Learn and Serve Arizona

2009
Program Reporting 
Guidelines and Forms
OCTOBER 1, 2008 - SEPTEMBER 30, 2009
“Connecting Youth with Service”
2009 Learn and Serve Arizona Grant Report Schedule
(The 2009 Grant cycle begins October 1, 2008 and end September 30, 2009)

Due Date





Report




Reporting Period

*18th of each month                       
 

Monthly Cash Management Reports                              All federally funded projects must submit a Cash
Management Report Monthly regardless of the amount of funds received
**January 15, 2009



Matching Funds Verification Form 


October 1, 2008 thru December 31, 2008

December 9, 2008



National Service Program Profile


October 1, 2008 thru September 30, 2009

  (You will receive a form to complete via e-mail)         
**May 15, 2009




Year End Program Report Form


October 1, 2008 thru September 30, 2009







**May 15, 2009



Matching Funds Verification Form


January 1, 2009 thru September 30, 2009
September 30, 2009



Electronic LASSIE Reports


Late spring/early summer 2009 the Corporation for
Upon Request from CNCS







National and Community Service will email each 

project with a request to complete an electronic “LASSIE” Report
*November 30, 2009



Financial Completion Report


October 1, 2008 thru September 30, 2009 
Submission Information:

*Cash Management and Completion Reports should be submitted electronically by the district’s business Manager.  If you have any questions related to the electronic submissions please contact Tammie Chavez at:  602-542-3839  OR  tammie.chavez@azed.gov
**Both Matching Fund Verification Forms and the Year End Program Report Form must be submitted to:  
Stephanie Hahn – CTE  / Arizona Department of Education / 1535 W Jefferson Bin #42 Phoenix, AZ  85007 / 602-364-3839 /  stephanie.hahn@azed.gov

Matching Fund Verification and Year End Program Report Forms
There are two Matching Fund Verification Forms included in this booklet. 

1. The first form covers your match from October 1, 2008 (beginning of the grant cycle) through December 31, 2008.*
    This form is due January 15, 2009. 

2. The second form covers your match from January 1, 2009 through September 30, 2009 (the end of the grant cycle).*
    This form is due May 15, 2009.
*It is essential that you show that you met your 50% (dollar for dollar) match on each Matching Funds Verification form.

There is one Year End Program Report Form included in this booklet. 

1. The Year End Program Report Form covers the period of October 1, 2008 through September 30, 2009.  
This form must be completed and submitted no later than 5:00 p.m. on May 15, 2009 

Please note:
Required reports and deadlines are based on the requirements and deadlines of the Corporation for National and Community Service (CNCS), the funding source for the Learn and Serve Grant.  If requirements change or additional information is required by the Corporation for National and Community Service, it will be necessary to adjust state reporting accordingly. It is crucial that you meet the requirements and deadlines in order for the Arizona Department of Education to meet the deadlines set by the Corporation for National and Community Service.

If you have any questions please contact Stephanie Hahn @ 602-364-3839 OR Stephanie.hahn@azed.gov
Learn and Serve Arizona

“Connecting Youth with Service”

Year End Program Report Form
Reporting Period – October 1, 2008 through September 30, 2009
This form must be completed and submitted by May 15, 2009.
Grantee Organization Name:
Grant Type (1.1 Youth or 1.2 Adult):

Grant Number:
Name of individual who completed this report:

Title of individual who completed this report:

Address of individual who completed this report: 
Phone of individual who completed this report:
E-mail of individual who completed this report:

Needs and Service Activities
Please provide the following data using short answers.
1. Total number of students who performed service learning activities focused on improving the reading levels of service recipients through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:
ANSWER:_______________________________________________________________________________________
2. Total number of hours students performed service learning activities focused on improving the reading levels of service recipients through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:
ANSWER:_______________________________________________________________________________________

3. Total number of adult volunteers who performed service learning activities focused on improving the reading levels of service recipients through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:_______________________________________________________________________________________
4. Total number of hours adult volunteers performed service learning activities focused on improving the reading levels of service recipients through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:________________________________________________________________________________________
5. Total number of senior citizens who performed service learning activities focused on improving the reading levels of service recipients through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:________________________________________________________________________________________
Needs and Service Activities

Please provide the following data using short answers.
6. Total number of hours senior citizens performed service learning activities focused on improving the reading levels of service recipients through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:________________________________________________________________________________________
7. Total number of service recipients who received service focused on improving their reading levels through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:________________________________________________________________________________________
8. Total number of hours service recipients  received service focused on improving their reading levels through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:________________________________________________________________________________________

9. Total number of service recipients who improved reading levels as a result of receiving service focused on improving their reading levels through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:

ANSWER:________________________________________________________________________________________
10. Tool(s) used to track improved reading levels as a result of this service:

ANSWER:________________________________________________________________________________________
Needs and Service Activities

Please provide the following data using short answers.
11. Total number of students who improved reading levels as a result of performing service learning activities designed to improve literacy:

ANSWER:________________________________________________________________________________________
12. Tool(s) used to track improved reading levels as a result of performing service learning activities designed to improve literacy:
ANSWER:________________________________________________________________________________________

13. Total number of students who will continue to receive assistance to improve reading and literacy levels through mentoring, tutoring, and volunteer programs designed to work directly with students to improve their literacy:
ANSWER:________________________________________________________________________________________
14. How many hours of training have you received on the use of the Arizona Service Learning Curriculum Guidelines?

ANSWER:________________________________________________________________________________________

15. Did you utilize the Arizona Service Learning Curriculum Guidelines during the grant cycle?

ANSWER:________________________________________________________________________________________

16. How did you utilize the Arizona Service Learning Curriculum Guidelines during the grant cycle?

ANSWER:________________________________________________________________________________________
Participant Development

Please provide the following data using short answers.
17. Total number of students who attended training activities focused on understanding service learning, team building, project planning, project management, implementation, and leadership skills during the grant cycle:
ANSWER:________________________________________________________________________________________
18. Total number of hours students attended training activities focused on understanding service learning, team building, project planning, project management, implementation, and leadership skills during the grant cycle:
ANSWER:________________________________________________________________________________________
19. Total number of students who increased their civic engagement skills by attending training activities focused on understanding service learning, team building, project planning, project management, implementation, and leadership skills during the grant cycle:
ANSWER:________________________________________________________________________________________
20. Tool(s) used to track increased civic engagement skills as a result of training focused on understanding service learning, team building, project planning, project management, implementation, and leadership skills during the grant cycle:
ANSWER:________________________________________________________________________________________
21. Total number of students who participated in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________

22. Total number of hours that students participated in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________
Participant Development

Please provide the following data using short answers.
23. Total number of students who increased their civic engagement skills by participating in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________

24. Tool(s) used to track increased civic engagement as a result of participation in service learning projects that were student led and focused on civic engagement:
ANSWER:________________________________________________________________________________________ 
25. Total number of adult volunteers who participated in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________

26. Total number of hours that adult volunteers participated in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________
27. Total number of senior citizens who participated in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________

28. Total number of hours that senior citizens participated in service learning projects that were student led and focused on civic engagement:

ANSWER:________________________________________________________________________________________

Strengthening Communities
29. How many agencies participated in your service learning projects as a recipient of your service?
List each agency that participated and the following information for each agency. (Copy and Paste as needed)
Agency Name:_____________________________________________________

List the total number of service hours the agency received: 

List the total number of student volunteers who served agency: 

List the total number of student volunteer hours spent serving agency: 

List the total number of adult volunteers who served agency:

List the total number of adult volunteer hours spent serving agency:

List the total number of senior citizens volunteers who served agency:

List the total number of senior citizen volunteer hours spent serving agency:

EXAMPLE ANSWER:
How many agencies participated in your service learning projects as a recipient of your service?  - 2
Agency Name: ABC Agency 

List the total number of service hours the agency received: 19
List the total number of student volunteers who served agency: 5

List the total number of student volunteer hours spent serving agency: (5 students at 2 hours each = 10) 10 hours

List the total number of adult volunteers who served agency: 3

List the total number of adult volunteer hours spent serving agency: (3 adults at 3 hours each = 9) 9 hours

List the total number of senior citizens volunteers who served agency: 0

List the total number of senior citizen volunteer hours spent serving agency: 0

Agency Name: XYZ Agency 

List the total number of service hours the agency received: 23

List the total number of student volunteers who served agency: 5

List the total number of student volunteer hours spent serving agency: (5 students at 2 hours each = 10) 10 hours

List the total number of adult volunteers who served agency: 3

List the total number of adult volunteer hours spent serving agency: (3 adults at 3 hours each = 9) 9 hours

List the total number of senior citizens volunteers who served agency: 2

List the total number of senior citizen volunteer hours spent serving agency: (2 senior citizens at 2 hours each = 4 hours) 4 hours
Strengthening Communities

30. How many agencies participated in your service learning projects as volunteers?
List each agency that participated and the following information for each agency.

Agency Name:_____________________________________________________

List the total number of hours the agency volunteered: 

List the total number of student recipients: 

List the total number of hours received by student recipients:

List the total number of adult recipients: 

List the total number of hours received by adult recipients:

List the total number of senior citizen recipients: 

List the total number of hours received by senior citizen recipients:

EXAMPLE ANSWER:
How many agencies participated in your service learning projects as volunteers? - 1 

List each agency that participated and the following information for each agency.

Agency Name: The 123 Bank
List the total number of hours the agency volunteered: 80 hours
List the total number of student recipients: 40
List the total number of hours received by student recipients: 80
List the total number of adult recipients: 0
List the total number of hours received by adult recipients: 0
List the total number of senior citizen recipients: 0
List the total number of hours received by senior citizen recipients: 0
Strengthening Communities

Please refer to: http://www.volunteersolutions.org/azde/volunteer/ when answering the following questions.
31. Did you use the Volunteer Solutions website to recruit adult volunteers into your service learning program? Why or Why not? 

Answer:________________________________________________________________________________________
If you answered NO to question 31, SKIP to question 35 (do not answer questions 32 through 34)
32. How many opportunities did you post?

Answer:________________________________________________________________________________________
33. How many volunteers did you recruit as a result of using the Volunteer Solutions website?

Answer:________________________________________________________________________________________
34. Do you plan to utilize this website as a resource in the future? Why or Why not?

Answer:________________________________________________________________________________________
Summary of Grant Activities
35. Provide a brief overview of your service learning project (5-10 sentences).
36. List each of your program objectives from the application you submitted to ADE on July 25, 2008 and describe the successes you have had toward accomplishing each objective including any research, program evaluation information, or other information that shows how you met or did not meet each objective. Use verbs, numbers, etc… to describe your successes (10-15 sentences).
Primary Accomplishments

37. List all accomplishments such as conferences, in-service activities, project milestones, significant community, participant or institutional impact, or unique successes.
38. List 2-6 quotes from the following: participants, parents, teachers, community members and/or service recipients:
1.

2.

3.

4.

5.

6.

39. List all public awareness activities (e.g. copies of press releases, news clippings) and provide copies of each.**
40. List any awards or special recognition your program has received.
Primary Challenges

41. Describe challenges encountered by your project. Include issues/problems (both resolved and unresolved,) obstacles to achieving program objectives, significant sources of delay, events or incidents that caused concern and any need of which the Corporation for National and Community Service CNCS) should be aware.

Primary Training and Technical Assistance Needs
42. List the training/technical assistance needs that have surfaced during this reporting period. Include needs for which you have adequate resources and information as well as those that you are unable to meet.  Training/technical assistance needs may include requests for professional guidance in program related areas such as curriculum development, fundraising, evaluation, management or staff development.

**Please note:
With regard to publications created by “grantees,” copies must be sent to the Corporation for National Service’s Office of Public Affairs, the Learn and Serve America program office, and the National Service Learning Clearinghouse.  Also, grantees are responsible for assuring that an acknowledgement of Corporation for National Service support and disclaimer appears in any external report or publication based upon work supported by the Learn and Serve America Grant.  (For more information request Section 26 of the Learn and Serve America: School-Based and Community Based Programs General Provision from either the Corporation for National Service Office or the Arizona Department of Education Learn and Serve Office.)

Mail a hard copy of your report (with signed Match Verification Form #2) to:

Arizona Department of Education
Attention: Stephanie Hahn

Career and Technical Education Unit

1535 W. Jefferson Bin #42

Phoenix, AZ 85007

In addition, please e-mail your completed reports (including photos, if possible) to: Stephanie.hahn@azed.gov.

Thank you for your time and effort in completing this report!
Learn and Serve Arizona 
Matching Funds Verification 
Form #1
Covers grant period from October 1, 2008 through December 31, 2008
Please complete this form and return to the address below by January 15, 2009. This form must be signed by the program coordinator and authorized person verifying the value of match. Please note that your match must be at least 50% of the total cost of your project. Your match may include “in-kind” donations.

Arizona Department of Education/Career and Technical Education

Attention: Stephanie Hahn
1535 W. Jefferson Avenue Bin #42 Phoenix, AZ  85007

Phone:  602-364-3839    Fax: 602-364-4035

School District:
_________________Project Title: ______________________________________________

School:_________________________Address:__________________________________________________
Contact Person:
_________________Telephone: ________________________________________________

FAX:___________________________E-mail:___________________________________________________

Authorized Signature:______________________________________________Date:____________________

Program Coordinator Signature:
____________________________________Date: ___________________

-------------------------------------------------------------------------------------------------------------------------------------------------

(This section may be duplicated, or an additional sheet may be attached.  Please retain a copy for your files.)

Source of Match:
__________________________________________________________________________

Address: _________________________________________________________________________________
Description of Match

· Materials:  ________________________________ Value of Match: $__________

· Equipment: _______________________________  Value of Match: $__________

· Facility:
______________________________  Value of Match: $__________

· Transportation:____________________________   Value of Match: $__________

· Services:
______________________________   Value of Match: $__________

· Other/explain: _____________________________   Value of Match: $_________

· Paid Adult Professional Services: ______#hours worked @ $_______per hour = $_______total

(ex: teacher salary, bus driver )

· Adult Volunteer :      _________#hours worked @ $_______per hour = $_______total

(You may count adult volunteer hours only if the volunteer is delivering a professional service that your program would otherwise have to purchase.  Example: a community landscaper volunteers time and expertise to design a community garden layout.)

Cost of Project (10/01/08-12/31/08) 

$________________________________________ 
Total Value of Match (10/01/08-12/31/08) 
$________________________________________
Learn and Serve Arizona 

Matching Funds Verification 
Form #2 
Covers grant period from January 1, 2009 – August 31, 2009

Please complete this form and return to the address below with your final Year End Program Report.  This form must be signed by the program coordinator and authorized person verifying the value of match. Please note that your match must be at least 50% of the total cost of your project. Your match may include “in-kind” donations.

Arizona Department of Education/Career and Technical Education

Attention: Stephanie Hahn
1535 W. Jefferson Avenue Bin #42 Phoenix, AZ  85007

Phone:  602-364-3839    Fax: 602-364-4035

School District:
_________________Project Title: ______________________________________________

School:_________________________Address:__________________________________________________
Contact Person:
_________________Telephone: ________________________________________________

FAX:___________________________E-mail:___________________________________________________

Authorized Signature:______________________________________________Date:____________________

Program Coordinator Signature:
____________________________________Date: ___________________

-------------------------------------------------------------------------------------------------------------------------------------------------

(This section may be duplicated, or an additional sheet may be attached.  Please retain a copy for your files.)

Source of Match:
__________________________________________________________________________

Address: _________________________________________________________________________________
Description of Match

· Materials:  ________________________________ Value of Match: $__________

· Equipment: _______________________________  Value of Match: $__________

· Facility:
______________________________  Value of Match: $__________

· Transportation:____________________________   Value of Match: $__________

· Services:
______________________________   Value of Match: $__________

· Other/explain: _____________________________   Value of Match: $_________

· Paid Adult Professional Services: ______#hours worked @ $_______per hour = $_______total

(ex: teacher salary, bus driver )

· Adult Volunteer :      _________#hours worked @ $_______per hour = $_______total

(You may count adult volunteer hours only if the volunteer is delivering a professional service that your program would otherwise have to purchase.  Example: a community landscaper volunteers time and expertise to design a community garden layout.)
Cost of Project (01/01/09-09/30/09) $_______________________________________
Total Value of Match (01/01/09-09/30/09) $__________________________________
TOTAL VALUE OF MATCH FOR ENTIRE GRANT CYCLE (10/01/08 – 09/30/09): $_____________________________
1
2

