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TO:​ ​ All ESPA Staff Members 
FROM:​​ Gabriella Stetz Jackson, Ed.D. 
​ ​ Director of Professional Learning 
​ ​ gabriella.stetz@d214.org | 847.718.7454 
 

SUBJECT:​ DISTRICT 214 GUIDELINES FOR PROFESSIONAL GROWTH 
The Professional Learning Department is pleased to support the continued professional growth of our ESP 

staff.  

 

Per the Educational Support Personnel Agreement (pages 23-24):  

Tuition incentives will be provided to employees when taking courses to continue their education and to 

provide professional growth in their present assignment and/or another District 214 position. 

 

Program Guidelines:  

 

A.​ Employees in full-time ESP assignment with at least one year of full-time ESP district service will be 

eligible to participate in the program.  

B.​ Tuition support will be provided for up to six (6) semester hours of credit per semester and up to twelve 

(12) semester hours in the summer which may be taken at fully accredited colleges or universities or 

approved institutions of learning. 

C.​ Tuition support will be contingent upon successful completion of the course(s) and will be reimbursed 

at a rate of up to 75% of tuition, not to exceed $250 per semester hour of credit. Tuition 

reimbursement will only be provided during the term of employment.  

D.​ For full-time employees in the district (with at least one year of full-time district service), with a portion 

of their assignment being ESP, the rate of tuition reimbursement will be based on the percent of the 

ESP assignment, following guidelines B & C according to the following formula: Tuition (based on 

guidelines in B) times up to 75% (based on guidelines in C) divided by the percent of ESP assignment 

equals the rate of reimbursement.  

E.​ The program will be administered by a committee consisting of three Board representatives and three 

Association representatives. ESPA committee members will be determined by the Association. The 

decision of the committee is final and not grievable.  

F.​ This committee will be responsible for determining eligibility, reviewing each tuition reimbursement 

request, and approving/denying said request. 

G.​ The Board shall budget $30,000 for tuition reimbursement annually.  

H.​ An employee who has received tuition reimbursement and then voluntarily separates from 
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employment within one (1) school year following the school year in which an approved course was 

completed shall repay the full amount of such tuition reimbursement. Payment shall be through payroll 

deduction to the fullest extent possible. Otherwise, payment shall be due within thirty (30) days of the 

employee’s receipt of a notice of repayment to the District. The District shall be entitled to recover its 

reasonable costs and attorney’s fees if it initiates legal action to collect overdue re-payments. 

​
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Reimbursement Guidelines 

Reimbursement Guidelines include:  

1.​ The maximum number of approved semester hours for fall and spring is 6. The maximum for summer 
is 12 semester hours.​
 

2.​ College coursework must be taken from an accredited institution and meet all standards cited on the 
agreement and policies. ​
 

3.​ The tuition reimbursement seasons are as follows. Courses approved for reimbursement that end 
AFTER these deadlines will be reimbursed at the next reimbursement season.​
 

 

Summer courses end before September 1 

Maximum Credit Hours:  12 credit hours 

Grades and Proof of 
Payment Due in ProTraxx: 

 November 15 

Fall courses end before January 1 

Maximum Credit Hours:  6 credit hours 

Grades and Proof of 
Payment Due in ProTraxx: 

 March 1 

Spring courses end before June 1 

Maximum Credit Hours:  6 credit hours 

Grades and Proof of 
Payment Due in ProTraxx: 

 June 8 

​
 

4.​ Contact your Professional Learning Building Rep to open your Graduate Study Plan: 
a.​Franca Cirrincione – x7732 | franca.cirrincione@d214.org | EGHS, RMHS, WHS, VAN, INA 
b.​Jackie Martino – x7734 | jackie.martino@d214.org | BGHS, JHHS, PHS,TAFV, FVEC 
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Reimbursement Codes / Rates:  
These codes are subject to adjustment based on the PDF committee determinations for reimbursement:  
 

1.​ ESP - 75%  - up to 75% reimbursement, not to exceed $250 per credit hour ​
 

2.​ IU - U214 (formerly Internal University) - $295 per credit hour  
 

 
ESP - Graduate Study Plans - Navigating ProTraxx 

 
Please use the following bookmarks to navigate through the steps and directions for starting and completing 
your graduate studies: 

 

●​ ESP, Administrators, Supervisors Directions for Adding a Course and Applying for Reimbursement 
 

●​ Requesting Reimbursement Upon Course Completion 
​
 

ProTraxx - ESP, ADMINISTRATORS, SUPERVISORS 
INSTRUCTIONS FOR ADDING A COURSE FOR REIMBURSEMENT 

 
As an ESP, Administrator, or Supervisor, you will now have one “plan” which lists all courses taken. 

1.         You'll need to start at the district app portal http://portal.d214.org; you can bookmark it if you like. 
1.​ Users must enter their credentials, which are the D214 email address and password. 
2.​ After a successful login, the portal will show all the district apps. 
3.​ Users can search for Protraxx or try to locate the icon: 
4.​ Click on the icon, and you will be authenticated automatically 
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2.​ Click on “Graduate Study” and “My Graduate Study Plans” ​

(If this is a new plan, click on “Create Plan” enter your purpose & “Create Plan” again) 

​  

 
 
3. ​ Click on your current plan (it will be the OPEN plan): 

​  
4. ​ To add a course to your plan, click on Create Course: 
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​ ​
 

5. ​ Fill in the details of your course. Once you are ready, click “Create Course” at the bottom of the screen to 
move on to the next step:​
 

 
 
 

6. ​ Click on 1) Select Group and 2) Select Reviewer(s) (choose Div Head/Supervisor). ​
Click on reviewers and choose your immediate supervisor. ​
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         NOTE: If the registration season is not open for registration - you will not be able to ​

submit the course, it will stay in the “Draft Status”.​

 
 
8. ​ Click “OK” to submit: 

​  
If you need to enter another course, go back to step 5. If you 
are finished, you may log out or click on Back to Grad Study 
Plan to see your entire plan.   

 

What happens next? 

An email will be sent to your Division Head or immediate supervisor who will send it along the approval 

process to the API. After Gabriella Stetz Jackson approves it, you will receive an email stating the course has 

been approved. If you receive an email that your course has been denied, it will tell you why, and what you 

may need to do to get approval (like forgetting to attach course descriptions). 

  

 

After Completing a course, use the following directions to submit for reimbursement:  

ProTraxx - Requesting Reimbursement Upon Course Completion 

​

Contact information for the Professional Learning Program Assistants:​
Franca Cirrincione - x7732 | EGHS, RMHS, WHS, VAN, INA​
Jackie Martino - x7734 | BGHS, JHHS, PHS, TAFV, FVEC​
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Requesting Reimbursement Upon Course Completion 
After the course(s) are complete these are the steps to complete the reimbursement process. 
 

1.​ Login into your ProTraxx - https://app.protraxx.com/login. Select the course(s). Click on “Request 
Payment” (green button) for the course(s) you are requesting payment for. Make sure to only click on 
current courses. 

 

 
2. ​ Upload the required documents (see instructions below):​

Make sure your name and the institution name is showing on all required documents. 

- Proof of completion - unofficial transcript listing the course(s) number, credit hours, and grade(s) of 
the course(s) completed. A screenshot of your final grade with your institution and your name on it will 
also be accepted. Documents need to be saved in a PDF format. 

- Proof of payment - Bill of institution for the course(s) with tuition and fee(s) broken down with your 
course(s) and proof of payment 

**FOR ONLY U214 Course(s) - NO action required - only click on the “Request Payment” button is 
required 

 
Upload Instructions: Under your course, scroll down to "Upload Course Documents" choose "Upload FIle"  
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When all the steps are complete, we will then start processing the reimbursement. ​
 

Reimbursement for coursework (Quincy or otherwise) can take up to three pay periods - depending on when 
reimbursement is required and when the payroll deadlines happen. 
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U214 Registration 

The Department of Professional Learning is dedicated to creating a robust system of professional learning that 

leverages the knowledge and skills of District 214 staff. All U214 courses are designed and taught by D214 

staff members. 

●​ U214 courses can be used for relicensure in ISBE/ELIS. 
●​ ALL U214 courses qualify toward the three-hour vertical advancement requirement. 
●​ If you are close to completing your +30 or +60, U214 is a great and affordable option. The cost 

is $295 per credit hour and reimbursement is $250 for each credit hour!  
●​ ALL U214 courses are guaranteed approval on your plan. ​

 
Please use the following bookmarks to navigate through the steps for U214:​

Registering for a U214 Course and Enter Course on Your Graduate Study Plan 

U214/Quincy - Setting up an Account 

First Time Taking a Course? Submit an Application 

After U214 Registration Closes - Add Your Course in Your Quincy Account 
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ProTraxx - REGISTERING FOR A U214 COURSE 

1.​ Log in to https://app.protraxx.com/login  
 

2.​ Click on the “Catalog” tab and scroll down to the “Classes”. If you don’t see this – ​
click on “my eztraxx” first. 

 

 
 

3.​ Scroll down and choose the course in which you would like to enroll. Make sure you choose the 
correct course. (The course may be listed in 2 different Topic Locations, just choose one – it doesn’t 
matter which one.) 

4.​ Click “Details” link to open a specific PD activity: 
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5.​ View Class page displays options to “Enroll” individually and “Add to Cart” for multiple 
enrollment transactions: 
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Enroll Payment Course 

 

Enter Address information and School 
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Enter Credit Card Information 

 

Optional – Add Graduate Study Plan 
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6.​  If you add to graduate study plan you will be redirected to your plan so you can submit the 

graduate study course. 
7.​ If you are not adding to the graduate study plan you will be redirected to the enrollment 

management screen. 

My Enrollments/Awards 

 

 
8. After you receive your receipt and confirmation. Now enter your U214 course(s) to your graduate 
study plan.  
 
9. Lastly when the PL registration closes enter your course(s) on Quincy (U214/Quincy - Instructions for 
Setting Up an Account). 
 
10.After completing a course, use the following directions to submit for reimbursement:  

ProTraxx - Requesting Reimbursement Upon Course Completion 
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U214/Quincy - Instructions for Setting Up an Account:  
*Read this first — Once you receive notice that a course will run, you will also need to register for 

courses with Quincy as well - this step enables you to receive a transcript from Quincy.  
 
In addition to registering with Quincy please make sure you have first enrolled and paid for the U214 course(s) 
(ProTraxx - Registering For U214 Course) and then also enter your U214 course(s) on your graduate study 
plan. The last step is to register with Quincy on the student portal. 
 

In order for Quincy to provide a final grade and transcript it is necessary to register the U214 course(s) on the 

Quincy website.  

1)​ If you have an account with Quincy and know your log-in information;​ you can register for courses by 

logging into the portal and following the instructions on page 2.  

2)​ If you have taken courses in the past, but do not remember your log-in information, send an email with 

your name (and ID # if possible) to pde@quincy.edu ​  
3)​ If you don't have an account or have not taken a U214 course for the past few years or are “new” ​then 

submit the​ “​PDE Online Application​”​ ​(see instructions below)  

First time taking a U214 course - submit an application 

Here are the instructions to submit an application:   

Please make sure to use your ​D214 email address​ so you are identified as a D214 employee.    

1.​ Go to ​my.quincy.edu  

2.​ Click ​"​Academics​"​ on the top ribbon  

3.​ On the left side of the page, under Academics, click ​"​PDE Enrollment Form​"  

4.​ Click on ​"​PDE Online Application​"  

5.​ Fill out the application and press ​"submit"  

  

After you submit the​ “​PDE Online Application​” and it is processed, a "welcome email" will be sent to you. 

After receiving the "welcome email", finish setting up your account. This is when you are able to add your 

classes. When adding your classes make sure to be on your Quincy student portal. ​
 

Note: It will take a few days for the "welcome email" to be sent. Please do not submit a second application. 
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You should only need to fill out the form one time. ​Please, save your username and password in a secure 

location.​ You will need it the next time you take courses with U214/Quincy.  

After U214 Registration Closes:   

*Read this first — Once you receive notice that a course will run, you will also need to register for 
courses with Quincy as well - this step enables you to receive a transcript from Quincy.  

Instructions for Registration: 

1)​ Log onto the portal: https://my.quincy.edu/ 

2)​ Select the “Students” tab 

3)​ Click on “Add/Drop Courses” 

 

4)​ Select the term, for ex. “2025-2026 Fall PDE” with the division “Graduate” 

5)​ Press “Search”. Here you will be able to select your course(s)

 

6)​ Checkmark the “Add” box by each course you would like to take. 

7)​ When each course has been selected, click “Add Courses” on the bottom. 
*Please note the screenshots on the directions show where to click but not necessarily the correct term. 
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If you are having any login issues or web related questions please contact Quincy: 

    IT HELP DESK at 217-228-5250 or Email:  helpdesk@quincy.edu 
Professional Learning Resources and Contact Information 

Resources: 
Additional resources may be found in the Professional Learning folder in the District Staff Information folder 

 

Contact the Professional Learning department for any questions: 
 

Gabriella Stetz-Jackson, Ed.D. - Director of Professional Learning​
gabriella.stetz@d214.org |  p. 847.718.7454  

Franca Cirrincione - Professional Learning Program Assistant (EGHS, RMHS, WHS, VAN, INA)​

​ franca.cirrincione@d214.org | p. 847.718.7732  

Jackie Martino - Professional Learning Program Assistant (BGHS, JHHS, PHS, TAFV, FVEC)​
​ jackie.martino@d214.org | p. 847.718.7734 

Lindsay Bucciarelli - Teaching and Learning / CTEP Coordinator​
lindsay.bucciarelli@d214.org | p. 847.718.7739   

 

​
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