2010 Performance Report Guidance

From the PTI/CPRC Management Manual, developed by the National Parent Technical Assistance Center, Updated March 2010

Parent Center Annual Reports

Continuation Reports (also called performance reports or annual reports) are submitted each year a project is funded to demonstrate that substantial progress has been made. PTIs and CPRCs must report both on the specific objectives written in their grant proposal as well as overall performance measures developed by the U.S. Department of Education. Project-specific measures are used to determine whether individual grants should be continued for another year. Program measures provide a “big picture” view of the parent program and a way to combine data from all Parent Centers.

Report Timeline

The 2010 continuation performance reports are due April 10, 2009. The reporting period for this report is March 10, 2009 – March 9, 2010. If you are in the first year of your grant cycle, your reporting period is October 1, 2009 – March 9, 2010. If you are in the last year of your grant period, you will not submit a continuation report this spring but instead must submit a final report due 90 days after the grant expires.  If you receive a no-cost extension, you must now submit an annual report.  

Submitting Electronically

Parent Centers are encouraged, but not required, to use the Department of Education’s 

e-Reports program when submitting their performance reports. The 524-B form was designed to be completed electronically. For more information, see “Using the ED 524B and Participating with e-Reports” document at the end of the “Dear Colleague” letter.

If you plan to submit electronically, it is recommended that you log-on to e-Reports at least a week before your report is due to make sure that you can access the system. The home page for the e-Reports system is: http://e-grants.ed.gov.

Also, whenever you will be including several sentences or more of narrative, you should first type and proofread the information in a Word document or some other off-line format. The e-Reports system will time you out if you are inactive for too long. To avoid losing your work, cut and paste the narrative sections of your report from another document.

When submitting electronically, the form will only allow numbers up to 3 digits to be entered in the status report boxes. If you have a larger number, enter “999” in the box and use the “explanation of progress” box below to enter the actual number. 

***Remember the report cover sheet needs to be signed by your Board chair. If you submit electronically, you will receive instructions on where to fax a signed copy of the cover sheet.

More e-Reports guidance:

9 Steps to Prepare an e-Report: 

http://e-grants.ed.gov/e-rep/help/erSubmissionSteps.htm
e-Reports User Guide:

http://e-grants.ed.gov/e-Rep/help/erQuickStart.asp?Link=Overview
Report Form

PTIs and CPRCs must use the standard OSEP reporting format, Form 524-B. The reporting forms along with instructions can be found online at: http://www.ed.gov/fund/grant/apply/appforms/appforms.html. 

The reporting form consists of 3 sections:

1- Cover sheet (“face sheet” with basic information about your project)

2-Summary (Continuation reports should include a 1-2 page summary of the time period being covered in the report. Final reports should include a 2-3 page summary of the entire project period.)

3- Status sheet (where you report quantitative and qualitative data about program and project performance measures, budget information, and any additional information)

Performance Measures

Beginning in 2006, Parent Training and Information Centers and Community Parent Resource Centers were required to report on Program Performance Measures as part of their annual reports. The 4 program performance measures developed by OSEP for the parent program in 2009 are: 

· Program Performance Measure #1:  The percentage of materials used by PTI projects that are deemed to be of high quality.   

· Program Performance Measure #2:  The percentage of products and services deemed to be of high relevance to educational and early intervention policy or practice by an independent review panel of qualified members of the PTI target audiences.   

· Program Performance Measure #3: The percentage of all products and services deemed to be useful by target audiences to improve educational or early intervention policy or practice.

·  Program Performance Measure #4: The federal cost per unit of technical assistance provided by the Special Education Parent Training and Information Centers, by category, weighted by the expert panel quality rating.*   

*Parent Centers are not required to report on program performance measure #4.

In addition to the program performance measures, Parent Centers should continue to report on the specific project goals that were written in their grant proposal.

Reporting tips for program performance measures:

· Each project goal (listed as “Project Objective” on ED 524B form) needs to be aligned with at least one of the program performance measures. You do not need to align every project activity with a program performance measure.

· All program performance measures (except #4) should be used at least once in your report.

· You do not need to re-write your grant goals! You do need to determine linkages between the performance measures and your grant objectives. 

· Include quantitative data (raw numbers OR ratios and percentages) whenever possible. You can also include qualitative data in the “Explanation of Progress” box.

· Remember you can also use the results from the follow-up phone and workshop impact surveys you have completed for the annual Parent Center data collection as supporting evidence for your report. For example, Program Performance Measure #3 is very similar to the outcome question “How useful was the information you received from your contact with the Parent Center?” 

· Program performance measure #2 mentions an “independent review panel.” You can use your Parent Center annual impact data or other evaluations your center completes to respond to this measure.

· Remember the most important thing is to show that progress had been made towards meeting approved objectives of the project (as written in your grant) and program performance measures.

***See Chapter 6 of the National Parent TAC Management Manual, Reporting to the US Department of Education, Office of Special Education Programs, for further information and sample forms and reports. 
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