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GENERAL INSTRUCTIONS SUMMARY
Introduction

Grants funded through this federal source require that a completion report be filed annually with the Arizona Department of Education, Exceptional Student Services (ADE/ESS), within 90 calendar days after the completion of each program year. The annual project period of this grant is July 1 – June 30. The online completion report template becomes active in the Grants Management Enterprise (GME) on June 30 and must be completed according to the criteria in these Completion Report (C-R) Instructions and electronically submitted through the common logon by September 28
. The GME common logon is a protected area on the ADE website and requires access permission.

If you do not have common logon permission, and if you have the responsibility to file the required fiscal and programmatic reports, you must work with your public education agency (PEA) business office for assistance with and coordination of fiscal and program reporting. If you need additional clarification, please contact the ADE Support Center at 602-542-7378 or enterprise@azed.gov.
Use the C-R Instructions for completion reports for the following 2013 IDEA grants:

· Highly Qualified Paraprofessional (HQP) YEAR 6

· Paraprofessional Tuition Assistance

· Paraprofessional Tuition Assistance (PTAG) YEAR 2

· Paraprofessional Tuition Assistance (PTAG) YEAR 3

These C-R Instructions line up with the three supplemental sections in the GME completion report template and the three companion C-R Planners that are described below:
· PEA C-R Planner to be completed by the local special education director, project coordinator, or designee
· Paraprofessional C-R Planner to be completed by the paraprofessional receiving tuition assistance

· Supervisor C-R Planner to be completed by the paraprofessional’s designated supervisor/mentor
Provide a copy of these C-R Instructions and the appropriate companion C-R Planner to the PEA designee, paraprofessional, and supervisor/mentor. The finished C-R Planners should be returned to the PEA designee to be used in the GME completion report template.
Highly Qualified Paraprofessional

This grant was designed to help PEAs increase the number of highly qualified special education paraprofessionals through college tuition assistance for a paraprofessional to receive an associate’s degree in elementary education, early childhood education, or other special education or education-related associate’s degree; or to obtain a speech-language pathology assistant (SLPA) license.

Paraprofessional Tuition Assistance

ADE/ESS designed this grant to address the critical shortfall in qualified special education teachers and related service personnel through college tuition assistance to eligible paraprofessionals who are serving students with disabilities and are working toward:
· A bachelor’s degree in special education or elementary education with special education endorsement;
· A bachelor’s degree in related service professions such as speech-language therapy, physical therapy, or occupational therapy; or
· An associate’s degree or coursework preparation to meet state SLPA license requirements.
Submission Deadline

September 28, 2013
Paraprofessionals must provide original official transcripts to the ADE/ESS designee by this date to fulfill grant requirements before the completion report can receive GME approval (see Official Transcript Requirement, page 5 below, for designee information and mailing instructions).
Contacts for Assistance

Grant Issues

Celia Kujawski, 602-432-3213, Celia.Kujawski@azed.gov (ADE/ESS designee/grant contact)

Ingrid Rope, 602-542-4064, Ingrid.Rope@azed.gov (for Chart of Accounts/USFR questions)

Common Logon

ADE Support Center, 602-542-7378, enterprise@azed.gov
GME Technical Difficulties

Grants Management Office, 602-542-3695, grants@azed.gov


PEA SUPPLEMENT
The PEA Supplement will allow ADE/ESS to fulfill monitoring and accountability responsibilities. This section provides instructions and other important information to help the writer plan and develop the PEA C-R Planner. The local special education director, project coordinator, or designee should add the finished PEA C-R Planner to the finished Paraprofessional C-R Planner, and Supervisor C-R Planner. Copy and paste the information provided in these three documents into the GME completion report template and submit the report by September 28.
Drafting Narrative Responses in the C-R Planner
In the C-R Planner, fill in the blank cells and draft the narrative responses within the text cells provided in that document. We recommend that you limit each narrative to about 500 words per question, although you may exceed this amount if it is necessary. Do not, however, exceed 7,500 characters including spaces. To give you an idea of the amount of text anticipated for each narrative, the entire text under this heading has 229 words, 1,392 characters including spaces.
Conduct a character count and a spell check on narratives prior to saving the document. To conduct a spell check, select a text in the text cell. Click on the “Review” tab; click on “ABC (Spelling & Grammar.” To count the number of characters, select the text. Click on the “Review” tab; click on “Word Count.” 

Save the PYER in Microsoft Word format when the C-R Planner is finished. The PEA designee will be able to copy and paste text from the Microsoft Word document into the Grants Management Enterprise (GME) completion report template to fulfill state and federal grant requirements.

note: Despite the word limitations, completion reports must be specific; narratives that lack specificity will be returned by ADE/ESS for revisions.

If you have any questions about the completion report, including the use of the C-R Planner, please feel free to contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.



Criteria and instructions for completing the PEA Supplement start here. Use the PEA C-R Planner to develop the PEA Supplement (document name HQP-PTAG C-RP (PEA) 2013).
Project and Finance Contacts

Contact information provided on this page will help ADE/ESS staff to establish and maintain communication links with the PEA’s administrative and financial staff regarding this project. PEA staff identified here will be notified of all grant-related issues.

The following information is required for you to complete this section of the PEA C-R Planner:
· Local special education director’s name, telephone number, and email address

· Local project coordinator’s name, telephone number, and email address

· Finance office contact’s name, telephone number, and email address

Public Notice Assurance

The PEA must have documented public (constituent) notification of an awarded grant. This includes ways in which the general public, especially those who have an interest in the provision of special education and related services to students with disabilities, including parents, were kept informed of the paraprofessional’s progress.

The following identifies the action and information required for you to complete this section of the PEA C-R Planner: Check all the modes of notification that the applicant made use of to fulfill the Public Notice Assurance requirement for this grant. The modes include “Newspaper Advertisement,” “Board Meetings,” “School Site Bulletin Boards,” “Library,” “Website,” and “Other.” If “Other” is checked, use the space provided to type what it is (e.g., school newsletter and parent night handout).

Program Termination
ADE/ESS awarded tuition assistance for the paraprofessional with the expectation that he or she would complete degree requirements and be a professional asset to the school and students with disabilities. The PEA put forth a good faith effort to ensure that the candidate selected for this funding opportunity was the best person to meet its unique staffing needs. In the course of personal and/or professional events, however, a paraprofessional may have been dropped from the program.
Complete this section if the paraprofessional was terminated from the program during the program year before finishing degree requirements.
Skip this section if Program Termination is not applicable.
The following identifies the action and information required for you to complete this section of the PEA C-R Planner:
1. Paraprofessional’s name
2. Describe the circumstances surrounding the paraprofessional’s termination from the tuition assistance program. [Narrative]
3. Describe what has been done to recoup tuition funds that were spent for the paraprofessional during the program year. Indicate the amount of funding that was recouped and returned to ADE/ESS. This funding should be included in the financial portion of the completion report as unspent funds.
[Narrative]

4. The local superintendent of schools and the special education director may have decided to waive the requirement for the return of funds by a paraprofessional who has been dropped from the program. If the PEA waived the return of funds requirement, describe the circumstances and reasons for doing so.
[Narrative]

5. The decision to waive the return of funds requirement should be made in consultation with Lisa Aaroe, Director of Recruitment and Retention. Was she consulted prior to waiving the return of funds? (Click on “yes” or “no.”)
note: This is a new grant condition. A PEA that has waived the return of funds will not be penalized; however, the director of recruitment and retention may contact the local special education director or project coordinator to discuss the issue.
Provision of Support

Describe the private, local, state, or other federal resources that were tapped to support the paraprofessional during the program year.

This section of the PEA C-R Planner should include information that addresses the following points:
1. Provision of support: Describe the services, interventions, resources, etc., that were pledged in the originally funded competitive grant application and/or other supports that were not identified that were actually provided to the paraprofessional during the grant year. Some examples include regularly scheduled meetings between the project coordinator or supervisor/mentor and paraprofessional; 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, student teaching, or supervised clinical hours; and identification of materials and supplies needed by the paraprofessional to successfully complete degree-related work.
[Narrative]
2. Service for tuition: The 2012 and 2013 Tuition Agreement, #12 states, “The district shall make a good faith effort to employ the paraprofessional 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.” Grants approved prior to FY 2012 stipulated that an exchange of service be provided by the paraprofessional in return for payment of coursework but did not specify the amount of service time. If the paraprofessional graduated during the program year, identify the job title and description, his or her new position, and the number of years required to fulfill the PEA’s expectations. If the district was unable to employ the graduate as a professional, describe the circumstances; and describe efforts made to help the graduate find suitable employment in the area of his or her degree.

[Narrative]
PEA Survey
ADE/ESS is interested in the PEA’s opinions of the completion report process. This survey will give the PEA an opportunity to rate the documents and the provision of assistance/support given by ADE/ESS staff in the development and submission of the GME completion report.

The following Likert Scale is used: 

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A = Regarding the C-R Instructions and PEA C-R Planner, “N/A” means that it was not used. Regarding assistance provided by ADE/ESS staff, “N/A” means that you did not have direct contact via personal conversation or email with ADE/ESS staff for this grant.

Survey Questions
This section of the PEA C-R Planner template has a survey table that requires you to respond to the following:
1. Rate the C-R Instructions document (informative; adequately descriptive; easy to follow and use; etc.)

2. Rate the PEA C-R Planner (easy to use; facilitated development of the completion report; etc.)

3. Rate the appropriateness of the information that the PEA was required to provide in the completion report.

4. Rate the ease of copying and pasting data from the C-R Planners to the GME application template.

5. 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.

6. 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 problem so that we can address it in future grants.



PARAPROFESSIONAL SUPPLEMENT
The Paraprofessional Supplement will help ADE/ESS to fulfill monitoring and accountability responsibilities. This section provides instructions and other important information to help the writer plan and develop the Paraprofessional C-R Planner.  Return the completed Paraprofessional C-R Planner in electronic format to the local project coordinator.
Drafting Narrative Responses in the C-R Planner
In the C-R Planner, fill in the blank cells and draft the narrative responses within the text cells provided in that document. We recommend that you limit each narrative to about 500 words per question, although you may exceed this amount if it is necessary. Do not, however, exceed 7,500 characters including spaces. To give you an idea of the amount of text anticipated for each narrative, the entire text under this heading has 244 words, 1,471 characters including spaces.
Conduct a character count and a spell check on narratives prior to saving the document. To conduct a spell check, select a text in the text cell. Click on the “Review” tab; click on “ABC (Spelling & Grammar.” To count the number of characters, select the text. Click on the “Review” tab; click on “Word Count.” 

Save the PYER in Microsoft Word format when the C-R Planner is finished and email it or present it on a flash drive to your local special education director, project coordinator, or designee. This will facilitate the work of the person who will copy and paste text from the C-R Planner into the Grants Management Enterprise (GME) completion report template.

note: Despite the word limitations, completion reports must be specific; narratives that lack specificity will be returned by ADE/ESS for revisions.

If you have any questions about the completion report, including the use of the C-R Planner, please feel free to contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.

Official Transcript Requirement
The paraprofessional must provide an original, official transcript of grades for all classes taken during the program year to fulfill grant requirements. The transcript must include classes that started before June 30, 2013, even if they ended after July 1, 2013, and that were paid for by this year’s grant. Copies of transcripts or internet/web-generated transcripts will not be accepted.
Official transcripts must be mailed by September 28, 2013, to:

Celia Kujawski

Attn: 2013 HQP/PTAG Transcripts
1120 N Val Vista Drive, Unit 27

Gilbert AZ 85234
note: Approval of this year’s completion report and release of next year’s grant funds for tuition assistance and textbooks will depend on the receipt of your transcripts by the deadline. Please do not ignore this request to send them as described here.


Criteria and instructions for completing the Paraprofessional Supplement start here. Use the Paraprofessional C-R Planner to develop the Paraprofessional Supplement (document name HQP-PTAG C-RP (PAR) 2013).

General Information
This section of the Paraprofessional C-R Planner should include the following information:

1. Paraprofessional’s name

2. Email address

3. Associate’s or bachelor’s degree (e.g., Associate’s Degree in Applied Science; Bachelor of Arts, Elementary Education with Special Education Endorsement); please do not use acronyms such as AAS or BAEE

4. Degree credit/hour requirement: Number of credits/hours required to complete the degree program (usually 60 for an associate’s degree; 120 for a bachelor’s degree)

5. Credits/hours earned by June 30, 2013: Total number of credits/hours earned by the end this program year that can be applied toward the degree, including transfer and life experience credits awarded and credits earned in past years (this information will be validated by class transcripts)
6. Anticipated graduation/completion date (MM/DD/YYYY)

Reflection
As you reflect on the impact that the past year in college/university has had on your personal and professional growth, draft responses that address each point below.
Information that addresses the following points is required to complete the Paraprofessional C-R Planner:
1. Based on one of the classes that you completed during this program year and that had a significant impact on you, 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. Use the following headings and discussion points in your narrative:
a. Class: Identify the class that had the greatest impact;

b. Changes: Discuss changes in personal attitudes, behaviors, or skills;
c. Cause-effect relationships: 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 you in the classroom).
[Narrative]
2. If you have completed field work (i.e., practicum, internship, student teaching, or supervised clinical hours) during the program year, describe your experience; identify any surprises, challenges, and/or obstacles that arose, and discuss what you did to meet/overcome them. Skip this question if it is not applicable.
[Narrative]
3. Graduation/program completion: If you have completed graduation or program requirements, identify your new position/title and responsibilities within the district. Skip this question if it is not applicable.
Supervisor/Mentor Meetings

This section must be completed by the paraprofessional who received the first year of tuition assistance through the 2012 or 2013 IDEA – Paraprofessional Tuition Assistance grant. A paraprofessional who received first-year tuition assistance in the 2011 grant or before may skip this section.
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 paraprofessional and the district’s designated mentor to discuss issues that arise. Meeting topics and discussion shall be recorded and kept by the paraprofessional. 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.”

The following information is required to complete this section of the Paraprofessional C-R Planner:
· Meeting dates

· Topics of discussion

note: Please be prepared to provide copies of meeting notes at a later date if they are requested. The copies of notes must have the original signature of your supervisor/mentor and date signed.
FY 2013 Courses

The paraprofessional must provide an original, official transcript of grades for all classes taken during the program year to fulfill grant requirements. The transcript must include all classes that started from July 1, 2012, through June 30, 2013. Include classes that started before June 30, 2013, but ended after July 1, 2013, and that were paid for by this year’s grant. Copies of transcripts or internet/web-generated transcripts will not be accepted.

The following information is required to complete this section of the Paraprofessional C-R Planner:
· Name of college or university

· Course credits/hours

· Course number

· Course name

· Letter grade, or “W” for withdrawal, or “I” for incomplete

Paraprofessional Survey
ADE/ESS is interested in the paraprofessional’s opinions of the completion report process. This survey will give the paraprofessional an opportunity to rate the documents and the provision of assistance/support given by ADE/ESS staff in the development and submission of the GME completion report.

The following Likert Scale is used: 

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A = Regarding the C-R Instructions and Paraprofessional C-R Planner, “N/A” means that it was not used. Regarding assistance provided by ADE/ESS staff, “N/A” means that you did not have direct contact via personal conversation or email with ADE/ESS staff for this grant.

Survey Questions
This section of the Paraprofessional C-R Planner has a survey table that requires you to respond to the following:
1. Rate the C-R Instructions document (informative; adequately descriptive; easy to follow and use; etc.)

2. Rate the Paraprofessional C-R Planner (easy to use; facilitated development of the completion report; etc.)

3. Rate the appropriateness of the information that the paraprofessional was required to provide in the completion report.

4. 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.

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 problem so that we can address it in future grants.



SUPERVISOR/MENTOR SUPPLEMENT
The Supervisor/Mentor Supplement will help ADE/ESS to fulfill monitoring and accountability responsibilities. This section provides instructions and other important information to help the writer plan and develop the Supervisor C-R Planner.  Return the completed Supervisor C-R Planner in electronic format to the local project coordinator.
Drafting Narrative Responses in the C-R Planner
In the C-R Planner, fill in the blank cells and draft the narrative responses within the text cells provided in that document. We recommend that you limit each narrative to about 500 words per question, although you may exceed this amount if it is necessary. Do not, however, exceed 7,500 characters including spaces. To give you an idea of the amount of text anticipated for each narrative, the entire text under this heading has 244 words, 1,471 characters including spaces.
Conduct a character count and a spell check on narratives prior to saving the document. To conduct a spell check, select a text in the text cell. Click on the “Review” tab; click on “ABC (Spelling & Grammar.” To count the number of characters, select the text. Click on the “Review” tab; click on “Word Count.” 

Save the PYER in Microsoft Word format when the C-R Planner is finished and email it or present it on a flash drive to your local special education director, project coordinator, or designee. This will facilitate the work of the person who will copy and paste text from the C-R Planner into the Grants Management Enterprise (GME) completion report template.

note: Despite the word limitations, completion reports must be specific; narratives that lack specificity will be returned by ADE/ESS for revisions.

If you have any questions about the completion report, including the use of the C-R Planner, please feel free to contact Celia Kujawski at 602-432-3213 or Celia.Kujawski@azed.gov.



Criteria and instructions for completing the Supervisor Supplement start here. Use the Supervisor C-R Planner to develop the Supervisor/Mentor Supplement (document name HQP-PTAG C-RP (SUP) 2013).

Supervisor/Mentor Observations
Information that addresses the following Interstate New Teacher Assessment and Support Consortium (In-TASC) Standards is required for you to complete the Supervisor C-R Planner. 
Observed Growth and Maturity 

1. InTASC Standard #9. Professional Learning and Ethical Practice

The teacher engages in ongoing professional learning and uses evidence to continually evaluate his/her practice, particularly the effects of his/her choices and actions on others (learners, families, other professionals, and the community), and adapts practice to meet the needs of each learner.

2. InTASC Standard #10. Leadership and Collaboration

The teacher seeks appropriate leadership roles and opportunities to take responsibility for student learning, to collaborate with learners, families, colleagues, other school professionals, and community members to ensure learner growth, and to advance the profession.

3. Overall, on a scale from 1-5 (1=not evident, 2=rarely evident, 3=somewhat evident, 4. frequently evident, 5. consistently evident), how often does the paraprofessional demonstrate the skills described in the InTASC standards?
4. Please provide examples of the paraprofessional’s professional growth and personal maturity as they relate to the InTASC standards. [Narrative]
Observed Classroom Environment Changes
5. Standard #3. Learning Environments.

The teacher works with others to create environments that support individual and collaborative learning, and that encourages positive social interaction, active engagement in learning, and self-motivation.

6. Overall, on a scale from 1-5 (1=not evident, 2=rarely evident, 3=somewhat evident, 4. frequently evident, 5. consistently evident), how often does the paraprofessional demonstrate the skills described in the InTASC standards?
7. Please provide examples of changes in the classroom environment as the paraprofessional assumed greater responsibilities as they relate to the InTASC standards. [Narrative]
8. Supervisor/mentor name and position/title.
Supervisor/Mentor Survey
ADE/ESS is interested in the supervisor/mentor’s opinions of the completion report process. This survey will give the supervisor/mentor an opportunity to rate the documents and the provision of assistance/support given by ADE/ESS staff in the development and submission of the GME completion report.

The following Likert Scale is used: 

4 = Highly satisfied

3 = Satisfied

2 = Somewhat satisfied

1 = Not satisfied

N/A = Regarding the C-R Instructions and Supervisor C-R Planner, “N/A” means that it was not used. Regarding assistance provided by ADE/ESS staff, “N/A” means that you did not have direct contact via personal conversation or email with ADE/ESS staff for this grant.

Survey Questions
This section of the Supervisor C-R Planner has a survey table that requires you to respond to the following:
1. Rate the C-R Instructions document (informative; adequately descriptive; easy to follow and use; etc.)

2. Rate the Supervisor C-R Planner (easy to use; facilitated development of the completion report; etc.)

3. Rate the appropriateness of the information that the supervisor/mentor was required to provide in the completion report.

4. 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.

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 problem so that we can address it in future grants.



� The Uniform System of Financial Records (USFR), 34 CFR §80.20(b)(1), 7 CFR §3016.20(b)(1) states that completion reports must be submitted for all state and federal grants/projects within 90 days after the project end date. There is no grace period. This project’s end date is June 30, and September 28 is the 90-day mark. This year, September 28 falls on a Saturday. Please plan your electronic completion report submission by September 28 to remain in compliance with the USFR.
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