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APPLICATION INSTRUCTIONS

Applicants are required to use the format that is described. Failure to complete all required forms and provide appropriate official institutional original signatures by the application deadline will result in non-acceptance of the application. It is essential that each of the following topics be identified and addressed in the order stated.

All parts cited in these instructions must be included and all pages in proper sequence to ensure successful review of the application for funding.  Please clip the application.  DO NOT STAPLE.  

FORM ONE: General Information

Please provide complete addresses, titles, departments, telephone and fax numbers, and email addresses, to avoid delays in receiving vital communications by phone, email, or in writing.

	Top Section
	Applicant Name is the name of the institution submitting the application. Enter total amount (in whole dollars) requested.

	Project Director Information
	The Project Director is responsible for participants, activities, evaluation, reports, and is the primary contact for the program. This individual should have expertise in science education. Space is provided for a co-director contact.

	Contract/Administrative Contact Information
	Person in the grants or contracts office with whom the contract will be negotiated if application is recommended for funding. Space is provided for a secondary contact, or for a fiscal/financial contact.

	Authorized Official Information
	Person who has the institutional authority to enter into a contractual agreement with The University of Texas at Austin.

	Certification and Incorporation
	Authorized Official's name must be typed and an original signature must be on the application.


Please list the names and emails of additional individuals that should appear on the Project Director email list on an attached page.

FORM TWO: Statement of Provisions and Assurances
Provisions and assurances must be endorsed by an authorized institutional official certifying continued compliance with all regulations, policies, and requirements as they relate to acceptance and utilization of federal funds for the proposed program.

FORM THREE: Program Narrative 

Applicants must provide a narrative summary of their grant proposal.  Summary must not exceed 2000 words in length using 12-point font and 1 inch margins. Content to address in the program narrative includes, but is not limited to:

· Goals of the program

· Targeted grade levels, subjects, and numbers of teachers to be served

· Description of major activities

· Evaluation plan
The narrative should describe a coherent sequence of experiences for STMs to build their knowledge and skills.
FORM FOUR: Demonstrated Effectiveness of Prior Professional Development

All applicants must demonstrate prior experience in providing professional development and assessing its impact on student achievement. 

Reference your 2009-2010 Statement of Work to complete 1a, 2a, 3a, and 4a. Information for 1b, 2b, 3b, and 4b should be acquired from the 2009-2010 TRC DataCenter. 

Attach any summary of data (charts, graphs, etc. along with narrative analysis) related to the impact of your Collaborative on teacher content knowledge, teacher instructional skills, or student achievement. Graphs and charts should be clearly labeled.

FORM FIVE: Planning Meeting

Planning Meetings provide the opportunity for teachers, principals, parents, and administrators from the high-need local education agency, private schools, and additional partnerships to have extensive participation in identifying the needs of teachers and students and establishing the goals of the program that will respond to the identified needs. At the planning meeting(s) needs can be assessed or previously collected needs data can be shared with the participants. Opportunity to participate in the Planning Meetings must be provided to teachers, principals, parents, administrators, and community members interested in science education.  Letters, sample emails, agendas and meeting notes should be attached.
Notes on Program Recruitment and Selection

Effective recruitment strategies must include personal contact and visits with teachers and administrators.  Recruitment strategies may utilize teacher incentives such as:

· College credit and graduate degree plans,

· Supplies and materials for demonstration and training purposes,
· Stipends for participation in events outside of their district contract time
· Opportunities to network through a professional learning community with teachers in the region and state,

· Training, support, and mentoring from college professors, and

· Capacity for growth and leadership through support for presentations at professional conferences such as CAST.
FORM SIX: Underrepresented/Underserved Groups

Describe recruitment strategies employed to encourage participation in your Collaborative program by 

1. Teachers of underrepresented/underserved students and

2. Underrepresented/underserved teachers.

All applicants must provide a specific plan for recruiting and selecting teachers of underrepresented and underserved student groups, including Hispanic, African-American, and Native American racial and ethnic minorities, individuals with limited English proficiency (LEP), low income students, rural students, the disabled, and migrants. For the purposes of this grant, secondary teachers (grades 6-12) will also be considered underserved. Each application must be tailored specifically to the demographic characteristics of the proposed Regional Collaborative.  The objectives of this application must be based on data that support proportionate representation and participation commensurate with the characteristic student population in the region.

Applicants are especially encouraged to recruit teachers who have not traditionally participated in professional development beyond that required by their district. Applicants should describe the recruitment strategies that specifically target these teachers. Please attach any documents used to recruit participants.
Include on this form the number and percentage of STMs at the elementary, middle, and high school levels.  Applicants with 80% or more secondary-level STMs (middle and high school) will receive extra points.  The STM numbers entered here should match the STM numbers stated on FORM SEVEN: Districts Served and FORM ELEVEN: Instructional Timeline.
FORM SEVEN: Districts Served

Enter the total number of STMs your Collaborative is proposing to support with funding. Each STM should receive an average of 105 contact hours of training between May 1, 2011 and July 31, 2012. Also, enter the number of CMs your Collaborative is planning to support. CMs must receive an average of 12 contact hours during the same time period. 

Provide a tentative list of the school districts, private schools, or charter schools to be served, as well as the name and title of the contact person you will communicate with for recruitment purposes. Also include the percentage of economically disadvantaged students in each partnering local education agency (i.e., school district). Using the legend provided, clearly indicate those who represent:
· Primary high-need local education agency (PLEA),

· Additional local education agencies (ALEA),

· Charter schools (CS),

· Private Nonprofit schools (PNP).

 [ESEA Title IX, Sec 9101(34)(A)(ix)]

FORM EIGHT: Outline of Immersion Model and Letters of Support
Applicants are encouraged to utilize an immersion model that provides professional development to all teachers at a campus at a specific tested grade level for the purpose of collecting campus-level TAKS or TMSDS data.  This option is an alternative to the standard collaborative partnership model. The minimum required CMs is lowered to 75, but participating CMs will average 24 hours of professional development rather than 12.  Criteria are outlined in pages 17-18 of the Guidelines (Section One, J.3. Professional Development Levels).

For applicants planning to utilize the immersion model, provide the following information:
· Names of schools participating
· Targeted grade level(s) for data collection
· Number of STMs projected at this targeted grade level in all immersion schools
· Number of CMs projected at this targeted grade level in all immersion schools
· Number of STMs in non-immersion schools
· Number of CMs in non-immersion schools
Signed letters of support and agreement from school and district administrators are required, acknowledging TRC’s access to campus-level TAKS or TMSDS data in time for final reports.  

FORM NINE: Administrative Support from Local Schools/Districts

Systemic change requires commitment of all stakeholders. The support of administrators is a critical component to successful implementation in schools. Form Nine allows applicants to report how they plan to or what they have done in order to secure continued administrative support from local schools and school districts.  Applicants are required to provide documentation regarding what they have done to gain administrative support. Communication with administrators must include specific benefits to be accrued to the campus or district through teacher participation and specific commitments of time, space or resources made by teachers, campuses or districts. Communication with teachers and administrators should emphasize that schools and districts have a role to play as a partner in this grant proposal. Examples of ways schools or districts can contribute to the partnership include but are not limited to:

· Providing teachers with release times and substitute pay for a portion of the 105 hours of professional development they earn through the TRC

· Providing space for training

· Providing time and in-house structures to facilitate mentoring and collaboration among teachers
FORM TEN: Professional Letters of Support From Administrators and Partners
Applicants are required to develop written and signed agreements between the required partners (see ESEA guidelines below), including the 3 LEAs constituting the Regional Collaborative partnership.  Applicants are encouraged to develop written and signed agreements for any additional partners. The professional development agreement letters should describe types of support, responsibilities, and commitments of each partnering organization. Each primary partner, including the fiscal agent, is expected to contribute to achieving the goals of the grant through leveraging, direct funding or in-kind contributions. For example, any entity could provide space for training at no cost or a reduced cost. Please attach signed letters with your application.

Required Partners:

The funding source for the Texas Regional Collaboratives – ESEA Title II, Part B, Mathematics and Science Partnerships requires applicants to demonstrate partnerships, which must include:

1. An engineering, mathematics, or science department of an accredited institution of higher education, and
2. A high-need local education agency or a consortium of high-need education agencies.

[ESEA Title II, Sec 2201(b)(A)]

Three School Districts:

As described in the guidelines, Section One, the TRC intends to foster the establishment of a genuinely regional collaborative partnership.  The TRC additionally requires that each collaborative project for 2011-2012 must have a minimum of three participating local education agencies (LEAs). The majority of teachers served must be employed in high-need local education agencies.
Additional partnerships may include:

· Another engineering, mathematics, science, or education department or college of an accredited institution of higher education,

· Additional local education agencies (e.g., Education Service Centers), public charter schools, public or private elementary schools or secondary schools, or a consortium of schools,

· A business, or

· A nonprofit or for-profit organization of demonstrated effectiveness in improving the quality of mathematics and science teachers.
Notes on Program Description
The responses to the following sections need to be easily identified and clear. The strengths and weaknesses of each application will be reviewed in accordance with the criteria described under the Application Review Criteria.

FORM ELEVEN: Instructional Timeline

Teachers targeted in the plan:

For the first two entries, state the total number of teachers who will be designated as Science Teacher Mentors (STMs), and then state the projected number of teachers who will be Cadre Members (CMs).  For the last three entries, state the breakdown of STMs at high school, middle school and elementary school levels likely to be included in Collaborative activities.  
Instructional Timelines for each project year should contain:
1. Heading containing Collaborative name,

2. Anticipated Initiation Date and Date of Activity (month and year),

3. Brief description of the activity (e.g. Chemistry for All, Fundamentals of Chemistry, and others),

4. Estimated contact hours for each session,

5. Whether the activity is available for Science Teacher Mentors (STMs), Cadre Members (CMs) or both, 

6. Projected total contact hours offered for program.

7.   Whether the activity is required for STMs and/or CMs.

Hours offered should reflect the program requirements cited in this RFA. Applicants are encouraged to offer opportunities for Cadre Members to participate with Teacher Mentors as well as attend some large group trainings offered to the Regional Collaborative as a whole to ensure that adequate support is provided. Other than the program requirements cited in this RFA, the configuration of these hours is a regional decision based on teacher needs, geographic location, schedules of teachers, and program personnel. 
Funded programs must include at least 105 contact hours for STMs distributed over the program year for STMs. Applicants are encouraged to plan for more hours to provide flexibility for STMs. Cadre Members (CMs) must earn an average of 12 contact hours per CM. CM hours can be earned either through documented mentoring and training provided by STMs through direct instruction from ITMs, or a combination of these. Please specify at the end of this form the method your project will use to provide CM training.
FORM TWELVE: Instructional Team Members

The professional development activities should be coordinated and delivered by an instructional team that is ideally comprised of a science professor, science education professor, science coordinator/specialist, and a master teacher. Instructional Team Members (ITMs) will receive training through Professional Development Academies offered by the TRC throughout the year.

Provide a list of the Instructional Team Members (ITMs) including:

1. Full name

2. Institutional Affiliation (XYZ University, Region 25 ESC, etc.)

3. Category (science professor, master teacher, ESC science specialist, etc.)

4. Assigned ITM responsibilities

Vitae for ITMs are required with this application (no more than 2 pages per vita) and must be attached to Form Twelve upon submission.
MSP grant guidelines require the participation of a college of engineering, science, or mathematics in the partnership. Participation of a professor affiliated with one of these colleges as an Instructional Team Member is expected.
SPECIFY WITH AN ASTERISK WHICH ITMs REPRESENT A COLLEGE OF ENGINEERING, SCIENCE, OR MATHEMATICS.
FORM THIRTEEN: Objectives and Effectiveness Indicators
	Grant Objectives
	Based on the needs of teachers and students, list specific measurable objectives that address the goals of the Professional Development Program. 

All funded Regional Collaboratives will be expected to collect and analyze data related to the three primary components of TRC evaluation:

1. Impact of TRC professional development on teacher content knowledge

2. Impact of TRC professional development on teacher instructional skills

3. Impact of TRC professional development on student achievement

Applicants are strongly encouraged to explicitly develop a research design that compares TRC to non-TRC groups of teachers or students. Applicants are also encouraged to consider designing a program that would provide training (STM and CM) for all teachers at a tested grade level at various campuses in order to utilize school level student achievement data compared to similar campuses without TRC teachers. Applicants who implement such a design will receive special consideration in application review.  

	Effectiveness Indicators
	Provide the effectiveness indicator(s) that will be used to assess the effectiveness of the major objectives and activities. Effectiveness indicators are data that provide information on the condition or status of the impact of the activity. They are used to measure and document the impact of, or progress toward the stated objectives, and to plan program improvement strategies. The TRC reserves the right to require collection of specific data as requested by the Texas Education Agency (TEA). While other indicators may be established in response to the requirements of TEA, examples of Effectiveness Indicators are:

1. Change in teacher science content knowledge and instructional skills as measured by pre-test and post-test data

2. Increase in number of teachers using new strategies in classroom based on surveys, lesson plans, teacher journals, observation, etc.

3. Number, types, and frequency of professional development sessions

4. Improved student achievement as demonstrated on TAKS, local benchmarking exams, TMSDS tests, or other assessment tools that allow for comparison between students of TRC teachers and students of non-TRC teachers

5. College credit hours earned

6. Teachers acquiring additional state certification directly related to the curriculum and academic areas or applying for the Presidential Awards for Excellence in Mathematics and Science Teaching or seeking National Board Certification

7. Documentation of involvement of teachers traditionally not served by professional development in science

8. Qualitative feedback from teachers regarding changes in their instructional strategies or skills and its impact on students


Applicants should work closely with teachers and administrators to develop an assessment and evaluation plan that includes collection of data related to student achievement.  Locally developed benchmarking tests, the Texas Mathematics and Science Diagnostic System (TMSDS), or the TAKS are examples of quantitatively comparative data sources that can be used to examine the impact of TRC professional development on student achievement.  
Applicants must cite the pre-test and post-test used to measure the change in teacher science content knowledge and instructional skills to be considered for funding.

FORM FOURTEEN: Budget Summary

Applicants must complete the Budget Summary Form and Budget Justification and furnish the business office contact information. These tables/forms provide total funding requirements for each budget category. The tables have fields set to automatically calculate percentages and proper formatting. If you delete these fields, you will have to do the calculations separately.
Please note that the budget areas are divided into the four-digit categories used by the State of Texas and by the Federal Acquisition Regulation.  Some cost items in each major area include what are considered both administrative costs and participant costs.  Each Collaborative Project must maintain an appropriate balance between the cost of running the program and providing professional development, materials, and funds directly to teacher mentors and teachers. Participant costs should be the largest component of the budget.  The TRC will monitor closely the relationship between administrative and participant costs in all applicant budgets.

The table on Form Fourteen will separately calculate the participant costs (marked in bold italics in each major category).  In 6300, Supplies and Materials, the budget designation 6399 applies to all materials, but applicants are asked to separate those costs related to general operation, technology purchases, and participant materials.  
· Only use whole dollar amounts and enter zeros in categories that do not apply.

· No working lunches or food items can be included in any category.

· ALL project proposals must include a Budget Justification as an attachment to this form.

· The project director and the appropriate institutional authority must sign the Budget Summary.
	6100 Payroll Costs
	Calculate amount of salary and fringe benefits for persons funded by this grant. 
Include names and percentages of time supported by this grant.  

Include Substitute Pay in the appropriate line item. Description and justification for Substitute Pay should give daily amount of pay, number of participants, and number of days.  

Total all benefits in the line 6140 Employee Benefits.

	6200 Professional and Contracted Services
	This category includes general project consulting services, building space rental, meeting and workshop costs, plus tuition costs (for institutions of higher education).  

For 6219, provide consultant names or service providers and a brief description of services they will provide. 

6299 Meetings, Workshops, Summer Institute Execution Expenses includes costs for materials necessary for training, but not provided to teachers.  
Description/justification should indicate costs for items such as training equipment, room rental, registration fees paid for by the grant, etc.

	6300 Supplies and Materials
	As noted, all Collaborative costs in this category are under 6399.  Applicants must list separate costs related to general operation in support of Collaborative activities, technology purchases, and participant materials.  

In Participant Take Home Materials, description/justification should indicate costs on a per teacher basis.

	6400 Other Operating Costs
	6411 travel is for administrative personnel (i.e., project director and instructional team members) to attend Collaborative related functions including, but not limited to, two Project Directors Meetings, PDAs, Annual Meeting, and travel for the purpose of providing teacher training. 

6419 travel is for educator attendance at Professional Development Programs provided by the Math or Science Regional Collaborative, including travel and lodging for the Annual Meeting. 

6413 Stipends are the costs of providing stipends to science/math educators. Description/justification should give daily amount of pay, number of participants, and number of days.  
Registration fees are also included in each of these categories. For 6419 educator travel must include approximately $1500 ($300 per person) for a five-member team to register for the Annual Meeting of the Texas Regional Collaboratives. If additional conferences for teachers are budgeted, give purpose of registration fee and the number of individuals to be registered for each under description/justification.

	Indirect Costs (IDC)
	If institution requires IDC, no more than 8% or entity local rate, whichever is less, of the total amount of the grant is allowed.


Budget Justification- This narrative by category informs the reader about funded staff, activities and materials and their roles in the overall professional development program.

1. Payroll – Describe percent salary for professional staff as well as total amount allocated to each person on payroll.  Project Directors are encouraged to set aside funds for administrative assistance to comply with the requirements for data collection, reporting, scheduling, and bookkeeping.
2. Consultant/Purchased Services – External consultants may be used to provide training as part of the Instructional Team or to provide assistance with program evaluation. Please specify in the budget justification services that will be provided and indicate the daily rate for consultant costs.
3. Administrative Travel – Project Directors or a designee are required to attend two Project Directors Meetings per year. This line item should be used for travel and lodging for these meetings (there will be no registration fees). This line item also addresses travel, lodging and registration for any PDAs that Project Directors or Instructional Team Members attend. PDAs will have a registration fee of $45/day.  The TRC state office will reimburse for PDA transportation costs, but each Regional Collaborative must cover hotel costs for PDA attendees.  Expenses while at the workshop will be covered by the grant.  Lodging and registration at all other PDAs need to be addressed in this budget. If Instructional Team Members are not employees of the fiscal agent, travel costs may be documented in the travel section of participant costs. See Tentative Schedule of PDA offerings on pages 12-13 of the Program Guidelines of this RFA.   Administrative travel (transportation and lodging) for the Project Director to attend the Seventeenth Annual Meeting should also be included. 

Travel - State regulations specify that travel expenses must meet the following guidelines:

a. In-State Travel (overnight) - Expenses, which include lowest available airfare; actual cost of lodging and meals not to exceed maximum allowable federal government rates for the locale or local policy, whichever is less; and reimbursement for mileage not to exceed 50 cents per mile or local policy, whichever is less.  School districts are usually exempt from state sales tax on lodging, but are not exempt from any city taxes or other taxes imposed for lodging.  Employees may be reimbursed for applicable taxes.  Refer to travel guidelines below.
Beginning September 1, 2009, the Federal Rate Schedule will be used for reimbursement of in-state meal and lodging expenditures. Because the reimbursement rates can change, it is recommended that travelers print the page at the time reservations are made and submit the printout with the travel reimbursement voucher as a supporting document.

Follow these steps to access meal and lodging reimbursement information and rates through the Texas State Comptroller’s web site, at http://window.state.tx.us:
· Click the “Finances and Economy” tab at the top of the page.

· Select “Get State of Texas Travel Information” from the menu on the left of the page.

· Click the “Out-of-State Meal and Lodging” hyperlink.

· On the U.S. map that opens, click Texas.

· Disregard the note regarding CONUS at the top of the page; that is a federal standard that does not apply. Find your destination on the list, and apply the maximum meal and lodging rates for the city or area to which you are traveling.

· If the Texas city to which you are traveling is not listed, check the county list. If the county to which you are traveling is listed, use the rate given for that county.

· If the Texas county you are traveling to is not listed, use the standard maximum rate of $85 for lodging and $36 for meals.

NOTE:  Non-overnight Travel: An employee may not be reimbursed for meal expenses if the employee is outside the employee's designated headquarters for fewer than six consecutive hours on the day the expenses are incurred.
b. Out-of-State Travel  - Expenses, which include lowest available airfare; actual cost of lodging and meals not to exceed maximum allowable federal government rates for the locale or local policy, whichever is less; and reimbursement for mileage which may not exceed the rate established by the Texas Comptroller or local policy, whichever is less. Refer to “Travel Guidelines.” Out-of-State Meal and Lodging Rates are available at: http://www.window.state.tx.us/fm/ Select “Travel” under the “Topics” heading, select “Out-of-State Meal and Lodging Rates” under the “Publications” heading, and select the state to which you will be traveling.

4. Office Supplies and Materials – Materials related to Regional Collaborative office needs that are used to provide direct training to participants.

5. Participant Costs – All costs for providing training to Science Teacher Mentors and Cadre Members should be addressed here. Participant costs should be the largest component of the budget.

a. Institute Costs – Includes the cost of equipment that will be used for training purposes and not distributed to teachers, room rental, participant registration fees that are charged to the grant. It is expected that room rental and registration fees charged to the grant will be established at a reduced rate to document leveraging by partnering institutions. No fees can be charged directly to teachers for participation in this grant. 

b. Teacher Materials – Describe what materials are provided to teachers to implement the lessons and curriculum they have been trained on and the approximate cost per teacher. Teacher materials should be directly correlated to training provided.

c. Travel– Follow cost guidelines as described in prior administrative travel section. Travel and lodging costs for teachers to attend the Eighteenth Annual Meeting of the TRC in Austin must also be budgeted here.  
d. Substitute Pay – MSP guidelines encourage applicants to design a Professional Development Program (PDP) for teachers that include a summer institute along with several opportunities for additional training throughout the school year.  Applicants are encouraged to leverage funding and commitment from local education agencies to support teacher training during the school year. Applicants are encouraged to develop a written agreement between their Regional Collaborative and participating school districts to divide the cost of providing substitutes for training that occurs during the school day. Sample documents are available under the “Recruitment” section of the TRC website.

e. Tuition – Provide a description of the course(s) offered as well as cost per teacher for each course.  

f. Stipends – Stipends can be paid to teachers for attending training only during non-contract times. Applicants are encouraged to develop a written agreement between their Regional Collaborative and participating teachers that specifies what is required of teachers in order to receive a stipend. Sample documents are available under the “Recruitment” section of the TRC website. 

g. Registration Fees – The Eighteenth Annual Meeting registration fee will be $300 per person. Each Regional Collaborative is required to budget $1500 for a five-member team to attend the Annual Meeting in Austin during the summer of 2012.  Travel and lodging for the Annual Meeting is not included in this registration fee and must be budgeted for in the Travel and Per Diem Costs.
6. Indirect Cost (IDC) – The negotiated IDC rate for this grant is a maximum of 8% or the entities local rate, whichever is less, of the grant subtotal. IDC should cover the cost of institutional grant/contract management, accounting, etc. and therefore these should not be billed as separate costs in payroll or institute costs. Form Fourteen can be used to calculate IDC as it includes pre-established formulas.
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