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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 June 30 at the end of 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 Celia.Kujawski@azed.gov.

Grant Purpose

This grant supports team members in guided professional development that is focused on initiating and sustaining reading systemic change for improving teacher instructional skills and student achievement.
GME Activation Date: June 30, 2009
Submission deadline:  September 28, 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
These instructions will help to identify team and student successes and other data that is significant to the ongoing assessment of this training’s effectiveness. Please carefully review the document and use the worksheets provided within to develop the programmatic completion report. ADE/ESS requires a comprehensive report of each team’s movement toward achieving the training objectives. An inadequate report will be rejected until enough information is provided to satisfy the programmatic report requirements. This will result in delays in completion report approval and the disbursement of second year funding.

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, it is strongly recommended that the completion report narrative be developed off line. It is easy to copy and paste from the worksheets to the appropriate online text boxes. Rejection of a completion report with excessive errors will be left to the discretion of the ESS training coordinator and/or capacity building grant coordinator.

This is the team’s opportunity to share the successes that have been achieved to date due to the training, interventions, services, and strategies that have been implemented. The grant’s project coordinator and team should evaluate training activities and collaborate to draft the report.

Project Contact Information

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

	1 
	Project coordinator or contact person name
	

	2 
	Phone number (include correct area code)
	

	3 
	E-mail address
	


Each school team must complete the sections between the green bars that reflect their individual school’s successes and outcomes.

Reading Team Progress
Team engagement activities focused on the development of the reading action plan. The action plan should incorporate the utilization of strategies learned by the team and the sharing of these strategies with other school staff and parents to meet the reading needs of their underperforming students. ADE/ESS/CSPD expects that each team has made substantial progress over the past year in achieving the training outcomes:

· Understand the process of implementing systemic change in order to enhance and improve reading instruction

· Create individualized school action plans to bring about systemic change in delivery of reading instruction

· Learn and apply the five critical elements of reading instruction

· Utilize Curriculum Based Measurement for on-going student benchmarking and progress monitoring throughout the school year

· Utilize assessments, data-driven, instruction, and intervention methods to meet student needs

· Analyze assessment data to drive instructional practices

· Utilize differentiated instruction, accommodations and modifications to maximize success for  all students within the general classroom
Use the following topics to identify team progress made to date in initiating and sustaining improved teacher instructional skills and student achievement:
1. Provide the name of the school that was represented by a Reading Team.

2. Overview of the problem: Describe the problem or situation that contributed to low reading achievement in the school that existed prior to the start of the training.

3. Plan implementation: Explain how the team initiated and implemented a plan for systemic change in reading.

4. Progress monitoring: Explain how the collection of CBM data and the use of progress monitoring helped in guiding the instruction delivered to students with and without disabilities.

5. Intervention groups: Explain how the staff arranged intervention groups per grade levels.

6. New instructional methods: Describe how the staff incorporated new instructional methods and reading strategies.

7. Differentiated instruction: Explain how differentiated instruction played a part in success for all students.

WORKSHEET

	Reading Team Progress
	Text Boxes

	1 
	School name
	

	2 
	Overview of problem
	

	3 
	Plan implementation
	

	4 
	Progress monitoring
	

	5 
	Intervention groups
	

	6 
	New instructional methods
	

	7 
	Differentiated instruction
	


Reading Team

Full participation as team members for each school was required by the following individuals:

· Building administrator

· General educator

· Special educator

Two additional optional team member chosen by the applicant may have been added to the team. 

Identify the school team members that attended the training and developed the school’s reading action plan.

WORKSHEET

	Name
	Title

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Satisfaction Survey

ADE/ESS/CSPD is interested in your perceptions of this 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.

	Satisfaction Survey

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

	2 
	“2” or “1” response comments
	

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

	4 
	“2” or “1” response comments
	

	5 
	The GME online completion report was easy to navigate.
	4
	3
	2
	1

	6 
	“2” or “1” response comments
	

	7 
	I received courteous and helpful assistance from ADE staff.
	4
	3
	2
	1
	N/A

	8 
	“2” or “1” response comments
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