Teacher of the Year  (TOY) Guidelines

How does CEA select our Teachers of the Year?
1.     All TOYS must be CEA members for one year immediately prior to nomination.
2.     The individual selected must spend at least 51 percent of his or her work time in classroom instruction.
3.     The individual selected must have taught in correctional facilities for a minimum of two years.
4.     Each region selects its own TOY.  Questions about the nomination and selection process should be directed to the Regional Director or Regional Toy Chair.
I am the Regional Director.  What am I supposed to do?
Either you or a designated regional person such as the TOY Chair should:

1.     Ensure your region selects a TOY to represent the region at the annual conference before May 1st.
2.     Provide financial assistance to send the TOY to the annual conference.
3.     Each region should provide guidance to the selected TOY about:
·     Payment and travel arrangements to the annual conference
·     Guidelines for the information to be sent to the Executive Office for publication in the TOY booklet
4. Either the Regional Director or the Treasurer should send in a completed registration form for the TOY, including either payment of the registration fee or instructions with name and address of where the Executive Office can send an invoice for the registration fee.

5.   Ensure the region submits TOY information to the Executive Office by May 1st.

What kind of information does CEA need?
1.     Biography about the TOY:
·     About 350 words
·     Written in third person
·     Focus on the professional accomplishments and philosophies of the TOY.  Include things like training and background, how long they have been teaching and working in correctional education, what subject area the TOY covers, etc.
·     Please include the name of the facility with city and state
·     Type of facility (jail, state prison, community corrections, etc.)
·     Type of students (adults, juveniles, men or women)
·     Please do NOT include personal information about the person
·     Biography needs to be emailed in MS WORD to the Executive Office
2.     5” x 7” color portrait of the TOY :
·     Head and shoulder shot on a neutral background in contrasting color from person’s clothing.  Do NOT use passport photos.
·     Hardcopy of the photo should be sent to the Executive Office along with an electronic file such as JPEG.  Most portrait studios (Sears or Wal-Mart) will do a great job and can give you a disk with an electronic copy of the picture that will be suitable for printing at minimal cost.
Why all the specific information?
1.     Everyone’s top priority is honoring the TOYS.  We want to include everyone in the booklet.
2.     Local committees are spending a great deal of time re-writing biographies to standardize them.  This affects deadlines and printing costs.
3.     Printers are spending a lot of time working with poor quality pictures.  This also delays printing and increases cost.
How is the TOY information used?
1.     Primary function is the booklet given to attendees at the annual conference.
2.     Information is re-printed in the fall issue of the Journal of Correctional Education so all members can be informed.
3.     Press releases will be done by CEA to the TOY’s local area so communities can recognize the contributions of these incredible professionals.
4.     Published in CEA’s Annual Report.
What is the deadline for submitting the information?
May 1st is the deadline.

Where should I send the information?
CEA Executive Office

Attn:  Erica Houser, Assistant Director

8182 Lark Brown Road

Suite 202

Elkridge, MD  21075

Electronic information should be emailed to ehouser@ceanational.org.

Who do I contact with questions?
Erica Houser is the main point of contact for the TOY information.  She will ensure the information is disseminated to the people who need it.  Telephone is 800-783-1232, extension 10 or 443-459-3080 X10.  Fax is 443-459-3088.
