduate credits in general 
principles of curriculum design and development grades K-12. 3. Three graduate elective credits in 
curriculum design and development. 4. Three graduate elective credits in instructional staff 
supervision AND/OR curriculum design and development. All graduate credits must appear on a 
regionally accredited 4-year college/university transcript.  

 Fee Requirements – as set by the state 
 
2) SCHOOL BUSINESS ADMINISTRATOR CERTIFICATE OF ELIGIBILITY (ENDORSEMENT CODE: 0109)  
This endorsement authorizes the holder to be employed as the chief financial officer of a school district in 
public schools in grades preschool through grade 12. Positions include assistant superintendent for business 
and school business administrator.  

https://nj.gov/education/license/sl/
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 Master’s Degree or CPA Requirement - A master’s or higher degree from a regionally accredited 
college/university OR a copy of a currently valid certified public accountant license is required.  

 Required Undergraduate or Graduate Study - Applicants must complete 18 semester-hour 
undergraduate or graduate credits to include the following required areas: Finance, Economics, Law, 
Organizational Theory, Management or Administration, and Accounting.  All credits must appear on a 
regionally accredited 4 year college/university transcript.  

 Fee Requirements – as set by the state  
 

3) PRINCIPAL CERTIFICATE OF ELIGIBILITY (ENDORSEMENT CODE: 0200) This endorsement authorizes the 
holder to be employed in a position that involves services as an administrative officer of a school or other 
comparable unit within a school or district in public schools in grades preschool through grade 12. Positions 
include principal, assistant principal, vice principal, assistant superintendent for curriculum and instruction and 
director.  

 Master’s Degree Requirement - A master’s or higher degree from a regionally accredited college or 
university in educational leadership, in curriculum and instruction, or in one of the recognized fields of 
leadership or management; OR A master’s degree from a regionally accredited college or university 
and complete a post-master’s program resulting in a certificate of advanced study in educational 
administration and supervision; OR A master’s degree from a regionally accredited college or 
university and complete a post-master’s program in a coherent sequence of 30 semester hour credits. 
The study must be completed at one institution in the fields outlined above; OR A master’s degree in 
educational leadership from an NCATE or TEAC-approved program at out-of-State college or university 
All credits/degree(s) must appear on a regionally accredited 4-year college/university transcript.  

 Required Graduate Study - A minimum of 30 graduate credits, either within the master’s program or in 
addition to it, in the following quality components of preparation to promote student learning as set 
forth in N.J.A.C. 6A:9-3.4(a)1-6, the Professional Standards for School Leaders. These areas align with 
NPBEA standards.  All graduate credits must appear on a regionally accredited 4-year 
college/university transcript.  

 Internship Requirement - Complete a 300-hour internship in educational leadership aligned to the 
professional standards for school leaders in N.J.A.C. 6A:9-3.4 in accordance with the roles and 
responsibilities as a principal, independent of other course requirements. PLEASE NOTE: You must 
submit an original letter to the NJ DOE from the Educational Leadership Department Chairperson from 
the university where your program was completed detailing the hours and assignment of your 
internship experience as part of your application for this endorsement. You may utilize the Verification 
of Program Completion form for this purpose.  

 Praxis II Test Requirement - Please contact Education Testing Service (ETS) to register for the School 
Leaders Licensure Assessment. You must request to have your score sent to New Jersey by coding 
R7666. You must also include your social security number when completing your answer sheet. Only 
official score reports sent directly from ETS are accepted for certification. Not coding the NJ Dept. of 
Education (R7666) or listing your social security number may delay certificate issuance. NOTE: THIS 
DOCUMENT IS MADE IN ACCORDANCE WITH THE RULES CURRENTLY IN EFFECT. REQUIREMENTS, 
PASSING TEST SCORES, AND FEES ARE SUBJECT TO CHANGE WITHOUT NOTICE.  

 Certificate Requirement - A valid provisional or standard New Jersey or equivalent out-of-state 
instructional, educational services or administrative certificate.  

 Record of Professional Experience - Please submit the Record of Professional Experience form which 
must be filled out by your employer documenting five years of successful educational experience 
under a valid provisional or standard New Jersey or equivalent out-of-state certificate. The New Jersey 
Department of Education will make the final determination as to whether or not the experience meets 
NJ regulations.  

 Fee Requirements – as set by the state  
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4) SCHOOL ADMINISTRATOR CERTIFICATE OF ELIGIBILITY (ENDORSEMENT CODE: 0101)  
This endorsement authorizes the holder to be employed in any position that involves services as a district-level 
administrator in public schools in grades preschool through grade 12. Positions include superintendent, 
assistant superintendent and director. There are 3 options to be eligible for a School Administrator. 
 
OPTION 1 (You must meet the following requirements):  

 Master’s Degree Requirement  - A master’s or higher degree from a regionally accredited college or 
university in educational leadership, or in curriculum and instruction, or in one of the recognized fields 
of leadership or management; OR A master’s degree from a regionally accredited college or university 
and complete a post-master’s program resulting in a certificate of advanced study in educational 
administration and supervision; OR A master’s degree from a regionally accredited college or 
university and complete a post-master’s program in a coherent sequence of 30 semester hour credits. 
The study must be completed at one institution in the fields outlined above OR A master’s degree in 
educational leadership from an NCATE or TEAC-approved program at an out-of-State college or 
university; All credits/degree(s) must appear on a regionally accredited 4-year college/university 
transcript.  

 Required Graduate Study - A minimum of 30 graduate credits, either within the master’s program or in 
addition to it, in the following quality components of preparation to promote student learning as set 
forth in N.J.A.C. 6A:9-3.4(a)1-6, the Professional Standards for School Leaders. These areas align with 
NPBEA standards. If you have completed a program in an area other than Educational Leadership, you 
must send both official college catalog course descriptions for review AND an original letter from the 
Department Chairperson at the college or university outlining the course or courses in which the areas 
above are included. All graduate credits must appear on a regionally accredited 4-year 
college/university transcript.  

 Internship Requirement - Complete a 150-hour internship in educational leadership aligned to the 
professional standards for school leaders in N.J.A.C. 6A:9-3.4 in accordance with the roles and 
responsibilities of a school administrator, independent of other course requirements. PLEASE NOTE: 
You must submit an original letter to the NJ DOE from the Educational Leadership Department 
Chairperson from the university where your program was completed detailing the hours and 
assignment of your Internship experience as part of your application for this endorsement. You may 
utilize the Verification of Program Completion form for this purpose.  

 Praxis II Test Requirement - Please contact Education Testing Service (ETS) to register for the School 
Superintendent Assessment. You must request to have your score sent to New Jersey by coding R7666. 
You must also include your social security number when completing your answer sheet. Only official 
score reports sent directly from ETS are accepted for certification. Not coding the NJ Dept. of 
Education (R7666) or listing your social security number may delay certificate issuance. NOTE: THIS 
DOCUMENT IS MADE IN ACCORDANCE WITH THE RULES CURRENTLY IN EFFECT. REQUIREMENTS, 
PASSING TEST SCORES, AND FEES ARE SUBJECT TO CHANGE WITHOUT NOTICE.  

 Experience Requirement  - You must complete five years of successful educational experience in a 
public or nonpublic school, a public or nonpublic school district, or a regionally accredited higher 
educational setting in New Jersey or out-of-State. Please submit an original letter documenting 5 years 
of fulltime educational experience from a school official. The letter should include information about 
full or part-time status, specific assignment and dates of employment.  

 
OPTION 2 (You must meet the following requirements):  

 Out-of-State School Administrator Certificate - You will need to present a copy of a valid out-of-State 
School Administrator certificate. Please also submit a copy of the certificate under which your 
experience was completed if it differs from your current certificate.  
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OPTION 3 (You must meet the following requirements):  

 Valid New Jersey Standard Principal Certificate - Please present a copy of a valid New Jersey standard 
principal certificate.  

 Master’s Degree Requirement - A master’s or higher degree is required. All credits/degree(s) must 
appear on a regionally accredited 4-year college/university transcript.  

 Experience Requirement - You will need to present official documentation of five years of successful 
full-time experience as a principal or assistant superintendent of curriculum and instruction in a New 
Jersey public school or in an approved nonpublic school.  

 Praxis II Test Requirement - Please contact Education Testing Service (ETS) to register for School 
Superintendent Assessment. You must request to have your score sent to New Jersey by coding R7666. 
You must also include your social security number when completing your answer sheet. Only official 
score reports sent directly from ETS are accepted for certification. Not coding the NJ Dept. of 
Education (R7666) or listing your social security number may delay certificate issuance.  

 Fee Requirements – as set by the state 
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Tuition Reimbursement Guidelines 
In order to help you achieve your professional goals and aspirations, a tuition reimbursement program is 
available to you through the Princeton Public Schools! Tuition reimbursement benefits are payable at the 
contractual percentage worked by the staff member seeking reimbursement (example: a 50% contract is 
eligible for up to $750 of the $1,500 allotment). You can be allotted up to $1,500 per year for tuition 
reimbursement, even if you are approved for multiple courses.  However your association in total cannot 
exceed the maximum Board expenditure.  Currently for PREA members, that total is $75,000 
 
Please note that the process for tuition reimbursement goes through multiple internal controls and does take 
a significant amount of time to have reimbursement checks issued to staff members.  Each step of the process 
below is required in order to assure an efficient reimbursement process. 
 
STEP 1 - Requirements for prior‐approval: 

 In order to receive prior-approval, the institution where courses are offered must be accredited under 
State guidelines. For your information, colleges’ and universities’ status on accreditation is available 
here: https://www.chea.org/directories 

 Courses must be applicable to the field of education and directly related to current area of  
assignment. 

 Staff members must understand that a completed application must be submitted on Frontline  
Education – Professional Growth (formerly My Learning Plan and OASYS) and pre-approved before c

 lasses start. 

 Please note that obtaining prior-approval does not guarantee payment until documents are submitted  
by the deadline and/or final approval is given. 

 
STEP 2 - Submitting an application: 

1. Prior to the start of classes, submit an application through Frontline Education – Professional Growth  
(formerly My Learning Plan and OASYS) (under Forms) and attach course descriptions to the 
application. 

2. Once reviewed by the Human Resources office, and prior-approval is given, you should receive an  
automatic email stating so.  Keep in mind that such requests must go through two levels of prior-
approval in the HR office.  To check on the status of where your approvals are, you can always log into 
Frontline Education – Professional Growth (formerly My Learning Plan and OASYS) in order to see.  This 
approval process in the Office of Human Resources takes place approximately every two weeks, not at 
the instant of you submitting the application. 

3. Receiving both levels of prior approval simply means that you have been cleared to take the course  
and that funds from the amounts listed above have been allocated should you later successfully 
complete all requirements for reimbursement. 

 
STEP 3 – Taking the class and after completing the class 

1. Once you receive prior-approval, take and complete your classes and have a minimum grade of B‐, or  
pass (if class is pass‐fail). 

2. Once your class is completed, go back into Frontline Education – Professional Growth and attach the  
following documents to your application and re‐submit/mark complete for final approval.  For 
accountability and efficiency purposes, hard copies will not be accepted by the Human Resources 
office: 

a. Affidavit for Tuition Reimbursement available in “My File Library”.  Be sure to complete, sign, 
and upload. 
b. Itemized proof of payment/receipt – document should show details.  Be sure to upload. 

https://www.chea.org/directories
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c. Original official transcript – again a copy MUST be uploaded, whether you scan a hard copy and 
upload or if your institution sends you an electronic copy, you can upload on your own.  Do not 
forward emails containing a link nor send hard copies to the Office of Human Resources. 
d. Be sure that your course description from your prior approval is still attached.  If it is not, 
please upload it again. 

3. Your paperwork will then be reviewed by the HR office through and go through two final-approvals. 
Please note, this approval process in the Office of Human Resources takes place approximately every 
two weeks, not at the instant of you submitting the application. 

4. After both final approvals, the approved application amount will be included in the Personnel section 
of the next board meeting, notifying the Board and the Business office that all documents and 
amounts have been reviewed and confirmed by the Human Resources office.  The Board would then 
approve the work of the Human Resources department. 

5. Once approved by the board, the application will be sent to the Business Office for processing. 
6. The Business Office will prepare your check and will include the amount of your check in the Business 

section of the next board meeting, not the same Board meeting where it was approved under the 
Personnel section. 

7. Once the check is approved by the board, the checks will be sent out to your respective building that 
week. Please note, if the check is sent during the summer, it will be mailed directly to your residence 
listed in HR. 

 
Frequently asked questions 
Why might I be approved for multiple courses, totaling more than $1500, if that is the maximum I can 
receive?  
Indeed, as stated above, the most money you can be reimbursed is $1500 in one school year (from July 1st to 
June 30th) - regardless as to how many courses have been "approved" for you.  So why is more than one 
course possibly approved?  Simply put, doing so allocates and "holds" that money for you.  Let's say you sign 
up for multiple courses... and during the time you are taking them, you drop one.  Had you not been approved 
for both courses, but just one course assuming you had reached your allocated maximum, you would then 
have to apply for the second course for reimbursement ... and you could be at the back of the line.  Depending 
on when you would have done so, all funds for the year may have already been allocated for other people.  
Similarly, if you receive a grade below a B- in any of the courses you are taking, you would not be eligible for 
reimbursement for that course... so better to have all courses you are taking approved for reimbursement just 
in case. 
 
What are the timelines for each step in the process? 
Payouts are given when courses are completed, all proper documentation has submitted to the HR office, then 
reviewed and approved by the Board, then sent to the Business office, and finally approved by the Board a 
second time for disbursement. The following are deadlines to ensure payment during the year: 

 Documents for final-approval must be received at least two weeks before an upcoming Board meeting 
to be included on the Personnel section. 

 Please note that it takes TWO board meeting cycles to receive your payment.  As stated above, the 
first Board meeting simply informs the Board that the paperwork has been reviewed and an amount 
should be allocated for you, pending Business office processing.  During the second Board meeting, the 
Board will vote to give the Business office authorization to have your physical check approved. 

 The final document deadline for the year is August 1st of the following budget year.  After August 1st, 
you can no longer apply for reimbursement for any courses taken during the preceding year, whether 
you reached your $1500 allotment or not.  Failure to submit final-approval documents by the final 
deadline date will result in the application being dropped. There will be no roll-over applications for 
the following year. 
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I have applied for a course after May 1st.  The course I am taking overlaps two school years.  Am I going to 
get reimbursed from this year’s budget or next year’s budget? 
In this situation, when your course ends determines what budget cycle you are paid out of.  As you know, 
budget cycles in school districts run from July 1st – June 30th of the following year. 
 
In order to facilitate the approval process, we do open up the tuition reimbursement process window two 
months in advance of the new budget cycle being opened.  That means that you can start applying for tuition 
reimbursement for the next school year on May 1st of the school year that you are currently in.  However, 
please take note that in order for your reimbursement to come from the next year’s budget, the course must 
conclude during that budget cycle. 
 
For example: 

1) You sign up for a course on or after May 1st.  The course runs from May 15th – June 15th.  That course is 
paid from the current budget cycle.  If you were already provided with your $1500 reimbursement for 
the year for a course you may have taken earlier in the fall, you will not receive any additional 
reimbursement. 

2) You sign up for a course on or after May 1st.  The course runs from May 15th – August 15th.  As the 
course starts in the current budget cycle BUT ends in the next budget cycle, you will be paid out of the 
next budget cycle.  It’s a new year and if you were reimbursed in the previous year, it does not matter. 

3) You sign up for a course on or after May 1st.  The course runs from September 15th – June 15th.  As 
the course begins and ends in the next budget cycle, you will be paid out of the next budget cycle.  It’s 
a new year and if you were reimbursed in the previous year, it does not matter 
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F.A.C.E Forward Program Benefits 

 
Listed below, you will find a wealth of opportunities for you in the program.  
 

1) Supports – You will learn about specific types of supports available to you in the district as well as 
resources outside of the Princeton Public Schools  

 
2) The chance to shadow a current administrator for a day – Participants will be provided coverage to 

shadow an administrator in their area of future interest for a day.  Please recognize that some aspects 
of every administrator’s day are confidential and you will be allowed to “shadow” what does not 
violate anyone’s confidentiality.   

 
3) Group meetings – Three times a year, all program participants will come together to meet and share 

experiences.  This would be a great time to network with both colleagues as well as administrators 
that you may never have met throughout the district. 

 
4) Invitations to participate on an interview committee – Many hires, but not all, involve an interview 

committee.  Program participants will be invited to participate as an interviewer on such a committee 
in order to see the process from an administrative perspective.  You will also have the opportunity to 
simply observe the process if you do not wish to participate in it.   

 
5) Additional Mentoring as you work on your administrative degree – In addition to whomever you may 

be formally assigned as a mentor for the internship in your program, you will have access to another 
administrator in a confidential setting for additional mentoring and support. 

 
6) Mock interviews for administrative positions – Program participants who wish to hone their 

interviewing skills will be invited to attend mock interviews for generic administrative positions in the 
spring. 

 
7) Certified participants being put into the committee interview level for open positions – There are 

many layers of interviews that take place before a new administrators is hired.  Usually the hiring 
process starts with one or two rounds of screening interviews, then an interview with a committee of 
up to ten stakeholders, and then one or two further interviews with the Superintendent.  Properly 
certified program participants who participate in all facets of the F.A.C.E. Forward program and apply 
for an administrative position will be forwarded to the committee level for an interview.    

 
 
 
 
 


