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Exceptional Student Services

Program Support and Monitoring


Team Training Program
Examining Data to Improve Student Achievement
District Training
IDEA Capacity-Building Grant Name: 2016 IDEA – EDISA-1
Funding Source: Individuals with Disabilities Education Improvement Act (IDEA)

Required Pre-Selection by ADE/ESS/PSM
REQUEST FOR GRANTS (RFG)
Introduction

The Arizona Department of Education, Exceptional Student Services, Program Support and Monitoring (ADE/ESS/PSM) selects local education agencies (LEAs) with significant gaps in reading achievement between students with disabilities and their grade-level nondisabled peers to participate in the EDISA-1 district-level training. Through face-to-face training and webinar instruction, district and charter school teams will learn to analyze reading performance and other data that are used to identify and apply appropriate evidence-based practices to improve student results.
Purpose

The purpose of this grant is to provide funding to support five team members from selected LEAs, including charter schools, to participate in this district training program. Each team will use data to develop a dynamic, sustainable action plan outlining the application of evidence-based practices to be implemented during the following year with support from the EDISA training coordinators and the PSM program specialist.
Annual Program Cycle
July 1–June 30

Grant Submission Deadline
September 1, 2015
The Grants Management office closes at 5:00 p.m. Monday through Friday. This grant will be deactivated in the Grants Management Enterprise (GME) system on September 2. If you miss the submission deadline, you must contact the IDEA capacity-building grant coordinator to request permission to apply for this funding (see Contacts for Assistance, Grant Issues, at the end of this document).
Training Outcomes
Team success is evaluated based on the team’s use of the data use framework to:

· Identify relevant data that will address a problem or concern.
· Analyze student-level data.

· Create a sustainable action plan.

· Maintain a school implementation portfolio.

Team Membership Requirements
Minimum grant-funded members per team:

5

Maximum grant-funded members:


5

Locally funded member (optional)
:

1

Each grant-funded team must include the following core team members:

· Special education director or assistant special education administrator

· Curriculum and instruction director

· District data specialist

· Special education teacher

· General education teacher

If the LEA is unable to comply with this list of core team members, please contact your PSM program specialist to discuss an alternate team member.

The core team will attend the first scheduled training session. After the review and analysis of data, a core team member may be replaced by another who can contribute expertise to address an area of data discrepancy.

2015–2016 Training Schedule and Venues

A schedule of training sessions and venues follows.
	FLAGSTAFF
	

	Training Dates
	Venue
	Daily Routine

	September 22–23, 2015 [Tu–W]
December 2–3, 2015 [W–Th]

February 16–17, 2016 [Tu–W]
	DoubleTree by Hilton 

1175 W. Route 66

Flagstaff, AZ 86001

928-773-8888

	All training sessions will follow this daily routine:

Day 1
8:00 a.m., breakfast & registration/sign in

9:00 a.m.–4:00 p.m., training sessions

Day 2
7:00 a.m., breakfast/sign in
8:00 a.m.–3:00 p.m., training sessions


	PHOENIX
	

	Training Dates
	Venue
	

	September 9–10, 2015 [W–Th]
November 3–4, 2015 [Tu–W]

February 2–3, 2016 [W–Th]


	Crowne Plaza Phoenix North
2532 W. Peoria Ave.

Phoenix, AZ 85029

Reservations: 602-943-3241

	

	TUCSON
	

	Training Dates
	Venue
	

	September 15–16, 2015 [Tu–W]
December 1–2, 2015 [Tu–W]
February 23–24, 2016 [Tu–W]

	Embassy Suites Tucson–Paloma Village
3110 E. Skyline Dr.

Tucson, AZ, 85718

520-352-4000


	


Grant Funding
The grant will provide funding for selected teams to participate in the training as long as:

· Federal IDEA funds are available to support this program; and

· The LEA and the participating team maintain their commitments, which are outlined in this document, in the Assurances found in the online funding application, and in the memorandum of agreement (MOA) that will be signed by the team on the first training day.
The Uniform System of Financial Records (USFR) provides guidance for the line item placement of discretionary funding in IDEA capacity-building training grants. The USFR stipulates that grant funding that supports the training of:

· Teachers, instructional aides, and all other instructional staff who work with students in the classroom setting must be placed in the appropriate object codes in Function Code 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport).

· District or school staff and other noninstructional related service providers must be placed in the appropriate object codes in Function Code 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other). For the purpose of demonstrating this grant’s funding in the examples below, the term “instructional” or “instructionals” is used as the descriptor for anyone who is not a teacher.
You may contact the Arizona Auditor General’s office at 602-553-0333 for clarification.

The ESS Funding Unit has developed a standard format for all IDEA capacity-building grants that must be used to describe budget line items in the online funding application’s narrative description sections. Budget examples in this standard format are shown below. Be assured that all IDEA capacity-building training grants that have line item placements different from the USFR guidance or line item descriptions that are not written in the standard format shown in the examples will be rejected until compliance is met.
	The Excess Cost Requirement

The excess cost requirement means that the agency must spend a certain minimum amount for the education of its children with disabilities before Part B funds are used.  Children served with Part B funds must have at least the same average amount spent on them from sources other than Part B as do children in the LEA as a whole.

Each applicant must assure the state education agency (SEA) that the LEA uses funds provided under Part B of the Act to supplement and, to the extent practicable, increase the level of state and local funds expended for the education of children with disabilities, and in no case to supplant those state and local funds.

Maintenance of Effort (MOE)

If this grant is a new or first-year grant, it will be funded by new IDEA discretionary funds and will not receive web approval until after the LEA passes the MOE review. It is important to resolve any identified MOE issues as soon as possible to expedite the approval of the funding application and the release of grant funds.
To meet the MOE requirement, the total amount or average per capita amount of state and local school funds budgeted by the LEA for expenditures in the current fiscal year for the education of children with disabilities must be at least equal to the total amount or average per capita amount of state and local school funds actually expended for the education of children with disabilities in the most recent preceding fiscal year for which the information is available. Allowances may be made for:

· Decreases in enrollment of children with disabilities;

· The termination of costly expenditures for long-term purchases such as the acquisition of equipment and  the construction of school facilities;

· The replacement of personnel with qualified, lower-salaried personnel;

· The termination of the obligation to provide a program of special education to a particular child with a disability that is in an exceptionally costly program; or

· The assumption of cost by the high-cost fund operated by the SEA.

Please note, however, that budgeting a certain amount and expending that amount by the end of the year are two different issues. If none of the allowances apply, the applicant agency must make sure that the special education expenditures meet or exceed the previous year’s special education expenditures, excluding Fund 011, impact aid for students with disabilities. You must submit for Program 200 disability categories only (exclude gifted, bilingual, remedial, vocational, career education and fund 011 amounts).




Funding Restrictions
This grant does not allow the following:

1. Carryover of funds from year to year
2. 6700–Property (Capital Outlay) [for school districts only]

3. 0190–Capital Outlay [for charter schools only]

Funding Allowances and Budget Examples
Consider the following list of items that may be purchased with this grant’s funds when planning and developing the budget. Budget examples are at the end of each item to show the correct standard budget format.

1. 6100–Salaries, 6200–Employee Benefits

· Substitute Teachers
Substitute teacher costs that include employer-related benefits at the district or charter school rates.

The substitute teacher is considered an employee of the LEA with employer-related costs, even if the salary and benefits are paid for by different funding sources. The grant will pay for substitute teacher and employer-related costs for:

· A teacher who is attending the six-day team training scheduled on school days.
· Teacher travel days, if necessary (contact the IDEA capacity-building grant coordinator before including this expense in your budget (see Contacts for Assistance, Grant Issues, at the end of this document).

Example 1 shows a substitute pay rate of $100 per day and a substitute teacher benefits rate of 20%. These rates are used for demonstration purposes only. You must use your own LEA substitute pay and benefits rates when calculating these expenses for the budget.

employee benefits rate: The example below shows the employee benefits rate as a percent. You do not need to break out the various parts that make up that percent such as FICA. The ESS Funding Unit prefers to keep the narrative descriptions as clean as possible and is interested only in the total percent of employee benefits that will be used to calculate the amount that will be paid by this grant.
Example 1
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· Off-Contract Pay With Benefits

ADE/ESS tries to schedule all trainings on days when school is in session; however, this is not always possible. When trainings are scheduled during a time when the schools are closed (e.g., spring break), the grant will pay for team members who must use their personal time to attend. District-level and some charter school administrator team members will not be eligible for off-contract pay unless the district or charter school administrative office is closed on that day, and the LEA policy permits it. The grant will pay off-contract time at the LEA’s rate not to exceed $150 per day ($25 per hour for a six-hour training day). If the LEA’s policy states that staff members must be paid an amount that exceeds $150 per day for off-contract time, another funding source must be used to pay the balance. If the LEA pays an amount that is less than $150 per day, you must use the lesser amount.
Example 2 combines substitute teacher costs and teacher off-contract pay in the same Narrative Description box. You do not need to create a separate Narrative Description box for each item that goes in the same function and object codes in the online funding application. You can see that the number of substitute teacher days is reduced by the number of off-contract days (four training days needing substitutes; two training days when off-contract pay is required; six total training days).

Include the dates when off-contract pay is required. The LEA’s school calendar must confirm these dates as days when the school is closed. If the dates are not shown in the school calendar, the grant will be rejected with a request to remove the off-contract pay.

Example 2
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If the district or charter school policy allows the payment for personal time used by administrative staff, and the school calendar does not show that the administrative offices are closed, add a note in the Narrative Description that states this as shown in Example 3. You must also confirm whether the administrative and noninstructional team members are eligible to receive off-contract pay. Otherwise, the funding application will be rejected with a request to remove the expenditure.
Example 3
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Example 4 shows a different teacher substitute benefits rate than the benefits rate for off-contract pay. The substitute benefits rate is 20% while the off-contract pay benefits rate is 25%. If the benefits rates are the same, you do not need to distinguish between the two. Identifying this as “employee benefits rate” is sufficient.
See note about Employee Benefits Rates in Salaries 6100, Employee Benefits 6200 above.

Example 4
[image: image6.png]‘Object Code: Function Code Project | Quant
Time (FIE)
20 Soioys B 210,30, 260, 300 Sppen S (s, 1
i s
20% substitute benefits rate = $160
25% off-contract pay benefits rate = $150

‘Object Code. Function Code. Project | Quant
Time FTE)

6200 Employs Bessits 2300, 2400, 500, 2500 - Suppon Samices (Gl S,
Cartal Saics, Otb2)





2. 6300–Purchased Professional Services
· Substitute Teachers Without Benefits
Substitute teacher costs at the contracted rate or flat rate. There are no employer-related costs for these substitutes.

The substitute teacher is:

· A contracted service provider from an outside agency that provides substitute teacher services (shown in Example 5 below), or 
· Paid a flat rate for the provision of substitute teacher services, receives an annual 1099, and does not have federal and state tax withholding (shown in Example 6 below).

Example 5
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Example 6
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· Off-Contract Pay Without Benefits

Example 7 shows off-contract pay for teachers and noninstructional team members. The instructions that are outlined in Off-Contract Pay With Benefits above also apply to this section. The standard format is the same, but there are no employee benefits in this scenario.

Remember to confirm the eligibility of the administrative and noninstructional team members to receive off-contract pay. This is shown below in Function Code 2300, 2400, 2500, 2900 – Support Services (General, School, Central Services, Other) where funding for the noninstructional members is placed.
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· Training Program Registration Fee
The training registration fee is an annual team registration fee, which is based on the number of grant-funded team members and the number of training days. It should not be thought of as an individual team member registration fee. A core team member who is unable to attend a training session and who does not have an alternate to attend in his or her place will not reduce the amount of the team registration that must be paid.

Registration Fee Breakout
· One member = $1,200

· Two members = $2,400

· Three members = $3,600

· Four members = $4,800

· Five members = $6,000

All registration fees include:

· Breakfast, lunch, and break refreshments on training days.
· Notebooks and material that are aligned with training content and distributed in the trainings.
Six hours of continuing education units (CEUs) will be given to every team member for participating on each training day.
Example 8 shows the annual registration fees for a team comprised of two teacher and three noninstructional team members and the registration fees’ placements in the budget.

Example 8
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3. 6500–Other Purchased Services
Mileage, lodging, and meals are allowed for a team whose district or school is located a minimum of 51 miles from the training site.

· Mileage

· Use MapQuest to estimate the miles from the district office or school site to the training site.

· Round trip miles are calculated at $0.445 per mile.
· The grant will pay for mileage for one vehicle only per team. Additional vehicle mileage must be paid for by another funding source, regardless of the reason for the use of an additional vehicle.
· Lodging

· Double occupancy lodging is required when it is possible. However, the grant will accommodate an odd-number of grant-funded team members or an odd-number of male and female members. LEAs may use other funding sources to pay for rooms for team members who prefer single lodging. In such cases, you should contact the registration coordinator as soon as possible to ensure that there are rooms available to accommodate your team (see Contacts for Assistance, Registration Coordinator, at the end of this document).
· It is the responsibility of the LEA to arrange the team’s lodging by the hotel’s registration deadline, but ADE/ESS will ensure that rooms are available. The hotel registration deadlines will be shared with the teams before the first training session. When you make the lodging arrangements, remember to reference the training and request the state rate. The grant will not pay the difference for rooms when you do not request the state rate or for penalties when the hotel registration deadline is missed.
· Lodging is allowed for the number of nights needed to meet a team’s needs. ADE/ESS expects that teams will want to arrive the evening before the first day of each session to be refreshed when the session starts, but this early arrival is optional.

· A team that is unable to return to the home district office or school site by 8:00 p.m. after the last training day of each session may request additional lodging to ensure a safe return at a reasonable hour. When planning the inclusion of additional lodging in the budget, check the time when teams will be released and use MapQuest to calculate the amount of time the return trip will take.
Meals
Breakfast and lunch on team training days are included as part of the registration fee. All other meals are allowed at the state rate under the following conditions:
· Dinner when the team is in travel status, which includes:

· For each night’s stay-over, and

· When a team is traveling back to its home district after 8:00 p.m. on the last training day of a session (if the team prefers to return home instead of staying over an additional night).
· Breakfast at the state rate for a team that requires additional lodging or is in travel status for at least six consecutive hours between 12:01 a.m.–10:00 a.m. on the day following a session.

· Lunch when the team is in travel status at least six consecutive hours between 10:01 a.m.–4:00 p.m. on the day following a session.

Lodging and Meal Allowance Table
The following table provides a breakdown of lodging allowances based on the number of nights a team needs to stay over. An additional 15% has already been added to the lodging state rate to ensure that the tax is covered. The allowed per-meal-amounts are included at the end of the section for each city where the training will occur. Use the information provided here to calculate the lodging and meal needs for your team.
	FLAGSTAFF

	Lodging Allowance for 2 Rooms

	session
	training dates
	STATE

RATE
	1 room

+ 15% tax
	2 rooms

1 night
	2 rooms

2 nights
	2 rooms

3 nights

	Training
	September 22–23,  2015
	$81
	$94
	$188
	$376
	$564

	
	December 2–3, 2015
	$65
	$75
	$150
	$300
	$450

	
	February 16–17, 2016
	$81
	$94
	$188
	$376
	$564

	total:
	$227
	$263
	$526
	$1,052
	$1,578

	Lodging Allowance for 3 Rooms

	session
	training dates
	STATE

RATE
	1 room

+ 15% tax
	3 rooms

1 night
	3 rooms

2 nights
	3 rooms

3 nights

	Training
	September 22–23,  2015
	$81
	$94
	$282
	$564
	$846

	
	December 2–3, 2015
	$65
	$75
	$225
	$450
	$675

	
	February 16–17, 2016
	$81
	$94
	$282
	$564
	$846

	total:
	$227
	$263
	$789
	$1,578
	$2,367

	Flagstaff Per Person Meal Allowance

	session
	training dates
	dinner
	lunch
	breakfast

	All Sessions
	All dates
	$20
	$11
	$8

	PHOENIX

	Lodging Allowance for 2 Rooms

	session
	training dates
	STATE

RATE
	1 room

+ 15% tax
	2 rooms

1 night
	2 rooms

2 nights
	2 rooms

3 nights

	Training
	September 9–10,  2015
	$103
	$119
	$238
	$476
	$714

	
	November 3–4, 2015
	$103
	$119
	$238
	$476
	$714

	
	February 2–3, 2016
	$141
	$163
	$326
	$652
	$978

	total:
	$347
	$401
	$802
	$1,604
	$2,406

	Lodging Allowance for 3 Rooms

	session
	training dates
	STATE

RATE
	1 room

+ 15% tax
	3 rooms

1 night
	3 rooms

2 nights
	3 rooms

3 nights

	Training
	September 9–10,  2015
	$103
	$119
	$357
	$714
	$1,071

	
	November 3–4, 2015
	$103
	$119
	$357
	$714
	$1,071

	
	February 2–3, 2016
	$141
	$163
	$489
	$978
	$1,467

	total:
	$347
	$401
	$1,203
	$2,406
	$3,609

	Phoenix Per Person Meal Allowance

	session
	training dates
	dinner
	lunch
	breakfast

	All Sessions
	All dates
	$27
	$16
	$11

	TUCSON

	Lodging Allowance for 2 Rooms

	session
	training dates
	STATE

RATE
	1 room

+ 15% tax
	2 rooms

1 night
	2 rooms

2 nights
	2 rooms

3 nights

	Training
	September 15–16,  2015
	$83
	$96
	$192
	$384
	$576

	
	December 1–2, 2015
	$83
	$96
	$192
	$384
	$576

	
	February 23–24, 2016
	$119
	$137
	$274
	$548
	$822

	total:
	$285
	$329
	$658
	$1,316
	$1,974

	Lodging Allowance for 3 Rooms

	session
	training dates
	STATE

RATE
	1 room

+ 15% tax
	3 rooms

1 night
	3 rooms

2 nights
	3 rooms

3 nights

	Training G
	September 15–16,  2015
	$83
	$96
	$288
	$576
	$864

	
	December 1–2, 2015
	$83
	$96
	$288
	$576
	$864

	
	February 23–24, 2016
	$119
	$137
	$411
	$822
	$1,233

	total:
	$285
	$329
	$987
	$1,974
	$2,961

	Tucson Per Person Meal Allowance

	session
	training dates
	dinner
	lunch
	breakfast

	All Sessions
	All dates
	$22
	$13
	$9


Example 9 shows travel expenses for the teacher team members. The example shows a complete breakout of mileage, lodging, and meal expenses. For a team of five, 20% of the funding should be used for each team member. In this scenario, 40% of the total calculated mileage and lodging is allotted to support the two teachers’ participation, and the remaining mileage and lodging will be allocated for the noninstructional team members (see Example 10 below).
Breakfast and lunch are provided on training days as part of the registration fees. The grant allows additional funding for dinners at the state rates for each night’s stay and, in some cases, for the return trip to the team’s district (see Meals above).

Identify the location of the training for lodging and meals (Flagstaff, Phoenix, or Tucson) as part of the Narrative Description.

“R/T” means round trip. You may use either descriptor for round trip miles in the Narrative Description.

Example 9
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In Example 10, you will notice that that the mileage and lodging allowances for the noninstructional team members do not show a complete breakout as shown in Example 9. Instead, this example shows only the percent of the total mileage allowance and percent of the total lodging allowance that are allocated for the noninstructional team members. Funding for meals is provided for each team member at the state rate as shown.

Example 10
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4. 6910–Indirect Cost Recovery

Indirect costs at the LEA’s approved indirect cost rate and county-approved indirect cost rate, if they are applicable, are allowed with this grant funding. The GME will automatically calculate the indirect cost amount; but the applicant must manually type it in the appropriate cell within the budget in order to add it to the total grant amount. This is demonstrated by the red type in Example 11.
Example 11
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If the LEA’s approved indirect cost rate has not been loaded into this grant, it will show up as 0.00% in the budget section of the online funding application (see below). Contact Grants Management to request that the indirect cost rate be added before you submit the funding application (see Contacts for Assistance, GME Technical Assistance, at the end of this document). You will not be able to increase the budget amount of the funding application after the grant is approved.

No other administrative costs are allowed.
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grant pending approval at the start of the training: If the grant has not received web approval by the first training session, the LEA should be prepared to temporarily reallocate funds from another local, state, or other federal funding source to pay for the team’s immediate training expenses. This includes registration costs that are invoiced. Other funding that is spent from another source may be reimbursed with grant funds when the grant is approved.

Approved Grant Allocations
An approved funding application may be revised to move funding to another line to accommodate a change in the team’s composition. For example, a teacher is approved to replace a noninstructional team member who is unable to continue in the training. Funding must be moved from Function Code 2300 et al. to Function Code 2100 et al. to pay for the new teacher team member’s grant-related expenses.

An approved funding application may not be revised to move funding to purchase an item that is not described in Funding Allowances and Budget Examples above, even if there are unspent funds.

An approved funding application may not be revised to increase the grant amount for any reason, even if an error is found in the budget that was not discovered by LEA or ESS Funding Unit staff before web approval. This includes adding indirect costs. It is ultimately the responsibility of the LEA to make sure that all grant-related expenses are accounted for and that all calculations are correct.

Purchase Orders

A team must have a purchase order (PO) on file with ADE/ESS before the first training session even if the grant has not yet received web approval.
The PO should have all of the components identified in Example 12.

· Submit one PO for the team for the entire annual registration amount.
· Identify the training/grant name.

· Provide the training location and training dates.

· Do not identify individual team members by name or positions/titles since specific sessions may be attended by alternate staff members.

· If the optional district- or school-funded team member is added to the team, you may include the additional registration fee in the same PO as shown below; or you may submit a separate PO for the additional team member.

Example 12
	Purchase Order
Training name:


2016 IDEA – EDISA-1
Training location and dates:
Flagstaff

September 22–23, 2015

December 2–3, 2015

February 16–17, 2016

5-member grant-funded team training registration fee = $6,000
[Optional team member]:

1 district-funded annual team training registration fee = $1,200



POs may be mailed, faxed, or scanned and emailed to:

Veronica Reza
Arizona Department of Education

Exceptional Student Services

1535 W. Jefferson St, Bin 24

Phoenix, AZ 85007

Fax:
602-364-1115
Email:
Veronica.Reza@azed.gov
The LEA will be invoiced for a portion of the total registration fee after each training session. Pay only the amount on the invoice. do not pay the whole registration fee at the beginning of the training year.
Contacts for Assistance

Program Support and Monitoring

Maura Mall, Director, 602-364-4009, Maura.Mall@azed.gov
Deb Payne, EDISA Program Project Specialist, 602-542-5270, Deb.Payne@azed.gov (registration coordinator)

Veronica Reza, EDISA Administrative Assistant, 602-542-5021, Veronica.Reza@azed.gov (purchase orders)
EDISA Grant Coordinator
Jane Hecker, EDISA Grant Facilitator, 928-637-1875 (office), 480-239-5182 (cell), Jane.Hecker@azed.gov
Training Coordinator: Training and Training Outcomes

Teresa Kirkman, EDISA Lead Facilitator, 602-542-3005, Teresa.Kirkman@azed.gov
Grant Issues
Celia Kujawski, IDEA Capacity-Building Grant Coordinator, 602-542-4610 (office) or 602-432-3213 (cell), Celia.Kujawski@azed.gov
GME Technical Assistance
Grants Management, (844) 893-9789 or local (602) 542-3901, GrantsManagementGroup@azed.gov
� A team member who is funded by another funding source has the same status, expectations, and commitment as the grant-funded team members. All grant and training requirements that pertain to grant-funded team members also pertain to members whose expenses are paid by another funding source.
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