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[GME Online Completion Report Name: 2009 IDEA Paraprofessional Training]
For grants ending on June 30, 2009
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 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 the 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

The purpose of this grant is to provide paraprofessionals serving students with disabilities opportunities to expand their knowledge and skills in the delivery of services through the following methods and activities:
1. In-service training based on the specific needs of a district or school and its paraprofessionals. Examples of in-service training topics are foundations of special education; characteristics of learners; assessment and evaluation; instructional content and practice; planning and management; student behavior and social interactions; communication and collaboration; professional and ethical practice; Crisis Prevention Institute (CPI); and cardiopulmonary resuscitation (CPR).
2. Assistance to special education paraprofessionals in passing a formal state or local academic assessment to reach “highly qualified” status.

3. Assistance to special education teachers to improve their knowledge and skills in supervising and mentoring paraprofessionals, which may include in-service training, participation in the CSPD Capacity Building Coach Training, and college or university coursework.

4. Production of paraprofessional policy and procedures (paraprofessional handbook or training manual) or the revision of this document if it has significant areas of weakness.

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 your school 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.

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 training, training activities, and successful outcomes.
	Contact Information [WORKSHEET]

	1
	Project coordinator or contact person name
	

	2
	Phone number (include correct area code)
	

	3
	E-mail address
	


Overview Prior to Grant

Provide an overview of the problem or situation prior to the start of grant. Explain the pre-grant needs of your paraprofessionals and supervising special education teachers that were addressed by this grant.

	Overview Prior to Grant [WORKSHEET]

	0
	Overview prior to grant
	


Services Provided through Grant

Check all the services that were provided and paid for by this grant’s funds. For each service that is checked, a more comprehensive explanation will be required in other sections of this year-end programmatic completion report.

	Services Provided Through Grant [WORKSHEET]

	0
	Check all the services that were provided with this grant
	· In-service paraprofessional training
· Paraprofessional assistance in passing academic assessment
· Teacher supervision/mentoring training


Collaborative Partnerships

Identify up to five relevant collaborative partnerships, regional network affiliations, and other relationships that were developed due to the grant, and give a brief description of the service each offered. Colleges, universities, or organizations that provided coursework or training to paraprofessionals and teachers should be listed.

WORKSHEET
	Partner Name
	Services Provided

	
	

	
	


Policy & Procedures
Limited funding was allowed for grantees to develop or revise their paraprofessional policy and procedures, handbook, or training guide. If funding was used in this way, ADE/ESS/CSPD would like to understand the impact that this new document had on guiding paraprofessional training, behavior, general orientation to their duties, and other areas that were addressed within the document.
Skip this section if it is not applicable.
If funding supported the development or revision of the grantee’s paraprofessional policy and procedures or handbook, provide the following information:

1. Describe the document that was developed or revised and define the purpose

2. Outline the distribution of the document; how it was used during the year; and significant benefits from its use.
	Policy & Procedures [WORKSHEET]

	1
	Description & purpose
	

	2
	Use & benefits
	


Paraprofessional In-service

Quality and effective paraprofessional in-service training is the focal component of this grant. This section will list the paraprofessional training events and the follow-up activities to ensure the application of new knowledge and skills with fidelity that took place from July 1 2008 – June 30 2009.
In-service Calendar
Provide a calendar that includes the following for each training event that was conducted during the year:
· Training date

· Trainer name(s)

· Topic and a brief description of what was covered [Topic/Description]
· Number of participating paraprofessionals [# Participants]
· Summary of paraprofessional response to the training [Participant Satisfaction]; if a satisfaction measurement was not used, briefly describe observed benefits brought into the classroom by participating paraprofessionals due to the training
WORKSHEET
	Training Date
	Trainer Name(s)
	Topic/Description
	# Participants
	Participant Satisfaction

	

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


In-service Evaluation
ADE/ESS/CSPD promotes the use of meaningful data to evaluate the effectiveness of training; to guide decisions in making adjustments or revisions to training; and to pinpoint areas for follow up. We are interested in the evaluative tool that was used to make these determinations. Provide a description that includes:

1. The evaluation tool that was used (i.e., satisfaction survey, pre-post test, etc.) and the measurement used to judge effectiveness (e.g., Likert Scale, collection of comments, etc.)
2. The questions that are asked to measure training effectiveness or participant satisfaction
	In-service Evaluation [WORKSHEET]

	1
	Evaluation tool & measurement
	

	2
	Questions asked
	


In-service Follow Up

Outline how the grantee followed up with the paraprofessionals to ensure that new knowledge and skills gained through in-service training were practiced with fidelity.
1. Description of follow-up activities to validate implementation of new knowledge and skills learned in training.
2. Illustration of in-service training success using examples that that may focus on:

· Individual stories of success and/or achievement

· Improved student achievement or other impact of students with disabilities

· Paraprofessionals better equipped to handle a variety of educational situations

· Development of more effective communication and working relationships between paraprofessionals and supervisors

· More formalized and effective training, coaching and/or mentoring opportunities
· Amended policy and procedures addressing paraprofessional professional development

· Other stories that you would like to share
	In-service Follow-up [WORKSHEET]

	1
	Follow-up description
	

	2
	Indicators of success
	


Academic Assessment

Some grants provided assistance to paraprofessionals to pass a state or local academic assessment. If paraprofessionals participated in this activity from July 1 2008 – June 30 2009, complete this section.

Skip this section if it is not applicable.
Academic Assessment 

Provide information for each paraprofessional who took a state or local academic assessment to achieve highly qualified status during the year. In test date order, list all paraprofessionals, whether or not they failed and re-tested at a later date and passed.

· Date of Test

· Paraprofessional Name

· Indicate whether or not the paraprofessional passed or failed the assessment at this time [Pass/Fail]

WORKSHEET
	Date of Test
	Paraprofessional Name
	Pass/Fail

	
	
	

	
	
	

	
	
	


Academic Assessment Assistance

Describe the assistance provided to paraprofessionals prior to completing an academic assessment:

1. Description of training, tutoring, or other assistance
2. Description of system to monitor activities and accomplishments

3. Outline the next steps for paraprofessionals who did not pass
	Academic Assessment Assistance [WORKSHEET]

	1
	Training, tutoring, assistance
	

	2
	Monitoring system
	

	3
	Consequences for failing
	


Teacher Supervision/Mentoring Training
Grantees were given the opportunity to provide training in supervision and/or mentoring to special education teachers. If funding was used to support this from July 1 2008 – June 30 2009, complete this section.

Skip this section if nothing is applicable.
Teacher Pre-service
Provide information for each special education teacher who completed coursework to improve supervision/mentoring skills during the year:
· Name

· College or university name
· Title of course
· Course description or program overview

Skip this section if it is not applicable.
WORKSHEET
	Name
	College
	Course Title
	Description/Overview

	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Teacher In-service Training

Some grantees may have developed site-based supervision/mentoring training curriculum or hired professionals to provide this training for their teachers. If this was done during the year, provide the following information.
· Number of participating teachers

· Name of presenter or organization that facilitated training

· Training title

· Description of content or of training provided

Skip this section if it is not applicable.
WORKSHEET
	Number
	Presenter
	Title
	Description/Overview

	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Teacher Training Impact

Summarize the impact of the coursework and/or supervision/mentoring training on participating teachers. If possible, document changes in attitudes, working relationships, procedures, increased student achievement, etc., that can be credited to the training.

WORKSHEET
	Teacher Training Impact

	0
	Teacher training impact
	


Satisfaction Survey

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

Instructions

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 [Worksheet]

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

	2 
	“2” or “1” response comments
	

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

	4 
	“2” or “1” response comments
	

	5 
	The GME online application 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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