Directions and Timeline: LaSIP 2011-12 Drop Boxes for PD Projects/Fiscal Documentation Requirements
These directions are intended to guide your use of the Drop Boxes.  If you are a 2011-12 Principal Investigator, please email Michelle Brandon (michelle.brandon@la.gov) to get your DropBox ID #, password and to request access for additional staff; Michelle will submit a request to have issued individual IDs and Passwords.  Be aware that the Principal Investigator is ultimately responsible for all data uploaded or missing from the files.
The following are directions for specific documents.  If you have problems please call or email your LaSIP program officer.
There are two files to upload your documents into: Project Information and Project Accomplishments.  It is imperative that documents are uploaded to the appropriate file and NOT just placed on the project site.
DropBox Quarterly Due Dates:   

All documents must be updated NO LATER THAN the following dates:

· June 30, 2011
· September 30, 2011
· December 30, 2011
· March 30, 2012
· June 30, 2012
Important:    The only way to update a file that has already been uploaded to the DropBox is to:    
· Use an existing file on your desktop or download the file from the Drop Box to your desktop;

· Make the changes to the file and save; then 

· Upload the revised file to the Drop Box, replacing the existing file.   
Printing Drop Box Documents: Do not print all pages as you will get many blank pages.  When you select print be sure to put in the number of pages you want it to print so you will not have a lot of wasted pages.

	Document or Deliverables 
	Directions 

	I.  Project and Staff Information 
Due - Quarterly
	1. Go into the Drop Box and open the Document Template folder

2. Download the Project and Staff Information xls document

3. Fill in the 2 page document and then upload it into your project’s folder under your Project Information folder 



	II. Participant Data and Attendance (two worksheets)
	2011-12 LaSIP Participant Data and Attendance which contains two worksheets

	Participant Data worksheet:

Use the “Individual Participant Data Collection form” to collect data on individual teachers and complete this document. 
Due - Quarterly
	1. Go into the Drop Box and open the Document Template folder

2. Download the Excel Workbook

3. Open up the Participant Data worksheet and begin to fill it in.  Special Instructions for column needing data entry:

Columns 

Way to enter data

A

Use your project number followed by 01, 02, etc.  Such as 0825602 for project 08-256 and participant #2.  These numbers will remain with these teachers throughout the duration of the project.

B, C
Enter dates MM/DD/YY

D-M 

Enter the data directly from the Individual Participant Data Collection Form (IPDCF)
N
Teachers may be teaching in a school that has two affiliations, such as LA GEAR UP and High School Redesign.  List all affiliations.
O
Enter the participant’s Title/Position that best reflects their participation at the project: Teacher, Content Coach, School Administrator, Master Teacher, District Administrator, etc., again of using titles from the IPDCF.
P
Enter as many grade levels as necessary separated by commas, use the following categories;   Pre-K, K, 1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11, or 12     

Use only these categories

Q
Enter as many content teaching assignments as necessary separated by commas, use the following categories:  Elementary Grades, Math, Science, ELA, Social Studies, Special Ed., Other.    

Use only these categories 

R-S
Enter the number of students the teacher expects to teach during 2011-12
LEA Teacher?

T, U, V, W

Go to http://www.louisianaschools.com/lde/uploads/3597.pdf
enter names and site codes exactly as they appear in the spreadsheet 

4. Complete the document and then upload it into your project’s folder under your Project Information folder. ONLY UPLOAD TO THIS FOLDER.

	Participant Attendance 
worksheet
	1. Go into the Drop Box and open the Document Template folder

2. Download the Excel Workbook

3. Open the Participation Attendance worksheet 
4. The Id #s and names should already be in place (if not, copy from Participant Data)
5. Enter the following info

· column G, row 2 enter the dates of your Summer Institute (SI)
· column G, row 3 enter the # of hours per day

· column G, row 4+ enter the # of hours of participant attendance

· column Z, row 2 enter the dates of your AY workshops

· column Z, row 3 enter the # of hours per day
· column Z, row 4+ enter the # hours of participant attendance
6. The spreadsheet calculates the total hours for you  

7. The start and drop dates should already be in place 

8. Fill in the document and then upload it into your project’s folder under your Project Information folder. ONLY UPLOAD TO THIS FOLDER.

	III. AY Mentoring and Follow-Up Log
Due - Quarterly
	1. Go into the Drop Box and open the Document Template folder

2. Download the AY Mentoring and Follow-Up Log document to your desktop
3. Open the AY Mentoring and Follow-Up Log
4.   Complete columns A-G and then upload it into your project’s    

      folder under your Project Accomplishments folder. ONLY 
      UPLOAD TO THIS FOLDER.
5.  Each time a mentoring visit (M), email (E), phone (P), team teaching in participant’s classroom (T), or observation (O) is made, please record the date and activity.  Example:  on September 10 you spent time on the phone instructing or discussing with the teacher in row 4:  9-10-08 P would be recorded in the box.  This information is use to document our BESE measurable objective 1 of 3.

	IV.  Report: Information on Measurable Objectives

Due – Twice yearly
	 1.  This report must be updated at each quarterly due date; by September and March 2012.  

2.  It must contain not only the measurable objectives of your project,                                         but the progress towards meeting the objectives through the current quarter.

3.  The Principal Investigator should give an analysis of the results and what changes are being made to the original proposal.

4. A final report is due by June 30, 2012 for all projects 13.5, 18 & 27 months. 

5.  Fill in the document and then upload it into your project’s folder under your Project Accomplishments folder. ONLY UPLOAD TO THIS FOLDER.


	V. Report:  Pre/post Assessments, Results, and Analysis
Due – Sept. 30th
	1.  The project-designed Pre and Post Assessments must be uploaded to              the DropBox before being administered.
2.  By the next quarterly reporting period after the assessments are administered, the results and analysis must be posted to the DropBox in your Project Accomplishments folder. ONLY UPLOAD TO THIS FOLDER.
3. Provide a report detailing Pre/Post-test outcomes including project changes resulting from these outcomes. 

	VI. Report: Pre/post Classroom Observations using the 2008 LOT
Due – June 30th
	1.  Each LaSIP PD project will use the 2011-12 LaSIP Observation Tool (LOT) to evaluate teachers actually teaching.  

2.  If possible, the pre assessment should take place before the 2011-12 school year ends and no services have been received by the teacher.  

3.  The post should take place after spring testing in 2012````````````````````````````````.
4.  Fill in the document and then upload it into your project’s folder under Project Accomplishments folder. ONLY UPLOAD TO THIS FOLDER.


Note:  The following documents should be mailed to:
Board of Regents/LaSIP

Attention: Chris Herring

1201 N. 3rd Street, Baton Rouge, LA  70802
	VII.  Sign-In Sheets
	1.  Each teacher must sign in and out in the mornings AS WELL as the afternoons.
2.  Project staff should pick up the sign-in sheets after adequate time has been provided to sign in.  
3.  Mail the original signed copies to LaSIP Fiscal Department to document payment of stipends.

	VIII.  Teacher Stipend Roll-Up Sheet
	1.  Complete the Dates of Service row, project #, and university.

2.  Insert teachers’ names, participant #, total hours for that quarter, hourly rate, and the Total Due should calculate for you.

3. Complete the document and mail the original signed copies to LaSIP Fiscal Department to document payment of stipends.

	IX. Materials Distribution List
	1. Have participants sign that they have received all materials budgeted in the project for classroom materials to be given to teachers.
2. Mail the original signed form to LaSIP Fiscal Department.

	X. Budget Revision form
	1.  ANY changes to your ORIGINAL budget MUST be approved by your LaSIP/LA GEAR UP Program Officer BEFORE spending the money or making the staff change.
2.  You will receive a copy of the signed Budget Revision when it is approved.  

3.  You must email the Budget Revision form to Chris Herring and cc your Program Officer at least one week prior to needing the approval. 


