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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 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.

You should review these instructions thoroughly before completing the online report, which will help to eliminate errors and expedite the completion report approval process. Failure on your part to submit a comprehensive report will result in delays in completion report approval and could jeopardize future funding to the fullest extent.

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.

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 should evaluate grant activities and collaborate with other interested parties to draft the year-end report.

Grant Purpose

This grant supports a train-the-trainer approach to developing and delivering meaningful professional development at the local level that will increase effective teaching skills and knowledge for those working with children with Autism Spectrum Disorder.

GME Activation Date: June 30, 2008
Submission deadline:  September 28, 2008

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.
Working in the GME
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 narratives 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.

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. 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.

Programmatic Year-end Report

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
	Contact Information

	1 
	Project coordinator or contact person name
	

	2 
	Phone number (include correct area code)
	

	3 
	E-mail address
	


ASD Team

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

· Parent of a student with ASD

· School psychologist or someone who works closely with students with autism spectrum disorders and with experience in evaluation
· Special educator

· Speech pathologist

Additional team members that contributed to grant team efforts at the local level may have also participated.

Identify the individuals and the job titles of those that attended the training and/or helped in the development of the district’s ASD Action Plan.
WORKSHEET
	Name
	Title

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Test of Success
ADE/ESS/CSPD and the ASD Committee anticipate that team participation in Autism Spectrum Disorder training will lead to continued provision of quality professional development and technical assistance focused on ASD-related issues; implementation of effective strategies by educators and parents; and greater achievement of students with ASD.

The ASD Team worked collaboratively on a comprehensive action plan based on the vision of ADE/ESS/CSPD and the ASD Committee. The plan should target the Service Delivery Outcomes leading to the three critical Student Outcomes identified by the ASD Steering Committee as primary importance. Achievement of the Service Delivery Outcomes and Student Outcomes is the measure of the plan’s effectiveness and determination of the level of success as a result of the training and team effort.

Describe the action plan that was developed and implemented from July 1 2007 – June 30 2008, and the success of the ASD Team in achieving service delivery outcomes and student outcomes.

1. Pre-grant problem(s): Identify the most significant problem(s) in providing appropriate educational services to students with ASD that the public education agency experienced prior to the start of the grant.

2. Action plan focus: Outline the focus of the action plan that targeted the identified needs (i.e., what types of activities were designed to meet the needs, who are the primary recipients of training or technical assistance?).
3. Service delivery outcomes: Describe the level of success or failure of the Action Plan’s capacity to:
· Increase support in the variety of environments where students with ASD receive their education.

· Increase the frequency of professional development offered to parents and personnel in the district.

· Increase the number of schools that have a contact person knowledgeable of ASD issues.

· Increase knowledge of ASD resources outside of the school/district available to parents, students, and staff.

· Increase the number of meaningful individualized IEP goals related to social communication, emotional regulation, and transactional support.

· Strive for positive parent perceptions of service delivery and student outcomes.
4. Student outcomes: Provide examples demonstrating:
· Present levels of performance should reflect individual performance in social communication, degree of emotional regulation, need for transactional support, and level of functional/academic skills based on observation, CBA, and informal assessment.

· Increase in the number of IEP goals met in social, communication, academic, adaptive, and regulatory areas.

· Improved student success as measured by increased participation in a greater variety of activities relative to chronological age.

WORKSHEET
	Action Plan
	Text Boxes

	1 
	Pre-grant problems
	

	2 
	Action plan focus
	

	3 
	Service delivery outcomes
	

	4 
	Student outcomes
	


Product Development
ASD Teams may have developed products such as handouts, brochures, referral process, transition process from pre-school, resource library, parent support group, needs assessment survey, PowerPoint presentations, etc. This section will describe these products and their contribution in the provision of local training and/or technical assistance.

Provide the following information that describes products that were developed to support the ASD Action Plan.

· Identify the product that was developed by the team

· Indicate the purpose of the product or description of the content

· Indicate the target audience

· Briefly describe where or when it has been used/implemented

WORKSHEET

	Product
	Purpose
	Target Audience
	Used/Implemented

	
	
	
	

	
	
	
	

	
	
	
	


Local Event Calendar

The Autism Spectrum Disorder train-the-trainer model of professional development was designed to encourage local training and sharing events spearheaded by the education agency’s ASD Team. This section will describe these training and sharing events.
Provide a calendar of local training and/or information sharing events that took place from July 1, 2007 – June 30, 2008.

1. Event date

2. Trainer/facilitator name(s)

3. Topic and a brief description of what was covered 

4. Target audience (e.g., teachers, service providers, administrators, parents, support staff, etc.)

5. Number of attending participants

WORKSHEET
	Event Date
	Trainer/Facilitator
	Topic/Description
	Target Audience
	# Participants

	

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Follow Up & Technical Assistance
Training and technical assistance follow up ensures that new knowledge and skills are practiced with fidelity and consistency. Follow up provides the trainers or facilitators with valuable knowledge that helps them measure the success of an event as well as additional needs to be addressed. This section will describe the follow up and additional technical assistance provided to staff after initial training or information sharing.
Describe follow-up procedures and stories of success as the result of the in-service training provided from July 1 2007 through June 30 2008. This should include:

1. Participant satisfaction: Summary of participant satisfaction or impact of the in-service training

2. Follow-up procedures: Description of follow-up procedures to validate implementation of new knowledge and skills learned in training

3. Indicators of success: Illustration with examples the indicators of in-service training success. This may include issues such as:

a. More formalized and effective teaching strategies

b. Individual stories of teacher success and/or achievement

c. Improved student achievement or other impact of students with disabilities due to effective teaching

d. Development of more effective communication and working relationships among educators and parents

4. Technical assistance: Description of technical assistance requests, including:

a. Person requesting technical assistance

b. Problem or issue

c. Suggested counter strategies

d. Result

WORKSHEET
	Follow-up & Technical Assistance
	Text Boxes

	1
	Participant satisfaction
	

	2
	Follow-up procedures
	

	3
	Indicators of success
	

	4
	Technical assistance
	


Sustaining Team Efforts
IDEA capacity building grants that focus on training and other models of professional development were designed to help Arizona’s public education agencies affect deep, systemic change in the provision of education services to students with and without disabilities. ADE/ESS/CSPD agrees with the National Staff Development Council’s belief that every educator should daily engage in effective professional learning, which will positively impact student achievement.

Although it is possible for an education agency to receive more than one Autism Spectrum Disorder grant, which provides ADE/ESS/CSPD training to additional staff, it was designed as a train-the-trainer model. It is expected that team members receiving this training acquire the knowledge and skills to provide quality training and technical assistance at the local level. Grantees should be able to put in place some practices that would ensure the continuance of quality professional training and technical assistance when funding ceases.

Explain the practices that have been put in place that will ensure the continuation of quality professional training and technical assistance. These may include:

· Endorsement and support by school administration to ensure continuation of activities
· Incorporation of annual training and skill building activities into the district or school’s professional development calendar and/or strategic plan

· Regularly scheduled one-on-one or group meetings between trained staff and other educators to discuss and plan student-centered issues

· Provision of helpful and appropriate resources with guidelines for their use

WORKSHEET
	Sustaining Team Efforts
	Text Boxes

	0 
	Sustaining team efforts
	


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
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