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Worksheets
Use these worksheets to plan and develop the completion report for this grant. The worksheets are similar to the completion report template found in the Grants Management Enterprise (GME) system. Some of the worksheets should be distributed to the student and mentor/supervisor to be completed and returned to the project coordinator. The project coordinator may copy and paste from the completed worksheets to the GME’s completion report template if they are typed and returned in electronic form.
Fiscal Agent Worksheets
These worksheets should be completed by the district or charter school project coordinator or other representative of the designated fiscal agent.

Project & Finance Contacts

Contact information provided on this page will help ADE/ESS establish and maintain communication with the designated fiscal agent.
If the special education director and project coordinator are the same, that person should be identified as holding both positions in the table.
	
	Name
	Phone
	Email

	Special education director
	
	
	

	Project coordinator
	
	
	

	Finance office contact
	
	
	


Public Notice Assurance

The GME system has multiple choice check boxes that you may click on to select the methods you will use to fulfill the Public Notice Assurance requirement. You will not be able to click on the check boxes in this worksheet. Find another way to identify your choice such as highlighting those that apply. If “Other” is checked, be sure to identify the method you used.
	Public Notice Assurance

	1
	Check all the approaches to notification that the applicant incorporated during the grant period to fulfill the Public Notice Assurance requirement. If “Other” is checked, please specify.
	( Newspaper advertisement

( Board meetings
( Newspaper advertisement
( Library
( Website
( Other



Terminated Student

Complete this page if your student was terminated from the program during this program year before finishing degree requirements.

The text boxes in this worksheet and in the GME template will expand to accommodate the typed narratives.
Skip this section if this is not applicable.
	Terminated Student

	1
	Student’s name
	

	2
	Describe the circumstances surrounding the student’s termination from the tuition assistance program.
	

	3
	Describe what has been done, if anything, to recoup tuition funds that were spent for this student during the program year.
	


Provision of Local Support

Describe the local support that was provided to the student during the program year.

	Provision of Local Support

	1
	Provision of support: Describe the services, interventions, resources, etc., that were pledged in the originally funded competitive grant application that were actually provided to the student during the grant year; some examples include regularly scheduled meetings between the project coordinator/mentor/tutor and student; tutoring during difficult coursework; use of facilities and equipment for online courses or homework research on the Internet; release time to attend classes or to participate in a practicum, an internship, or student teaching; identification of materials and supplies needed by the student.
	

	2
	Service for tuition: The FY2012 Tuition Agreement, #12 states, “The district shall make a good faith effort to employ the student as a special education professional in the area of the degree after completing the program and meets certification/licensure requirements for [one year for 30 credits/hours earned]. The district may waive or adjust the length of the service contract depending on unexpected life events.” Before FY2012, grant requirements stipulated that assurances of an exchange of service be provided by the paraprofessional in return for payment of coursework. If the student graduated during the program year, identify the job title and description of the student’s new position within the district. If the district was unable to employ the graduate as a professional, briefly describe the circumstances; and describe efforts made to help the graduate find suitable employment in the area of his/her degree.
	


Completion Report Process Survey
ADE/ESS is interested in the PEAs’ opinions of the completion report process, which include the appropriateness of any downloads and worksheets. 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
N/A = (Regarding the download, “N/A” means that it was not used; regarding contact with ADE/ESS staff, “N/A” means that you did not have direct contact with ADE/ESS staff regarding this grant, either through personal conversation or email).

1. Completion Report Download: Rate the Completion Report Download (adequate instructions; easy to follow and use; etc.).
2. Appropriate info: Rate the appropriateness of the information required for the completion report.

3. Ease of GME navigation: Rate the ease in which you were able to navigate through the GME completion report template.

4. ADE/ESS contact: If you had direct contact with any ADE/ESS staff regarding this completion report and/or the completion report process, rate the helpfulness of the assistance provided and the staff courtesy offered to you. “N/A” will indicate that you did not speak with ADE/ESS staff regarding this grant.

5. Comments: Please provide comments that will allow us to make targeted adjustments to the system and process. If you were somewhat satisfied or not satisfied with any item, please identify the specific problem for you so that we may fix it.

The sample survey below is an example of how this page will display in the GME. Rate each question by clicking on the radio button of your choice.

	C-R Process Survey

	1
	Completion report download
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	2
	Appropriate info
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 

	3
	Ease of GME navigation
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 

	4
	ADE/ESS contact
	4=Highly satisfied

· 
	3=Satisfied

· 
	2=Somewhat satisfied

· 
	1=Not satisfied

· 
	N/A

· 

	5
	Comments
	


Student Worksheets

These worksheets should be completed by the student who received tuition assistance during the program year. Please type your responses in the white text boxes. Return an electronic version to the project coordinator for inclusion in the grant’s online annual completion report. Do not exceed the recommended narrative character limit shown below.
Reflection
The student should evaluate and document observed personal and professional growth, application of knowledge, skill development, and increased achievement of students with and without disabilities.
As you reflect on the impact that the past year in college/university has had on your personal and professional growth, draft that address each point below. Limit the response for each narrative text box to a maximum of 7,500 characters including spaces.
1. Identify the courses that were taken with a brief description of each (information may be taken from the college/university course catalog or course syllabi);

2. Demonstrate your new learning in the classroom by citing examples of your own achievement as well as the success of students (with and without disabilities) resulting from the implementation of a new skill by:

a. Discuss changes in personal attitudes, behaviors, or skills

b. Identify cause-effect relationships (e.g., implementation of a new strategy or technique/changes in attitudes, behaviors, or skills of students that are served by the paraprofessional in the classroom)
c. Analyze challenges

d. If you have completed field work (e.g., practicum, internship, student teaching) during the program year, describing your experience; identify any surprises, challenges, and/or obstacles that arose, and discussing what you did to meet/overcome them

3. Post-graduation (skip if not applicable): If you have completed graduation or program requirements, identify your new position/title and responsibilities.

The text boxes in this worksheet will expand to accommodate the typed narratives.

	Student Information
	Text Box

	1
	Student’s name
	

	2
	Email address
	

	3
	Associate’s or bachelor’s degree
	

	4
	Degree’s credit/hour requirement
	

	5
	Credits/hours earned to date
	

	6
	Anticipated graduation/completion date (MM/DD/YYYY)
	

	Reflection
	Narrative Text Box

	1
	Course identification & descriptions
	

	2
	Demonstration of new learning
	

	3
	Post-graduation (if applicable)
	


Supervisor/Mentor Meetings
To be completed by students who received the first year of tuition assistance through the 2012 IDEA – Paraprofessional Tuition Assistance grant. All others may skip this page.

The Tuition Agreement, #6 states, “The district shall monitor student progress to encourage academic successes and continued program participation eligibility. This will include at least one face-to-face meeting per semester between the student and the district’s designated mentor to discuss issues that arise. Meeting topics and discussion shall be recorded and kept by the student. Semester meeting dates and brief summaries will be reported in the annual completion report; and ADE/ESS may ask to see the meeting notes at any time during participation in the program.”

To add more rows, hit the “Tab” key while the cursor is in the last cell.
	Meeting Date
	Topic of Discussion

	
	

	
	


Courses
Identify all courses that you enrolled in during the program year, including those that you dropped or in which you received an incomplete. Courses must have started after July 1, 2011, and before June 30, 2012, but they may have ended after June 30, 2011. With the exception of those that you dropped or in which you received an incomplete that was not resolved, the courses must have been paid for with this year’s grant. This information must match the transcripts.
To add more rows, hit the “Tab” key while the cursor is in the last cell.
	College/University
	Semester
	Credits
	Course Number
	Course Name
	Letter Grade

	
	
	
	
	
	

	
	
	
	
	
	


Transcripts

Students must mail the original, official transcripts to fulfill grant requirements. Copies of transcripts or internet/web-generated unofficial transcripts will not be accepted. Transcripts must have all grades posted for courses taken during the July 1, 2011 – June 30, 2012 grant year.

Official transcripts must be mailed by September 28, 2012, to:

Celia Kujawski

Attn: 2012 HQP/PTAG Transcripts
1120 N Val Vista Drive, Unit 27

Gilbert AZ 85234

Mentor Worksheets
This worksheet should be completed by the student’s supervisor/mentor. Please type your response in the white text box below. Return an electronic version to the project coordinator for inclusion in the grant’s online annual completion report. Do not exceed the recommended narrative character limit shown below.
Mentor Observations
The supervisor/mentor should provide a brief summary (300 – 500 words) of noted improvements.

The text boxes in this worksheet and will expand to accommodate the typed narratives.

	Mentor Observations
	Text Box

	1
	Mentor observations include:

a. Observed professional growth and personal maturity of the student.

b. Changes in the classroom environment as the student assumed greater responsibilities.

c. Supervisor/mentor name and position/title
	


2
HQP-PTAG C-R Worksheets

Edited 05/28/2012

