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Exceptional Student Services

Professional Learning and Sustainability


Team Training Program

Multi-Tier Behavior Supports for K–12 Schools, Years 2 and 3
IDEA Capacity-Building Grant Name(s): 2017 IDEA – MTBS-2; 2017 IDEA – MTBS-3
Funding Source: Individuals with Disabilities Education Improvement Act (IDEA)

Participating Teams Are Pre-Selected
ONLINE FUNDING APPLICATION INSTRUCTIONS

	Read this! Review the contents of this document and the MTBS Addendum 2017 before starting the application process. The local education agency (LEA) is responsible for following the guidance provided and for submitting complete and accurate information according to the grant requirements set forth in these instructions and in the addendum. This includes uploading all appropriate required and optional documents to the online funding application in the Related Documents section.

Note that a funding application that is inaccurate or incomplete will be rejected for revision until compliance is met. If your funding application is rejected, please make the necessary requested revisions and resubmit it ASAP.

Contact the IDEA capacity-building grant coordinator or the program and project specialist for assistance in the development of the online funding application and addendum (see Contacts for Assistance, Grant Issues at the end of this document).

Contact Grants Management for assistance with technical issues related to the Grants Management Enterprise (GME) system (see Contacts for Assistance, GME Technical Assistance at the end of this document).



Introduction

Multi–Tier Behavior Supports for K–12 Schools, commonly known as MTBS, is a three-year training program that instructs district or school teams in the use of research-based, multi-tiered positive behavior supports (PBS) for special education and general education students. The implementation of these supports will assist with the development of a school-wide approach for positive behavior management practices. The first-year training is paid by the LEA’s local, state, or other federal funds. The district or school team that successfully completes the first-year objectives and requirements and demonstrates a commitment to this program and the PBS practices may apply for funding to support its teams(s) in the second- and third-year trainings.

Purpose of Training and Grant

IDEA – MTBS-2 and IDEA – MTBS-3 will provide funding for six team members that have successfully completed the previous year’s training objectives to advance to the second- or third-year trainings. Completion of the training objectives is measured through the collaborative efforts of the team to document its accomplishments with the use of the MTBS Rubric.

Each grant will also provide funding for a member selected by his or her team to be trained in team coaching strategies as the team applies the team implemented problem solving (TIPS II) process. Exceptional Student Services (ESS) expects that the coach trainee who participated in the MTBS- 2 coaches training is the same person who will attend the following year’s MTBS-3 coaches training.

Annual Program Cycle
July 1–June 30

Grant Submission Deadline
December 31, 2016

Grants Management estimates that this grant will be activated by September 12, 2016, or possibly earlier. The first training is October 5–6, 2016. ESS will allow grants to be submitted up to December 31, 2016. It would benefit the LEA to submit the grant as soon as possible since payment of registration will be required by Department of Education, Accounts Receivable, immediately upon receipt of the invoice. Release of funds to cover the team’s travel expenses may also be required.

If the grant is approved after the registration invoice is received or after the first training, the LEA may need to use another funding source to pay these initial expenses. The other funding source should be reimbursed through a journal entry with this grant’s funds upon grant approval.

Revision Submission Deadline
May 15, 2017

Reimbursement Request Deadline
June 15, 2017

Mark these dates on your calendar.

Purchase Orders (POs)
POs must be sent to:

Arizona Department of Education
Accounts Receivable

1535 W Jefferson Street, Bin 1

Phoenix AZ 85007

The PO should cite the following:

Exceptional Student Services

MTBS-2 Team Training (and)

MTBS-2 Coaches Training

Outcomes
Outcomes for the team training and coaches training for MTBS-2 and MTBS-3 are shown below.

	MTBS-2 Outcomes
	MTBS-3 Outcomes
	Coach Trainee Outcomes

	Second-year team success will be evaluated based on the:

· Implementation of Tier 1 school-wide positive behavior interventions and supports (SW-PBIS) systems as evidenced by the School-Wide Evaluation Tool (SET)
· Continuation of the data collection process to monitor the effects of behavior management strategies utilizing the TIPS II process.

· Implementation of a check-in/check-out (CICO) intervention.
· Implementation of evidence-based strategies for Tier 2 interventions.

· Implementation of evidenced-based tools/strategies for Bully Prevention.

· Identification of students needing additional behavior supports.

· Monitoring effects of Tier 2 behavior management strategies through school discipline data and daily point card aligned to the CICO system.


	Third-year team success will be evaluated based on:

· Sustaining the implementation of Tier 1 & Tier 2 school-wide positive behavior interventions and supports (SW-PBIS) systems with fidelity and begin implementation of Tier 3 as evidenced by the Individual Student Systems Evaluation Tool (ISSET).
· Continuation of the data collection process to monitor the effects of behavior management strategies utilizing the TIPS II process for Tier1 school-wide data.

· Continuation of the data collection meeting/decision-making process to identify students for individual behavioral supports utilizing the IPBS data teaming process.
· Identification of the purpose and development of a basic functional behavioral assessment (FBA).
· Identification of the legal requirements for special education students whose behavior impedes learning.
· Development of a systematic, achievable plan to address students with serious behavior problems based on data collection.

· Development and implementation of the FBA process.

· Establishment of a process for school or district personnel to develop a behavioral intervention plan (BIP).

· Utilization of environmental analysis as it relates to behavior issues.

· Generation of a sustainable school plan to continue using proven, effective behavior management practices within the three-tiered framework.


	The coach trainee’s success will be evaluated based on the demonstration of high-level coaching skills in a variety of one-on-one and team scenarios presented during the coach’s training. The coach trainee will be fully prepared at the conclusion of the training:

· To provide coaching at onsite team meetings through the TIPS II process (MTBS-2 coach trainees).
· To provide coaching on the TIPS II process as well as the IPBS data teaming process (MTBS-3 coach trainees).

The trained coach will successfully lead the team through an analysis of PBIS evaluation tools and will guide them through the action- planning process.


Commitments
All team members shall sign a memorandum of agreement (MOA) at the beginning of each training year that pledges his or her personal commitment, which is outlined below.

· Attend and fully participate in the trainings and team activities. This includes arriving on time and staying until the end of each session. The school principal or assistant principal must be present at all MTBS trainings and positive behavior and interventions support (PBIS) leadership team meetings in order for the MTBS team to continue training, or to be eligible for technical assistance, or receive supporting grant funding.

· Schedule and participate in a minimum of one team meeting per month between September and May. The team meeting time will be used to plan, develop, monitor, and sustain MTBS training elements.

· Allocate time at staff meetings to provide information and updates and to seek feedback from staff on MTBS components to foster understanding of and collaboration in the implementation process.

· Collect and analyze student behavior data.

· Analyze team and staff assessments.

· Examine and analyze school-wide behavior data for equity using the TIPS II process; develop an action plan to correct any identified disproportionality.

· Use the Implementation Team Portfolio to store ongoing data and evidence of the PBIS process.

· Collaborate as a team to ensure that the outcomes achieved as a result of the team’s participation in the training are fully and appropriately reported and that all PBIS components and assigned activities/deliverables are completed and turned in in a timely manner.

· Agree to serve as a “demonstration” or model district and/or school, which might involve visitors to the school site or inquiries about the PBIS plan and process.

· Allow the state education agency (SEA) staff to use team-developed products for future PBIS trainings, technical assistance activities, posting on state PBIS website, and professional conference presentations.

The data regarding the activities in the school will be shared with the Arizona Department of Education (ADE) MTBS evaluators so that success can be assessed. General student information will be used to develop statistics, but individual student’s personally identifiable information will not be released.

The team lead will contact the MTBS training coordinator (see Contacts for Assistance, Training and Training Outcomes at the end of this document):

· When considering replacing a grant-funded or locally funded team member with a new team member.

· Before a session when a grant-funded or locally funded team member will be absent.

· Before a session when an alternate will attend in place of a grant-funded core team member or locally-funded team member.

The coach trainee will sign a MOA that pledges his or her commitment to:

· Attend and fully participate in all scheduled coach training sessions.

· Coach the team through a scheduled team meeting with the MTBS training coordinator present and respond and adjust according to feedback provided.

· Meet with the MTBS training coordinator immediately following the scheduled team meeting visit to reflect on the coach’s role during the TIPS II process. 

· Attend and actively participate in the SET and/or ISSET training. Upon completion of the seat work part of that training:

· Shadow and score a SET and/or ISSET administered during the MTBS training coordinator visit.

· Review that score with the MTBS training coordinator to establish inter-rater reliability before administering a SET and/or ISSET on his or her own.

· Submit quarterly updates on team progress to the MTBS training coordinator.

Team Membership Requirements

Minimum allowed grant-funded core members per team:
6

Maximum allowed grant-funded core members per team:
6

Team member funded by another source (optional)
:

1

Team membership requirements for the two grant-funded team training years are shown below. The membership requirements are the same for both years; however, MTBS-2 allows alternates to attend a training session in place of a core team member under limited circumstances. MTBS-3 does not allow alternates to attend a training session in place of a core team member.
	MTBS-2 Team Membership Requirements
	MTBS-3 Team Membership Requirements

	Suggested school-based core team members are:

· Principal or assistant principal*

· Special education teacher *

· General education teacher

· Counselor or behavior/intervention specialist)

· School psychologist

District-based member:

· District-level administrator

When training session content focuses on Tier 2, some of the grant-funded core team members may be substituted with other staff who will be involved in the local implementation and monitoring of Tier 2.

*Required team members


	Suggested school-based core team members are:

· Principal or assistant principal*

· Special education teacher*

· General education teacher

· Counselor or behavior/intervention specialist)

· School psychologist

District-based member:

· District-level administrator

*Required team members


Once the first training starts, core team member replacements will not be permitted without prior approval from the MTBS training coordinator. If you have questions about the team’s composition, contact the MTBS training coordinator (see Contacts for Assistance, Training Coordinator: Training and Training Outcomes below).

Training Schedule and Venue

Team training and coaches training sessions and venues are shown in the following table.

	MTBS-2 Team Training
	MTBS-3 Team Training

	Dates
	Venue
	Dates
	Venue

	September 22–23, 2016 [Th–F]
November 17–18, 2016 [Th–F]
January 26–27, 2017 [Th–F]
February 16–17, 2017 [Th–F]
	Avondale Hilton Garden Inn

11460 West Hilton Way

Avondale, AZ 85323

623-882-3351
	September 8–9, 2016 [Th–F]
November 3–4, 2016 [Th–F]
January 12–13, 2017 [Th–F]
February 23–24, 2017 [Th–F]
	Avondale Hilton Garden Inn

11460 West Hilton Way
Avondale, AZ 85323

623-882-3351

	All team training sessions will follow this daily routine:

7:30 a.m., registration/sign in  (breakfast will be provided)
8:00 a.m.–3:00 p.m., training sessions (lunch will be provided)


	MTBS-2 Coaches Training
	MTBS-3 Coaches Training

	December 12–13, 2016 [M–Tu]

January 9–10, 2017 [M–Tu]
	ADE

3300 North Central Avenue

16th Floor

Phoenix, AZ
	November 14, 2016 [M]

January 9–10, 2017 [M–Tu]
	ADE

3300 North Central Avenue

16th Floor

Phoenix, AZ

	All coaches training sessions will follow this daily routine:
7:30 a.m., registration/sign in
8:00 a.m.–4:00 p.m. training sessions
Breakfast and lunch will not be provided at the coaches’ trainings sessions. Coaches who must travel a minimum of 51 miles from district or school site to the training venue may be reimbursed for meals at the state rates by grant funds.





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.
For clarification of the excess cost requirement, contact the ESS Funding Unit director (see Contact for Assistance, ESS Funding Unit).



Maintenance of Effort (MOE)

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. The LEA must submit for Program 200 disability categories only (exclude gifted, bilingual, remedial, vocational, and career education and fund 011 amounts).
All one-year and first-year IDEA capacity-building training, tuition assistance, and implementation grants must pass the MOE test before the grant is approved and funding is released.

For additional information on MOE, contact the finance specialist assigned to your LEA (see Contacts for Assistance, ESS Funding Unit at the end of this document).



Uniform System of Financial Records (USFR)
The USFR provides guidance for the line item placement of funding in IDEA capacity-building training, tuition assistance, and implementation grants. The USFR stipulates that grant funding that supports the training of the following personnel must be treated as indicated:

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

· District or school administrators and other noninstructional related service providers and staff must be placed in the appropriate object codes under Function Code 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other). This could include a teacher on assignment.
notice! Never place any IDEA capacity-building training, tuition assistance, or implementation grant’s funding under Function Code 1000–Instruction unless otherwise instructed.

For further information on USFR issues, see Contacts for Assistance, USFR Questions at the end of this document.


ESS Funding Unit Standard Budget Format
The ESS Funding Unit has developed standard budget formats that must be used in all IDEA capacity-building training, tuition assistance, and implementation grants to describe budget line items in the online funding application and addendum narrative descriptions.

Be assured that the IDEA capacity-building grants that are not written in the standard budget formats as described in this instructional document will be rejected until compliance is met, which will delay final web approval and the release of funds.

Examples of the standard budget formats for the purchase of goods and services that are allowed with this grant’s funding are shown below. You will notice that the standard budget formats are written with minimal or no embellishments. Unless otherwise indicated, do not integrate additional information or an explanation for funding in a narrative description.
For assistance in drafting the budget using the ESS Funding Unit standard budget formats, contact the IDEA capacity building grant coordinator or the program and project specialist (see Contacts for Assistance, Grant Issues ).



Funding Restrictions
This grant will not allow or pay for the following:

1. Carryover of funds from year to year. 
2. 6700–Property (Capital Outlay) [for school districts only] unless indicated in Allowable Expenditures below.

3. 0190–Capital Outlay [for charter schools only] unless indicated in Allowable Expenditures below.


Allowable Expenditures
This section identifies the items that may be purchased with this grant’s funds.
The following items may be purchased:

· Substitute teachers and substitute related service providers for team members to attend training sessions that are scheduled during school hours.
· Off-contract pay for eligible team members to attend the trainings that are scheduled on days when school is not in session.

· Applicable employee benefits.

· Training registration and Event Management System (EMS) fees.

· Travel expenses including mileage, lodging, and meals for team members who must travel a minimum of 51 miles from district office or school site to training venue.
· One-year basic School-Wide Information System (SWIS) subscription.
· Applicable indirect costs.



Grant Application Process
The ESS Funding Unit recommends that you complete the addendum before opening and completing the online funding application. You will be able to copy and paste the budget information from the addendum to the narrative descriptions in the online funding application’s Budget section. Remember that the addendum’s budget and the online funding application’s budget must be identical per instructions.
Examples of the standard budget formats below are based on a typical hypothetical team consisting of the following persons:

· District administrator

· Principal or assistant principal

· Special education teacher

· General education teacher

· Counselor or behavior/intervention specialist)

· School psychologist
If your district or school team has the same combination of members (four administrative and noninstructional staff and two teachers) as this hypothetical team, you may be able to copy some of the line item narrative descriptions exactly as they are written; or you may be able to make minor adjustments using district- or school-specific information such as the substitute pay rate and employee benefits rate.

Allowed Expenses and Standard Budget Formats

The following information lists the items that may be purchased with this grant’s funds. Each item is followed by at least one standard budget format that demonstrates the way this item should be written in the budget narrative description. If your LEA has more than one team participating in the training, lodging may be shared among the teams.
notice! Please use the headings “Team Training” and “Coaches Training” to clearly distinguish the funding that supports the team from the funding for the coach.

Substitute Teachers and Related Service Providers With and Without Associated Employee Benefits
The grant pays for the following items for team-member attendance at scheduled trainings:
· Substitute teachers.

· Substitute related service providers, if applicable.
· Substitute benefits at the local benefits rate, if applicable.

Budget Example 1 and Budget Example 2 show the standard budget format for substitute teachers. The standard budget format for related service provider substitutes is similar; however, the placement of that funding in the budget will be under Function Code 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other). See Uniform System of Financial Records (USFR) above for the explanation of the placement of funding for teachers and noninstructional team members.
Substitute teachers for this hypothetical team are calculated using the following information:
· Two teachers. 
· Eight scheduled training days.
· $100 daily substitute rate (use your own daily substitute rate).
· 20% substitute benefits rate in Budget Example 1 only (use your LEA’s substitute benefits rate).

Substitute teacher for the hypothetical teacher coach are calculated using the following information:

· One teacher.

· Four scheduled training days (MTBS-2 coaches training).

· $100 daily substitute rate (use your own daily substitute rate).

· 20% substitute benefits rate in Budget Example 1 only (use your LEA’s substitute benefits rate).

· Substitutes for team training and coaches training are identified.

notice! If there is more than one participating team, add the total number of substitutes needed and write the narrative description as described in Budget Example 1. Do not show separate funding for each participating school. For example, if there are two teams, each with two teachers, the correct way to write the narrative description is:

Team Training

4 substitute teachers x $100 x 8 training days = $3,200

Budget Example 1
Placement of substitute teachers in the budget when benefits are paid:

Object Code: 6100–Salaries and 6200–Employee Benefits
Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
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Budget Example 2
Placement of substitute teachers in the budget when benefits are not paid:
Object Code: 6300–Purchased Professional Services
Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
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Off-Contract Pay With and Without Associated Employee Benefits

Grant funding may be used to compensate team members who use personal time to attend:

· Training sessions scheduled during seasonal breaks (fall, winter, or spring breaks).

· On off days of a four-day school week.

Compensation is paid at the LEA’s rate of up to but not to exceeding $150 per training day.
· If the LEA’s policy states that staff members must be paid an amount that exceeds $150 per day, another LEA funding source must be used to pay the balance.
· If the LEA pays an amount that is less than $150 per day, the lesser amount must be used.

· If the LEA does not have a policy that specifies the amount to be paid, $150 per training day is allowed by the grant.

· District-level administrative staff are not eligible if the district office is open during the times of the scheduled training.
Budget Example 3 and Budget Example 4 show the standard budget formats based on the following information:

· The district or school is on fall break during a scheduled training.
· According to district policy, the two teachers and the behavior specialist team member are eligible to receive compensation for personal time used. The administrator and district psychologist team members are not eligible.

· The employee benefits rate is 20% (use your district employee benefits rate).

· The training dates when the team members must use personal time to attend are listed in the narrative description.

· The position/title of the noninstructional team member who is eligible to receive off-contract compensation is identified.

notice! If there is more than one participating team, add the total number of team members who will be compensated for personal time used to attend trainings.
Budget Example 3

Placement of teacher compensation in the budget when benefits are paid:

Object Code: 6100–Salaries

Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
Placement of noninstructional compensation in the budget when benefits are paid:
Object Code: 6100–Salaries
Function Code: 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other)
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Budget Example 4
Placement of teacher compensation benefits in the budget:
Object Code: 6200–Employee Benefits
Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
Placement of noninstructional compensation benefits in the budget:
Object Code: 6200–Employee Benefits

Function Code: 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other)
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Budget Example 5
Placement of teacher compensation in the budget when benefits are not paid:

Object Code: 6300–Purchased Professional Services
Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
Placement of noninstructional compensation in the budget when benefits are not paid:
Object Code: 6300–Purchased Professional Services
Function Code: 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other)
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Training Registration Fees
The team training registration fee is an annual team registration fee, and the amount of the fee is based on the number of grant-funded team members and the number of training days. The full team registration amount must be paid upon receipt of an invoice from ADE. The absence of a team member at a training session does not reduce the amount of registration fee that must be paid.
The coaches training full registration fee must be paid upon receipt of an invoice. The coach trainee should not miss any coaches training sessions.

notice! The MTBS-2 coaches training has four training days with a registration fee of $800. The MTBS-3 coaches training has three training days with a registration fee of $600.
Registration Fee Breakout
	MTBS-2 Annual Training Registrations
	MTBS-3 Annual Training Registrations

	Team
	Coach Trainee
	Team
	Coach Trainee

	· One member = $1,600

· Two members = $3,200

· Three members = $4,800

· Four members = $6,400

· Five members = $8,000

· Six members = $9,600


	$800 per coach trainee
	· One member = $1,600

· Two members = $3,200

· Three members = $4,800

· Four members = $6,400

· Five members = $8,000

· Six members = $9,600


	$600 per coach trainee

	Team Training

	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.



	Coaches Training

	Registration fee includes materials that are aligned with training content and distributed in the trainings.

Seven hours of continuing education units (CEUs) will be given to every coach trainee for participating on each training day.




Event Management System (EMS) Fee

The ADE EMS will charge $20 per team member at the time of registration. This is a one-time charge that covers all training dates that are scheduled during the year.

Budget Example 6 shows the standard budget format for the team and coach registration fees and EMS fees.

Budget Example 6 shows a teacher as the coach. If the coach is a noninstructional team member, you must place the coaches training fees in Object Code 2300, 2400, 2500, 2900 – Support Services (General, School, Central Services, Other).

Budget Example 6
Placement of teacher registration and EMS fees in the budget:

Object Code: 6300–Purchased Professional Services
Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
Placement of administrator and noninstructional registration and EMS fees in the budget:

Object Code: 6300–Purchased Professional Services
Function Code: 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other)
notice! If there is more than one participating team, add the total number of team members to calculate the amount of the registration fees.
[image: image8.png]Object Code Function Code
Time.

6300-Purchased 2100,2200, 2600, 2700 — Support Services (Students,
Professional Services Instr, Operation, Transport)

Team Training

2 teacher MTBS-2 team training registration fees = $3,200
2 teacher EMS team training fees x $20=$40

Line Item
Total

$4,060.00 $4.060.00

Coaches Training

1 teacher MTBS-2 coaches training registration fee = $800
1 teacher EMS coaches training fee = $20

bject Code. Function Code. = <
Time (FTE)

6300-Purchased 2300, 2400, 2500, 2900 — Support Services (General, 1
Professional Services School, Central Services, Other)

Lineltem
To

$6.480.00 $6.480.00

Team Training

4 noninstructional MTBS-2 team training registration fees = $6,400
4 noninstructional EMS fees x 20 = $80




Travel Expenses

Funding for mileage, lodging, and meals is allowed for a team whose district or school is located a minimum of 51 miles from the training venue.

· Mileage

· Use MapQuest to estimate the miles from the district office or school site to the training venue. Double this number for round trip mileage. ESS uses MapQuest to verify mileage.
· Miles are calculated at $0.445 per mile state rate.
· The grant will pay for mileage for one vehicle only per team, regardless of the reason for the use of an additional vehicle. Additional vehicle mileage must be paid using another LEA funding source.
· 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 when the district policy stipulates one room for each person or for team members who prefer single lodging. In such cases, you should contact the training 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). The Downtown Phoenix Area Hotels section below lists hotels that you may contact for the coaches training.
notice! If there is more than one participating team, shared lodging between the teams may be required.

· It is the responsibility of the LEA or team members to arrange the team’s lodging by the hotel’s registration deadline, but ADE/ESS will ensure that rooms are available. 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 the needs of the team(s) or coach(es). ADE/ESS expects that the team(s) or a coach(es) 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(s) or coach(s) that is unable to return to the home district office or school site by 8:00 p.m. after the last scheduled 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. Factor in extra time for rush hour traffic.
· Meals
Funding may be allocated for meals as follows.
· Breakfast and lunch on team training days are included as part of the registration fees. Funding for 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 training session is allowed if the hotel does not offer a full complimentary breakfast to guests. Check with the hotel before including this funding in the budget.
· Dinner when the team or coach is in travel status, which includes:

· For each night’s stay-over.
· When a team or coach is in the process of traveling back to the home district after 8:00 p.m. on the last training day of a session (if the team or coach prefers to return to the home district or school instead of staying over an additional night).
notice! Breakfast and lunch will not be provided on the coaches training days. Allocate funds for breakfast, lunch, and dinner at the per diem rate for the coach who participates in this training.

· Lodging and Meal Allowance Table
The following table provides a breakdown of lodging allowances based on the number of rooms and the number of nights a team or coach needs to stay over. An additional 15% has been added to the lodging state rate to ensure that the tax is covered. The allowed state rate meal amounts are included at the end of this table. Use the information provided here to calculate the lodging and meal needs for your team and coach.
	MTBS-2 Team Training

	Lodging Allowance for 2 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	2 ROOMS

1 NIGHT
	2 ROOMS

2 NIGHTS
	2 ROOMS

3 NIGHTS

	September 22–23, 2016
	$103
	$119
	$238
	$476
	$714

	November 17–18, 2016
	$103
	$119
	$238
	$476
	$714

	January 26–27, 2017
	$141
	$163
	$326
	$652
	$978

	February 16–17, 2017
	$141
	$163
	$326
	$652
	$978

	TOTALS:
	$564
	$1,128
	$2,256
	$3,384

	Lodging Allowance for 3 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	3 ROOMS

1 NIGHT
	3 ROOMS

2 NIGHTS
	3 ROOMS

3 NIGHTS

	September 22–23, 2016
	$103
	$119
	$357
	$714
	$1,071

	November 17–18, 2016
	$103
	$119
	$357
	$714
	$1,071

	January 26–27, 2017
	$141
	$163
	$489
	$978
	$1,467

	February 16–17, 2017
	$141
	$163
	$489
	$978
	$1,467

	TOTALS:
	$564
	$1,692
	$3,384
	$5,076

	Lodging Allowance for 4 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	4 ROOMS

1 NIGHT
	4 ROOMS

2 NIGHTS
	4 ROOMS

3 NIGHTS

	September 22–23, 2016
	$103
	$119
	$476
	$952
	$1,428

	November 17–18, 2016
	$103
	$119
	$476
	$952
	$1,428

	January 26–27, 2017
	$141
	$163
	$652
	$1,304
	$1,956

	February 16–17, 2017
	$141
	$163
	$652
	$1,304
	$1,956

	TOTALS:
	$564
	$2,256
	$4,512
	$6,768

	Lodging Allowance for 5 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	5 ROOMS

1 NIGHT
	5 ROOMS

2 NIGHTS
	5 ROOMS

3 NIGHTS

	September 22–23, 2016
	$103
	$119
	$595
	$1,190
	$1,785

	November 17–18, 2016
	$103
	$119
	$595
	$1,190
	$1,785

	January 26–27, 2017
	$141
	$163
	$815
	$1,630
	$2,445

	February 16–17, 2017
	$141
	$163
	$815
	$1,630
	$2,445

	TOTALS:
	$564
	$,2820
	$5,640
	$8,460

	MTBS-3 Team Training

	Lodging Allowance for 2 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	2 ROOMS

1 NIGHT
	2 ROOMS

2 NIGHTS
	2 ROOMS

3 NIGHTS

	September 8–9, 2016
	$103
	$119
	$238
	$476
	$714

	November 3–4, 2016
	$103
	$119
	$238
	$476
	$714

	January 12–13, 2017
	$141
	$163
	$326
	$652
	$978

	February 23–24, 2017
	$141
	$163
	$326
	$652
	$978

	TOTALS:
	$564
	$1,128
	$2,256
	$3,384

	Lodging Allowance for 3 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	3 ROOMS

1 NIGHT
	3 ROOMS

2 NIGHTS
	3 ROOMS

3 NIGHTS

	September 8–9, 2016
	$103
	$119
	$357
	$714
	$1,071

	November 3–4, 2016
	$103
	$119
	$357
	$714
	$1,071

	January 12–13, 2017
	$141
	$163
	$489
	$978
	$1,467

	February 23–24, 2017
	$141
	$163
	$489
	$978
	$1,467

	TOTALS:
	$564
	$1,692
	$3,384
	$5,076

	Lodging Allowance for 4 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	4 ROOMS

1 NIGHT
	4 ROOMS

2 NIGHTS
	4 ROOMS

3 NIGHTS

	September 8–9, 2016
	$103
	$119
	$476
	$952
	$1,428

	November 3–4, 2016
	$103
	$119
	$476
	$952
	$1,428

	January 12–13, 2017
	$141
	$163
	$652
	$1,304
	$1,956

	February 23–24, 2017
	$141
	$163
	$652
	$1,304
	$1,956

	TOTALS:
	$564
	$2,256
	$4,512
	$6,768

	Lodging Allowance for 5 rooms

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	5 ROOMS

1 NIGHT
	5 ROOMS

2 NIGHTS
	5 ROOMS

3 NIGHTS

	September 8–9, 2016
	$103
	$119
	$595
	$1,190
	$1,785

	November 3–4, 2016
	$103
	$119
	$595
	$1,190
	$1,785

	January 12–13, 2017
	$141
	$163
	$815
	$1,630
	$2,445

	February 23–24, 2017
	$141
	$163
	$815
	$1,630
	$2,445

	TOTALS:
	$564
	$2,820
	$5,640
	$8,460

	MTBS-2 Coaches Training

	Lodging Allowance

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	1 ROOM

2 NIGHTS
	1 ROOM

3 NIGHTS

	December 12–13, 2016
	$103
	$119
	$238
	$357

	January 9–10, 2017
	$141
	$163
	$326
	$489

	TOTALS:
	$282
	$564
	$846

	MTBS-3 Coaches Training

	Lodging Allowance

	TRAINING DATES
	STATE

RATE
	1 ROOM

+ 15% TAX
	1 ROOM

2 NIGHTS
	1 ROOM

3 NIGHTS

	November 14, 2016
	$103
	$119
	$238
	$357

	January 9–10, 2016
	$141
	$163
	$326
	$489

	Per Person Meal Allowance

	LOCATION
	BREAKFAST
	LUNCH
	DINNER
	TOTAL PER DIEM

	Phoenix
	$10
	$13
	$26
	$49


Downtown Phoenix Area Hotels

The coaches training venue is at one of the ADE’s conference rooms at 3300 North Central Avenue, 16th floor. The following is a list of hotels in the downtown Phoenix area. Remember to request the state rate when making the coach’s lodging accommodations.

	Fairfield Inn & Suites by Marriott
2520 N Central Avenue

Phoenix AZ 85004

602-716-9900/1-800-228-2800
	Hilton Garden Suites
4000 N Central Avenue, Phoenix AZ 85012

602-279-9811
	Hotel San Carlos
202 N Central Avenue

Phoenix AZ 85004

1-866-253-4121

	Holiday Inn Express Hotel
620 North 6th Street

Phoenix AZ 85004

602-452-2020/1-800-972-3574
	Spring Hill Suites Downtown
802 E Van Buren Street

Phoenix AZ 85006

602-307-9929
	Quality Inn & Suites Downtown
202 E McDowell Road

Phoenix AZ 85004

602-598-9100

	Hyatt Regency Phoenix
122 N 2nd Street

Phoenix AZ 85004

602-252-1234
	Wyndham-Phoenix Downtown
50 E Adams

Phoenix AZ 85004

602-333-0000/1-877-999-3223
	Sheraton Phoenix Downtown

340 N 3rd Street

Phoenix AZ 85004

602-262-2500/1-866-716-8137


Budget Example 7 and Budget Example 8 show the standard budget format for travel expenses.

· Each team member is allowed an equal portion of the funding for mileage and lodging for the team training. In this scenario, each of the six team members has approximately 16.666% of the mileage and lodging funding (33% total for the teachers; 67% total for the noninstructionals). If there is more than one member participating in the coaches training, the mileage and lodging funding must be split as evenly as possible between the coaches.
· “R/T” means round trip. You may use either “R/T” or “round trip” to describe the miles in the narrative description.

· Remember to allocate funding for the coach’s meals (breakfast, lunch, and dinner) at the state rates.

Budget Example 7
Placement of teacher travel costs in the budget:

Object Code: 6500–Other Purchased Services
Function Code: 2100, 2200, 2600, 2700–Support Services (Students, Instr., Operation, Transport)
notice! This budget example shows the coach as a teacher. If the coach is a noninstructional member, the funding should be placed in Function Code 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other).
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Budget Example 8
Placement of administrator and noninstructional travel costs in the budget:

Object Code: 6500–Other Purchased Services
Function Code: 2300, 2400, 2500, 2900–Support Services (General, School, Central Services, Other)
notice! Notice the difference between the standard budget format for noninstructional travel and teacher travel. If the entire team consists of noninstructional team members, use the standard budget format for travel costs that is outlined above for teachers.
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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 system will automatically calculate the indirect cost amount using the LEA’s current year approved indirect cost rate. In the following example, the indirect cost rate is 5% of the total amount contributing to indirect cost. The GME system calculated the indirect cost amount of $371.91.
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The applicant must manually type the calculated indirect cost amount in the appropriate cell within the online funding application’s budget in order to add it to the total grant amount. This is demonstrated by the red type in Budget Example 9.

No other administrative costs are allowed.

Budget Example 9
Placement of indirect costs in the budget:

Object Code: 6910–Indirect Cost Recovery

Function Code: 0000–Other
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One-Year SWIS Subscription
The purchase of a one-year basic SWIS subscription for each participating school is allowed with this grant funding.

notice! This is considered a capital outlay item. A SWIS subscription for a district school should be placed in 6700–Property (Capital Outlay). A SWIS subscription for a charter school should be placed in 0190–Capital Outlay. Indirect cost is not calculated on capital outlay.
MTBS-2 (New Subscriptions)
Determine the needs of the participating school and select the appropriate subscription term amount. The needs of a school will depend on when school starts for the year and when the team will start to collect data.

· July 2016–August 2017 = $410

· August 2016–August 2017 = $380

· September 2016–August 2017 = $350

MTBS-3 (Renewed Subscriptions)
· September 2016–August = $350 (increased from 2016)

For information about SWIS and to subscribe, see https://www.pbisapps.org/Applications/Pages/Getting-Started-With.aspx#swis.
Budget Example 10 and Budget Example 11 show the standard budget format for SWIS subscriptions.
· The narrative description should indicate the year of the training (MTBS-2 or MTBS-3).

· Type the months that the subscription will cover in brackets or parenthesis.

Budget Example 10
Placement of a SWIS subscription for a district school in the budget:

Object Code: 6700–Property (Capital Outlay)

Function Code: 0000–Other
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Budget Example 11
Placement of a SWIS subscription for a charter school in the budget:

Object Code: 0190–Capital Outlay

Function Code: 0000–Other
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Contacts for Assistance
Professional Learning and Sustainability
Tracey Sridharan, Director, 602-364-2066, Tracey.Sridharan@azed.gov
Training Coordinator and Registration
Celeste Nameth, MTBS Training Coordinator, 602-542-5445, Celeste.Nameth@azed.gov
Grant Issues
Celia Kujawski, IDEA Capacity-Building Grant Coordinator, 602-542-4610 (office), 602-432-3213 (cell), Celia.Kujawski@azed.gov
Abby Sanchez, Program and Project Specialist, 602-364-3026, Abby.Sanchez@azed.gov
ESS Funding Unit

Connie Hill, Director, 602-364-4020, Connie.Hill@azed.gov
Alice Nunes, Administrative Assistant, 602-542-3851, Alice.Nunes@azed.gov
LEAs are currently assigned alphabetically to the finance specialists as follows:
A – Coconino County Regional: Denise Pawlak, Finance Specialist, 602-542-3398 or Denise.Pawlak@azed.gov
Collaborative Pathways – Kaizen/Liberty Arts Academy: Tanya Rodriguez, Finance Specialist, 602-542-4022, Tanya.Rodriguez@azed.gov 
Kaizen/Maya Public Charter – Pine Strawberry ESD: Ingrid Rope, Finance Specialist, 602-542-4064, Ingrid.Rope@azed.gov
Pinon USD – Yuma UHSD: Evelyn Benavidez. Finance Specialist, 602-542-3850, Evelyn.Benavidez@azed.gov
USFR Questions

Arizona Auditor General’s office, 602-553-0333

Ingrid Rope, Education Program Specialist, 602-542-4064, Ingrid.Rope@azed.gov
GME Technical Assistance
Grants Management, (844) 893-9789 or local (602) 542-3901, grants@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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