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IDEA Highly Qualified Paraprofessional

[GME Online Completion Report Name: 2008 IDEA Highly Qualified Paraprofessional]
For grants completing YEAR 1 on December 31, 2008
Sponsored by funds from the 

Individuals with Disabilities Education Act

Completion Report Instructions and Worksheets Download
Introduction

Grants funded through federal sources require a completion report to be filed annually with the Arizona Department of Education (ADE) within 90 calendar days after the completion of each grant year. The annual project period of this two-year grant is July 1 – June 30. The online completion report is activated on the ADE Grants Management Enterprise (GME) on July 1 following each grant year and must be electronically submitted through the common logon by September 28. GME common logon is a protected area on the ADE web site and requires access permission.

If you do not have common logon permission established through your district or charter school, and you have the responsibility to file the required programmatic reports, you must work with your education agency’s business office for assistance and to coordinate fiscal and program reporting. If you need additional clarification, please contact Celia Kujawski, 480-926-0884, e-mail ckujaws@ade.az.gov.

Grant Purpose

The purpose of this grant is to help public education agencies increase the number of highly qualified special education paraprofessionals through college tuition assistance up to associate’s degree in elementary education, early childhood education, or other special education/education related associate’s degree; or in obtaining a Speech-Language Pathology Assistant (SLPA) certificate.

GME Activation Date: December 31, 2008
Submission deadline:  March 31, 2009
Requests for Assistance

Requests for assistance regarding this completion report should be directed to: Celia Kujawski, telephone 480-926-0884, e-mail Celia.Kujawski@azed.gov.

Programmatic Year-end Report

Completion Report Instructions and Worksheets
This is your opportunity to share the successes that have been achieved to date due to the training, interventions, services, and strategies that have been implemented. The project coordinator and/or team(s) should evaluate grant activities and collaborate to draft the programmatic completion report.

Completion report instructions and worksheets are provided in this section of the download document. You should review it thoroughly before completing the online completion report, which will help to eliminate errors and expedite the completion report approval process. Failure on the part of the grantee to submit a comprehensive report of each team’s movement toward achieving the training objectives will result in delays in receiving second year funding and could jeopardize future funding to the fullest extent. The completion report will be rejected until enough information is provided to satisfy the programmatic report requirements.

Note that the GME does not have spelling, grammar, and punctuation check capability, nor is it able to count characters (each narrative box allows a maximum of 7,500 characters including spaces). For this reason and to avoid the loss of data due to an unexpected systems glitch and provide you with the opportunity to conduct actions such as spell check, it is strongly recommended that the completion report narrative be developed off line using the worksheets provided in the download. It is easy to copy and paste from the worksheets to the appropriate online text boxes.

As part of the accountability measure, completion reports will be posted on the IDEA Capacity Building Grant Web Site located at http://ihd.nau.edu/CBG, which will allow the public to view your accomplishments in this area.

Narrative Writing Tips

Please provide narrative responses with enough detail so that it passes the “street test”. This means that someone who knows nothing about your education agency will have a full understanding of how this grant contributed to the alternative program your district implemented to provide services to students with emotional disabilities, and be able to duplicate what you have done to provide a quality and effective training program and services.

Draft the narratives in the text box worksheets that are provided in this document and import them to the appropriate text boxes in the online completion report by copying and pasting from here. Online text cells allow narratives up to 7,500 characters, including spaces. This is about one and one-half pages of text using a font size of 12pt. (Some text cells only require approximately 150 words.) Each narrative cell should provide an appropriate amount of information to give a reasonably detailed picture of the project and project outcomes. Importing text that exceeds 7,500 characters will result in the loss of all information when the online page is saved. To conduct a character count with spaces in MSWord:

1. Select the text within a text box

2. Click on Tools
3. Click on Word Count
Conduct spelling and grammar checks on narratives before importing them to the online application text boxes. Grants Management Enterprise does not have spelling and grammar check capability.

Project Contact Information

Provide contact information for the person who is familiar with this project and can answer questions from the public about the grant, grant activities, and successful outcomes.
WORKSHEET
	Project Contact Information

	1 
	Project coordinator or contact person name
	

	2 
	Phone number (include correct area code)
	

	3 
	E-mail address
	


Pre-service Impact

ADE/ESS/CSPD is interested in understanding to what extent everyone in the classroom benefited from the courses taken by the participating paraprofessionals. A good way to judge this impact is to ask the paraprofessionals as well as the teachers who supervise them to tell us observed application of knowledge, skill development, and resulting student successes.
Provide the following information:

1. Paraprofessional’s name

2. Degree program, endorsement, or certification the paraprofessional is pursuing (i.e., B.S. Elementary Education, Special Education Endorsement)
3. Total number of credits required by the college or university to receive the degree, endorsement, or certification

4. Total number of credits achieved to date that can be applied toward that degree program, endorsement, or certification (including credits from previous coursework)

5. Anticipated graduation date

6. 200 – 300 words from paraprofessional describing the overall impact of coursework on current responsibilities

7. 200 – 300 words from supervising special education teacher/supervisor describing observed benefits coursework had on paraprofessional and, if possible, students
NOTE: To facilitate the process, ask the paraprofessional and supervising teacher to provide an essay in electronic form. Make sure that you do a spell check on the essays before cutting and pasting them into the online GME completion report.
WORKSHEET
	Pre-service Impact

	1 
	Paraprofessional name
	

	2 
	Degree, endorsement, or certification
	

	3 
	Total credits required to receive degree, endorsement, or certification
	

	4 
	Total credits earned toward degree
	

	5 
	Anticipated graduation date
	

	6 
	Paraprofessional 200 – 300 word essay
	

	7 
	Supervising teacher 200 – 300 word essay
	


Completed Coursework

By accepting the funding, the public education agency agreed to maintain copies of transcripts for each funded paraprofessional. Transcripts help the project coordinator to ensure a paraprofessional’s continued eligibility to receive tuition and related cost assistance by meeting the 3.0 GPA requirement. They also track the coursework taken toward completion of degree requirements.
Use transcript data to complete this section. At this time, copies of all transcripts for coursework taken during the January 1 2008 – December 31 2008 time period must also be forwarded to:

Celia Kujawski

Exceptional Student Services

1535 W Jefferson Street, Bin 24

Phoenix AZ 85007
Provide information for each college course completed by the paraprofessional during this grant year. Courses must have started after July 1 2007 and before June 30 2008. Courses may have ended after June 30.
· Name of college or university attended (IHE)

· Course number and title
· Number of credits
· GPA received for that course
WORKSHEET
	IHE
	Course No.
	Course Title
	Credits
	GPA

	

	
	
	
	

	
	
	
	
	

	
	
	
	
	


Satisfaction Survey
ADE/ESS/CSPD is interested in your perceptions of this annual completion report process. Please complete this online survey to the best of your ability. Your honest input will help us to improve our services to you.

Using the Likert Scale below, choose which best fits your feeling for each question.

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

If you responded with a “2” or “1” to any question, please elaborate in the response comments narrative box directly beneath. Provide enough additional information that will allow us to make targeted adjustments.

WORKSHEET
	Satisfaction Survey

	1 
	The completion report download provided useful information.
	4
	3
	2
	1

	2 
	“2” or “1” response comments
	

	3 
	The completion report download was easy to use.
	4
	3
	2
	1

	4 
	“2” or “1” response comments
	

	5 
	Information required for the completion report was appropriate.
	4
	3
	2
	1

	6 
	“2” or “1” response comments
	

	7 
	The GME online completion report was easy to navigate.
	4
	3
	2
	1

	8 
	“2” or “1” response comments
	

	9 
	I always received courteous and helpful assistance from ESS staff.
	4
	3
	2
	1

	10 
	“2” or “1” response comments
	


HQP-1 C-R 2008
Activation: Dec 31 2008

