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Arizona Department of Education
Learn and Serve Arizona Grant Application Guidelines for 
Discretionary, Competitive, High Quality Service-Learning Programs

Program Name

Learn and Serve Arizona
Management Unit

The Learn and Serve Arizona Service-Learning program is managed through the Career and Technical Education unit at the Arizona Department of Education.
Legislative and Regulatory Authority

This grant is authorized by and subject to the National and Community Service Act of 1990 as amended, codified as 42 U.S.C. 12501 et seq., and 45 CFR 2510 et seq.

Funding Source

Corporation for National and Community Service, Learn and Serve America*

· Availability of funds is contingent upon the Arizona Department of Education receiving a grant award from The Corporation for National and Community Service. 
Budget/Program Performance Period:

September 1, 2010 - August 31, 2011 (pending receipt of federal funds)

Application Due Date

All proposals must be submitted by 5:00pm, Friday, July 9, 2010. Late proposals will not be accepted.

Contact Persons

Program Office Contacts




Grants Management Contact

Kurt Parks






Tammie Chavez

602-542-4155





602-542-3839

Kurt.parks@azed.gov




Tammie.chavez@azed.gov
Stephanie Hahn









602-364-3839

Stephanie.hahn@azed.gov
Grant Topics 

Four (4) types of grants are available.

1.1 (Youth) – Up to $15,000 grant for public K-12 districts, schools, or a consortium of districts or schools within Arizona to implement , operate, and/or expand youth led service-learning programs

1.2 (Adult) – Up to $7,500 grant for public K-12 districts, schools, or a consortium of districts or schools within Arizona to implement , operate, and/or expand school-based programs involving adult volunteers to use service-learning to improve the education of students. 

1.3 (CBO) – Up to $15,000 grant for CBO’s to implement , operate, and/or expand youth led service-learning programs through a partnership between the CBO and a public K-12 district, school, or consortium of districts or schools within Arizona.

1.4 (District Wide) – Up to $20,000 for public K-12 districts to implement, operate, and/or expand a youth led district wide service-learning program.
Approximate Number of Grants Available
There is approximately $320,000 available for grant awards. The number of awards available for each grant type/topic is as follows (these are approximations and will depend on the number of qualifying applications received):

1.1 (Youth): five (5) – ten (10)

1.2 (Adult): five (5) – ten (10)

1.3 (CBO): five (5) – ten (10)

1.4 (District Wide): two (2) – four (4) 

Target Population

K-12 students 
Service-Learning Definition

Service-learning is a teaching and learning strategy that integrates meaningful community service with instruction and reflection to enrich the learning experience, teach civic responsibility, and strengthen communities.

Benefits of Service-Learning

There are many benefits for everyone involved! In the classroom, service-learning helps students improve their academic performance. It also nurtures their sense of self-efficacy, their leadership and problem-solving abilities, and their sense of responsibility to their communities. For many participants this can be the beginning of an enduring commitment to learning and service. By offering tools for enlivening and increasing the relevance of their student’s educational experiences, teachers may gain a renewed passion for teaching. Schools develop stronger relationships to their communities in ways that involve more parents and other community members in the educational process. In seeing youth and students as valued assets, communities connect to a vibrant and dedicated source of hard-working learners willing and able to engage the needs and problems of their society. By becoming involved in service-learning, communities increase their understanding of ways educational institutions can be partners in solving community challenges. At the same time, they increase their own opportunities to be valued partners in student learning.
Funding Purpose

The purpose of this grant is to establish and expand K-12 school-based service-learning programs that seek to integrate a community service philosophy and activities into academic curricula based on the State of Arizona academic and service-learning standards and the National service-learning standards.* Successful programs are tied to participating students’ grades; include the student activities of needs investigation, project design, action, demonstration, and reflection; include meaningful partnerships; and empower youth to help design and lead projects. Every program must address student reading levels, inclusion, and the increase of adult volunteers in schools as outlined in the performance measures. 
Successful programs also provide structured time for students to participate in and reflect on their service-learning experiences and demonstrate what they have learned about their efforts through teaching others—peers, younger students, or the community. This teaching can take the form of presentations, lessons, products (brochures, videos, Web sites, etc.), advocacy, or performances. Every program must include some demonstration element. Demonstration activities expand service-learning opportunities, promote the program, and help others interested in similar efforts.

*The national and state service-learning standards are available in the resource section of this funding book and on line at the following websites:

State Standards:

http://www.learnandservearizona.com/framework/index.html 
National Standards:
http://www.servicelearning.org/filemanager/download/8542_K-12_SL_Toolkit_UPDATED.pdf
Funding Priorities

In accordance with CNCS (Priority for Sub-grant Applications 45 CFR §2516.500) Learn and Serve Arizona will give priority to LEA partnerships that submit applications that:
a. involve participants in the design and operation of the program;

b. reflect the greatest need for assistance, such as programs targeting low- income areas and at-risk youth;

c. involve students from public elementary or secondary schools, and students from private elementary or secondary schools, serving together

d. involve students of different ages, races, sexes, ethnicities, abilities and disabilities, or economic backgrounds, serving together; 

e. are integrated into the academic program of the participants;

f. best represent the potential of service-learning as a vehicle for education reform and school-to-work transition;

g. develop civic responsibility and leadership skills and qualities in participants;

h. demonstrate the ability to achieve the goals of the program in terms of quality, innovation, replicability and sustainability; or 

i. address priorities established by the Corporation for the grant period.
Grant Goals

The Corporation for National and Community Service has identified two (2) primary goals for the grant cycle:

1. To expand high-quality service-learning into more K-12 schools, particularly those with large numbers of youth in disadvantaged circumstances, as a strategy to improve retention and graduation through increased civic and academic engagement; and

2. Engage young people in service-learning activities that directly address community needs in order to build healthier communities.
Learn and Serve Arizona has identified six (6) additional goals for the grant cycle:

1. Utilize service-learning as a teaching method to engage students in their schools and communities to:

a. Promote academic engagement and improve academic performance of students

b. Promote civic engagement and develop a lifelong ethic of service in youth

c. Reduce student dropout rates 

d. Introduce students to a broad range of careers and expose them to further education and training

e. Support students in transition and incorporate service-learning into students’ Individualized Education Plans (IEP)

f. Assess and address unmet community needs 

g. Improve Arizona communities

2. Encourage elementary and secondary school teachers to create, develop, and offer service-learning opportunities for ALL school-age youth

3. Educate teachers about service-learning and incorporate service-learning opportunities into classrooms to enhance academic learning

4. Support districts to coordinate the work of adult volunteers in schools
5. Support districts to hire service-learning coordinators to assist with identifying community partners and implementing school-based service-learning programs

6. Provide technical assistance and information to facilitate the training of teachers who want to use service-learning in their classrooms
Selection of Eligible Applicants 

The Corporation for National and Community Service (CNCS) has identified the following requirements: 
Only local partnerships are eligible to apply for sub-grants.

The term partnership means two or more entities that have entered into a written agreement specifying the partnership goals and activities as well as the responsibilities, goals, and activities of each partner. 45 CFR §2516.110 
The local partnership must include one or more LEAs and one or more community partners.

The local partnership may include a private for-profit business or private elementary or secondary school. These entities may NOT be the fiscal agent for the grant.
The community partners must include a public or private nonprofit organization that has demonstrated expertise in the provision of services to meet educational, public safety, human, or environmental needs; was in existence at least one year before the date on which the organization submitted an application under this part; and will make projects available for participants, who must be students. 
Applicants are strongly encouraged to develop this application in collaboration with parents/families and other members of the local school community to ensure that the service-learning initiative is comprehensive, age-appropriate, and sensitive to cultural and community needs and interests. The Partnership is also encouraged to include public and private schools, institutions of higher education, county offices of education, parents/families, local community members, private businesses, local government, media, community-based service organizations, other CNCS grantees, and state and federal programs.
Based on the above requirements from CNCS, Learn and Serve Arizona will accept proposals from:

1.  Public K-12 schools, districts, or consortiums of schools or districts in Arizona (LEA) who have developed a partnership as defined above. In this partnership, the LEA is the fiscal agent. (1.1, 1.2, and 1.4 grants)  

· LEA’s may apply for the 1.1 (youth), 1.2 (adult), and/or 1.4 (district wide) grants 

· LEA’s are not eligible to apply for the 1.3 (CBO) grant
· Since LEA’s have the option to apply for funds at the school or district level, the following guidelines have been established and should be considered before applying for funds*:

· The district or individual schools within the district may apply for the 1.1 and/or 1.2 grants. This means that more than one school within a district could potentially receive funding 
· Only the district may apply for the 1.4 grant and if the district is awarded the 1.4 grant, all 1.1 and 1.2 grant applications within the district will no longer qualify for funding, even if they were submitted by an individual school
*It is recommended that the district and the schools within the district clearly communicate their intentions with each other. If the district is planning to apply for the 1.4 grant, schools within the district may opt out of applying for the 1.1 and/or 1.2 grants. Schools may also decide to apply anyway, as this will increase the likelihood of receiving funding in the case that the 1.4 application is not selected for funding.
2. Non-profit community based organizations (CBO) that have a developed partnership as defined above with a Public K 12 school, district, or consortium of schools or districts in Arizona. In this partnership, the CBO is the fiscal agent. (1.3 grant) 

· CBO’s may apply for the 1.3 (CBO) grant only
· CBO’s must submit a written partnership agreement between the CBO and the school(s)/district(s) verifying an agreement between the organizations to develop a new or expand an existing service-learning program in the school(s)/district(s).   

· The agreement must include the official authorized signatures from the school district and the CBO.
· The agreements must be submitted before the application due date via e-mail to Stephanie Hahn at Stephanie.hahn@azed.gov or via U.S. Mail to:

AZ DOE

Stephanie Hahn - CTE

1535 W. Jefferson Ave. Bin #42

Phoenix, AZ 85007

Use of Grant Funds

Questions or concerns related to the use of grant funds must be directed to Tammie Chavez at 602-542-3839 or tammie.chavez@azed.gov.

Allowable Expenses

· Training for teachers, supervisors, parents, trainers and personnel from community based agencies, conducted by qualified individuals and organizations experienced in service-learning

· Developing service-learning curricula to be integrated into academic programming

· Forming local partnerships to develop diverse school-based service-learning programs
· Devising appropriate methods for research and evaluation of the educational value of service-learning activities and the effect of service-learning on communities

· Establishing effective outreach and dissemination efforts to ensure the broadest possible involvement of educators and community-based agencies with demonstrated effectiveness in working with school-age youth in their communities

· Implementing, operating, and expanding service-learning programs which may include paying for the cost of the recruitment, training, supervision, placement, salaries, and benefits of service-learning coordinators;

· Substitutes, release time, or curriculum pay for professional development, planning, teacher mentoring, and/or curriculum development. (Substitute, trainer, and consultant costs are counted as salary).
· Travel directly related to approved service-learning implementation and/or professional development. (Driver salary and benefits are considered transportation expenses).  
· Funds may support the purchase of equipment (TVs, computers, cameras, printers, etc.) or other permanent or large-budget items if all four criteria below are met:

1. The item is critical to the project; i.e., the project cannot meet its objectives without it.

2. Evidence is provided that there is no other way to pay for, obtain, or use the item.

3. The dedicated and long-term use of the item will be for service-learning.
4. Prior approval from the Learn and Serve Arizona Director (Stephanie Hahn) is granted.
· Minor expenses for identification of service-learning participant service, such as the President’s Volunteer Service Awards. 

· Implementing, operating, and expanding school-based programs involving adult volunteers to use service-learning to improve the education of students.
· Communicate by mail, e-mail, fax, or other reasonable means.

Unallowable Expenses

· Grant funds may not be used for international travel or projects where the primary beneficiaries of an activity are outside the United States.
· Grant funds may not be used to pay for food or refreshments, other than those associated with travel, for service-learning events, or activities included in this application.

· Grant funds may not be used for general field trips, travel to conferences not related to service-learning, travel to recognition or award ceremonies, or reward trips.

· Grant funds may not be spent on stipends, allowances, or other financial incentives for students or service beneficiaries except to reimburse them for reasonable out-of-pocket expenses directly related to the project.

· Grant funds may not be used for capital improvements on school property.

· Grant funds may not be used to supplant existing programs, purchases, and/or funding.

Budget Requirements/Documents
Implementation, Operations, and Expansion of Service-Learning Programs 

Seventy-five percent (75%) of requested funds must be allocated in this category; Instructional materials, supplies, resources, speakers, and presenters may be included. 

Planning and Capacity Building 

Twenty percent (20%) of requested funds may be allocated in this category. Costs related to attending state conferences, travel, substitute pay related to training, professional and program development workshops, and collaboration with other programs may be included. 

Registration costs for state trainings must be budgeted per attendee as follows: 
· Staff Development Day for staff (February, 2011) - $50 per person

· Year End Conference for staff and students (April, 2011) - $75 per person

· In addition, grant recipients are expected to participate in the following events based on the appropriate grant:

1.1 and 1.3 sub-grantees
Fall Leadership Camp for staff and students (November, 2010) - $100 per person

1.2 sub-grantees

Adult volunteer training (September, 2010) - $50 per person
1.4 sub-grantees

District wide training (September, 2010) - $50 per person
Administration 

Five percent (5%) of requested funds may be allocated in this category.
Capital Outlay 
Capital outlay may NOT be more than ten percent (10%) of the total grant amount and prior approval from the Learn and Serve Arizona Director (Stephanie Hahn) is required. The allowable amounts are as follows (assuming you are funded the full amount):
1.1 (Youth) – Up to $1,500 

1.2 (Adult) – Up to $750

1.3 (CBO) – Up to $1,500

1.4 (District Wide) – Up to $2,000
Budget Documents

Please refer to “electronic application instructions” or “hard copy/paper application instructions” as appropriate. The documents are also included under the resource section of this funding book. 
Matching Funds Requirement
Applicants must provide a one-hundred percent (100%) cash and/or in kind match. This is equivalent to a dollar for dollar match. This match may be exceeded (and often is) but it cannot be less than one-hundred percent (100%). Submissions that fail to meet this criterion will not be considered for funding.

As a dollar for dollar match equivalent, the applicants match may come from Federal/State/Local/Private funds, in-kind, or cash.* 

*In the case of federal sources, the funds of another agency may only be used as match if the other agency permits such use. Funds from other projects funded by the Corporation for National Service (example: AmeriCorps funds), and US. Department of Education Title I, and IDEA may not be used as matching funds. If you have questions regarding the use of other federal funds, please contact the appropriate agency directly. 

What counts as match?
· Staff Costs incurred in implementing service-learning experiences into the academic curriculum: teacher time (any time the teacher spends preparing for, helping students do, or reflecting on service-learning experiences), substitute teachers, secretarial, support staff, and supervisor staff time.

· Travel Costs incurred in implementing service-learning experiences into the academic curriculum: reimbursable mileage rates as established by the district, hotel costs associated with professional development in service-learning or attendance at meetings related to implementation of service-learning.

· Operating Costs incurred in implementing service-learning experiences into the academic curriculum: supplies, materials, telephone, copies, and postage.

· Facilities Costs incurred in implementing service-learning experiences into the academic curriculum: office space and equipment usage.

· Participant Cost incurred implementing service-learning experiences into the academic curriculum: transportation, stipends, curriculum materials, and supplies.

Program and Fiscal Assurances Agreement

Whether submitting your grant application electronically or via hard copy/paper, you must read and agree to the program and fiscal assurances by signing forms ADE 31-204 and ADE 09-432.The official authorized signature from the school district or CBO is required. 

When submitting your proposal electronically, you will be asked to agree to these assurances electronically.

When submitting your proposal as a hard copy/paper application, ADE 31-204 must be the first document of the application and ADE 09-432 must be the second document of the application.

Both forms are included in the resource section of this funding book.
Funding Method
ADE uses a cash management funding technique which means a district may request the amount of money reserved to pay obligations (received but unpaid invoices which can be paid within 30 days of the cash advance request) and/or two payroll periods (not to exceed a 30 day payroll cash advance).
Grants Fiscal Management Training Requirement

Recipients of ADE grants are strongly encouraged to visit the Grants Management Training website at: https://www.ade.az.gov/gme/Additional_Information/Training.asp for upcoming training information, training manuals, and online training modules for LEAs – this site will provide Grants Management requirements and step-by-step instructions for successfully negotiating the online processes.
Program Performance Accountability and Reporting Requirements 
This information will be disbursed to applicants who are approved for funding.
Staff and Student Development

All grant recipients are expected to participate in and budget for the following activities (Activities with a fee involved are also listed under the “Budget Requirements and Documents” section of the funding book):

· Staff Development Day for staff (February, 2011) - $50 per person

· Year End Conference for staff and students (April, 2011) - $75 per person

· Two (2) webinars of your choice – No cost

· Webinar Topics for 2010-2011 may include:
· NYLC’s Generator School Network
· Service-Learning in CTE
· L&S grant management
· Tools for service-learning
· Reporting requirements
· Using technology in service-learning
· Special requests made by sub-grantees (you) 

In addition, grant recipients are expected to participate in the following events based on the appropriate grant:

1.1 and 1.3 sub-grantees

Fall Leadership Camp for staff and students (November, 2010) - $100 per person

1.2 sub-grantees

Adult volunteer training (September, 2010) - $50 per person

1.4 sub-grantees

District wide training (September, 2010) - $50 per person

Assistance to the State

Applicants who qualify for funding are expected to promote and advance service-learning. Some possible activities may include co-facilitating workshops and presentations with Learn and Serve Arizona and ADE staff and sharing knowledge and resources with other school-community partnerships that do not receive Learn and Serve Arizona funds. Activates may also include participation in state conferences and program promotion.
Grant Application Evaluation

Grant proposals will be evaluated and grants will be awarded on a competitive basis. The checklist of criteria used to evaluate the proposals is included in the guidelines for each grant type. The applications are read and scored by a panel of judges representing many of our program partners. Our program partner list may include some or all of the following: AZ Department of Education Career and Technical Education (CTE) employees who work with CTE Student Organizations, Members of the Governor’s Commission on Service and Volunteerism, Members of The Arizona National Service Inclusion Work Team, State Farm, and other community organizations working to move service learning forward in Arizona.
Initial Screening and Disqualification Criteria

Learn and Serve Arizona (L&S AZ) will screen applications for completeness. L&S AZ reserves the right to disqualify applications that are not complete or do not include complete budget information. Application submissions must adhere to the appropriate word limits (specified where appropriate) and use a 12-point Arial font. 
Electronically Submitting the Learn and Serve Grant Application Instructions
You must submit your application electronically. The only exception is if you are with an LEA and someone else in your district has already applied for the grant electronically. If this happens, you will need to submit a hard copy/paper application (please refer to “Instructions for Submitting a Hard Copy/Paper Learn and Serve Grant Application” of this funding book). 
CBO’s may only submit one grant proposal per organization (1.3 CBO) so will always submit electronically. 

IMPORTANT NOTE!

The icons on the electronic grant application are aligned with the following documents needed for hard copy/paper applications. All documents are available at the L&S AZ website at: http://www.learnandservearizona.com/applying/application.html. It is recommended that you enter your data into these documents, as appropriate, prior to accessing the electronic application. You may then copy and paste the data into the electronic application. This will prevent you from losing unsaved data.  The documents are as follows:
Document (1)

Form ADE 31-204 Local Education Agency Application. This form will be signed electronically so you will not need to copy and paste any data into the electronic application.
Document (2)

Form ADE 09-432 Learn and Serve Arizona Program Assurances Supplement. This form will be signed electronically so you will not need to copy and paste any data into the electronic application.
Document (3)

The third document of the application will depend on which grant you are applying for. It is recommended that you enter your data into the appropriate document and then copy and paste the data into the electronic application.
1.1 (Youth)

Form ADE 09-433 (Learn and Serve Arizona 1.1 Application) 

1.2 (Adult)

Form ADE 09-434 (Learn and Serve Arizona 1.2 Application) 

1.3 (CBO)

Form ADE 09-435 (Learn and Serve Arizona 1.3 Application) 

1.4 (District Wide)

Form ADE 09-436 (Learn and Serve Arizona 1.4 Application) 

Documents Four (4) through Ten (10)

Documents four (4) through ten (10) are as follows and are available at the following link: http://www.learnandservearizona.com/applying/application.html
Document 4 -   Form ADE 9702 (Budget Report Form)

Document 5 -   Form ADE 22-084 (Detailed Expenditure Worksheet)

Document 6 -   Form ADE 9702 Budget Report Form Instructions

Document 7 -   Form ADE 22-084 Detailed Expenditure Worksheet Instructions

Document 8 -   USFR Chart of Accounts & Expense Classifications

Document 9 -   Sample Budget Narrative

Document 10 - Form ADE 40-002b Capital Outlay

When developing your budget, you must use Form ADE 9702 (Budget Report Form) and Form ADE 22-084 (Detailed Expenditure Budget Worksheet). The “USFR Chart of Accounts & Expense Classifications” and the “Sample Budget Narrative” will assist you in completing your budget. If include capital outlay in your budget, you must use Form ADE 40-002b (Capital Outlay). 

Document 4 will be the fourth (4th) document of your hard copy/paper application

Document 5 will be the fifth (5th) document of your hard copy/paper application

Document 10 will be the sixth (6th) document of your hard copy/paper application, if necessary
Documents 6, 7, 8, and 9 should not be submitted.
When submitting your grant application electronically, you will submit the budget into Grants Management Enterprise electronically. It is recommended that you enter your data into the appropriate budget documents (4, 5 and 10, if necessary) and then copy and paste the data into the electronic application.
Budget Note 
(Also listed under the “Budget Requirements and Documents” section of the funding book)
Capital outlay may not be more than ten percent (10%) of the total grant amount and prior approval from the Learn and Serve Arizona Director (Stephanie Hahn) is required. The allowable amounts are as follows (assuming you are funded the full amount):

1.1 (Youth) – Up to $1,500 

1.2 (Adult) – Up to $750

1.3 (CBO) – Up to $1,500

1.4 (District Wide) – Up to $2,000
To submit your grant application electronically, please complete the following steps in order.
Steps one (1) through five (5) only apply to entities that are not currently active in Enterprise through the Arizona Department of Education. 
If you are unsure of whether or not you are active in the Enterprise system, please contact the Grants Management Office at 602-542-3695 or grants@azed.gov. E-mailing is recommended.
Completing steps one (1) through five (5) take approximately 30 days so it is critical that you begin these steps right away in order to electronically submit your grant proposal prior to the July 9, 2010 deadline. 
If you have an established CTDS number, you may skip to step 5
1. Click on the following link and complete the entity profile form. Submitting this form to School Finance will create a CTDS number for your entity and also establish it in Enterprise: 

https://www.azed.gov/schoolfinance/FAQs/CTDS_District/EntityProfileForm.pdf 

2. Fill out and send a W-9 Form to the Grants Management Office

The State of Arizona Substitute W-9 & Vendor Authorization Form can be downloaded from the following website: https://www.ade.az.gov/gme/Additional_Information/Add_Info_downloads/W-9Updated.pdf. 
It is important that the W-9 Form has the correct entity name and EIN number that matches the information on file with the Internal Revenue Service (IRS). If the Entity Name/Legal Name on file with the Arizona State Board for Charter Schools and/or the Arizona Corporation Commission does not exactly match the name on file with the IRS, the W-9 Form will be rejected. To ensure timely and uninterrupted payments, please verify, and correct if necessary, the information on file with the IRS prior to submitting the W-9 Form to ADE. The information on file with the IRS can be verified by contacting the IRS Customer Service Department at 1-800-829-0115 between the hours of 7am-10pm.

Before submitting the W-9 Form to ADE, please make sure it is typed/written legibly and that all the required fields below are completed:

· Type of Request must be indicated

· Taxpayer Identification Number – Federal Employer Identification Number (This number
 needs to match the information on file with IRS)

· Entity Name/Legal Name (This needs to correspond with the Federal Employer

Identification Number indicated above and must also match the information on file with IRS)

· Entity Type must be selected

· Appropriate Minority Business Indicator must be selected

· Main Address must be completed

· Remittance Address must be completed if different from Main Address

· Vendor (District Superintendent, Charter Contract Signer or Board President) must sign

 and date in the Certification section

Please note that incomplete forms will be rejected by GAO. The W-9 Form can be sent to the Grants Management Office by email (grants@azed.gov), fax (602-542-4063) or regular mail using the address listed below:

Arizona Department of Education

Attention: Grants Management Office, Bin 3

1535 W Jefferson St

Phoenix, AZ 85007

When submitting the W-9 form, please include a cover page with the following note (this will help to expedite the process):
Dear Grants Management,

My organization would like to apply for a Learn and Serve Arizona grant for the 2010-2011 school year. I have already submitted my entity profile form and my W-9 is attached. Please process my paperwork and send me confirmation of my account set up so I may complete and submit the general statement of assurance. The grant submission deadline is July 9, 2010. 

Thank You,

Contact Name*

Entity Name*

Contact Address*

Contact Phone*

Contact E-mail*

If sending the W-9 via e-mail, the subject of the e-mail should be “Learn and Serve Grant W-9 form” and the above note should be in the body of the e-mail.

*You must provide the contact person name, entity name, address, phone, and e-mail address on the cover page.  
4. Upon confirmation of your account set up, continue to step 5 (submitting your general statement of assurance). 

Entities that are already active in Enterprise through the Arizona Department of Education should start here.
5. In order to gain access into Grants Management, you need to complete the general statement of assurance (This is in addition to assurances ADE 31-204 and ADE 09-432). Upon submittal of the General Statement of Assurances, access to the secure Grants Management processes is provided for the fiscal year. A Common Logon user ID is assigned for each authorized signer. The Grants Management unit internally requests the permissions, which is then provided by the ADE Support Center. If you have any questions regarding your Common Logon account, contact the ADE support center at enterprise@ade.az.gov
There are two (2) General Statements of Assurances (GSA) that will need to be completed. The first is for FY 2010 and is only effective through June 30, 2010. The second is for FY 2011 and is effective for the period of July 1, 2010 through June 30, 2011. 
If you have already submitted both GSA’s, please continue to step 6.
FY 2010 GSA 

The FY 2010 GSA was due May 31, 2009 but is still accessible.

Please contact the Grants Management Office directly at 602-542-3695 or grants@azed.gov in order to obtain the form. E-mail is recommended.
FY 2011 GSA
The FY 2011 GSA is due no later than May 31, 2010.
Please click on the following link to access the form: 
https://www.ade.az.gov/GME/Additional_Information/Add_Info_downloads/GSA_FY11.pdf 

(You will need to hold down the control (ctrl) button on your keyboard at the same time you click on the link)
NOTE: If your FY 2011 GSA is not submitted prior to May 31, 2010 your access to Grants Management will be deleted effective July 1, 2010.

The General Statements of Assurance (for both FY 2010 and FY 2011) should be submitted as a hard copy with all original signatures in blue ink via U.S. Mail to:
Arizona Department of Education
Grants Management Bin #3
1535 West Jefferson Street
Phoenix, Arizona 85007
Phone: (602) 542-3695
Fax: (602) 542-4063
grants@azed.gov
6. Open up the Internet and type https://www.ade.az.gov/CommonLogon/logon.aspx in the search engine. You may also copy and paste the link into your browser or hold down the control button on your keyboard and click on the link, this will take you directly to the website. (You will need to hold down the control (ctrl) button on your keyboard at the same time you click on the link)
7.  Enter your common logon and password. Hit continue.
8. Click on the Create New Application icon. The screen will prompt you to re-enter your common logon and click on grants management (again). 

9. Click on the On Line Application icon. 

10. Click on Create New Application icon.  

11. Select your District. 

12. Select the 2011 Learn and Serve Application you are applying for. If you are applying for more than one grant, you must submit a separate application for each.

13. Once you have selected the appropriate application, you will see icons along the left side of the page. These icons represent all of information that needs to be entered. Click on each individual icon and enter the necessary information. When finished entering the information please click on the save button at the bottom center of the page (not along the left side under the icons). After reviewing your application under the Summary and Submit section, scroll down to the bottom and click on the submit icon.  Now your application has been submitted to ADE.  

If you have any questions, issues, or concerns with Grants Management Enterprise, please contact the Grants Management Office directly at 602-542-3695 or grants@azed.gov. E-mail is recommended.
The Grants Management Handbook is available under the Grants Management website at:  https://www.ade.az.gov/GME/Additional_Information/Training.asp
Submitting a Hard Copy/Paper Learn and Serve Grant Application

Instructions
Remember, you must submit your application electronically. The only exception is if you are with an LEA and someone else in your district has already applied for the grant electronically. If this happens, you will need to submit a hard copy/paper application. 

ALL required documents needed for the hard copy/paper application may be found on the L&S AZ website at: http://www.learnandservearizona.com/applying/application.html
Hard copy/paper applications should be submitted via U.S. Mail to:
AZ DOE

Stephanie Hahn - CTE

1535 W. Jefferson Ave. Bin #42

Phoenix, AZ 85007
Applications sent to any location other than the above, or received after the due date, will not be considered as officially received.

Due Date:  No later than 5:00 pm on Friday, July 9, 2010
Please address questions to: Stephanie Hahn or Kurt Parks
Telephone:  (602) 542-4155 

E-mail: LearnAndServeArizona@azed.gov 
Hard copy/paper application submissions must adhere to the appropriate word limits (specified where appropriate) and use a 12-point Arial font.
Please submit your original hard copy/paper application plus one additional hard copy. Only the original application requires an original (ink) signature by the Local Education Agency’s authorized agent.  No other signature will be acceptable.

The completed grant application will consist of five (5) documents unless you are submitting capital outlay. If submitting capital outlay, the grant application will consist of six (6) documents. The documents are listed below in the order in which they are to be submitted. 
WARNING!

Failure to submit the required documents in the appropriate order will result in your application being rejected.
Document One (1)

The Arizona Department of Education Form ADE 31-204 (Local Education Agency Application) must be the first document of the application and must be signed by LEA’s authorized agent. The project number will be assigned upon recommendation for funding. 
Document Two (2)

The Arizona Department of Education Form ADE 09-432 (Learn and Serve Arizona Program Assurances Supplement) must be the second document of the application.

Document Three (3)
The third document of the application will depend on which grant you are applying for. 

If you are applying for:

1.1 (Youth)

The Arizona Department of Education Form ADE 09-433 (Learn and Serve Arizona 1.1 Application) must be the third document of the application.

1.2 (Adult)

The Arizona Department of Education Form ADE 09-434 (Learn and Serve Arizona 1.2 Application) must be the third document of the application.

1.3 (CBO)

The Arizona Department of Education Form ADE 09-435 (Learn and Serve Arizona 1.3 Application) must be the third document of the application.

1.4 (District Wide)

The Arizona Department of Education Form ADE 09-436 (Learn and Serve Arizona 1.4 Application) must be the third document of the application.

Documents Four (4) through Ten (10)

Documents four (4) through ten (10) are as follows and are available at the following link: http://www.learnandservearizona.com/applying/application.html
Document 4 -   Form ADE 9702 (Budget Report Form)

Document 5 -   Form ADE 22-084 (Detailed Expenditure Worksheet)
Document 6 -   Form ADE 9702 Budget Report Form Instructions
Document 7 -   Form ADE 22-084 Detailed Expenditure Worksheet Instructions

Document 8 -   USFR Chart of Accounts & Expense Classifications

Document 9 -   Sample Budget Narrative

Document 10 - Form ADE 40-002b Capital Outlay
When developing your budget, you must use and submit Form ADE 9702 (Budget Report Form) and Form ADE 22-084 (Detailed Expenditure Budget Worksheet). The “USFR Chart of Accounts & Expense Classifications” and the “Sample Budget Narrative” will assist you in completing your budget. If include capital outlay in your budget, you must submit Form ADE 40-002b (Capital Outlay). 
Document 4 will be the fourth (4th) document of your hard copy/paper application

Document 5 will be the fifth (5th) document of your hard copy/paper application

Document 10 will be the sixth (6th) document of your hard copy/paper application, if necessary
Documents 6, 7, 8, and 9 should not be submitted.
Budget Note 
(Also listed under the “Budget Requirements and Documents” section of the funding book)
Capital outlay may not be more than ten percent (10%) of the total grant amount and prior approval from the Learn and Serve Arizona Director (Stephanie Hahn) is required. The allowable amounts are as follows (assuming you are funded the full amount):

1.1 (Youth) – Up to $1,500 

1.2 (Adult) – Up to $750

1.3 (CBO) – Up to $1,500

1.4 (District Wide) – Up to $2,000

Application Documents

The following documents are needed to complete your grant application. Please visit the following link to access these documents:

http://www.learnandservearizona.com/applying/application.html
Document 1 - Local Education Agency Application (ADE 31-204)

Document 2 - L&S AZ Program Assurances Supplement (ADE 09-432)

Document 3 - 1.1 (Youth) Grant Proposal Application (ADE 09-433)

OR
 1.2 (Adult) Grant Proposal Application (ADE 09-434)

OR

 1.3 (CBO) Grant Proposal Application (ADE 09-435)

OR
 1.4 (District Wide) Grant Proposal Application (ADE 09-436)
Document 4 - Form ADE 9702 (Budget Report Form)

Document 5 - Form ADE 22-084 (Detailed Expenditure Worksheet)

Document 6 - Form ADE 9702 Budget Report Form Instructions

Document 7 - Form ADE 22-084 Detailed Expenditure Worksheet Instructions

Document 8 - USFR Chart of Accounts & Expense Classifications

Document 9 - Sample Budget Narrative

Document 10 - Form ADE 40-002b Capital Outlay

Service-Learning Definition, Elements, and Examples
Definition

Service-learning is a method by which students learn and develop through active participation in thoughtfully organized service that

· Is conducted in and meets real needs of a community (schools may be defined as community),

· Is integrated into and enhances the academic curricula of students,

· Provides structured time for students to reflect on their service experiences and demonstrate knowledge or skills they have gained, and

· Helps foster civic responsibility.

In service-learning projects, students practice skills and behaviors that teachers need them to learn through the service they do.  Service is a means and application of learning.

Student Components in Service-Learning Projects

What distinguishes service-learning from other service and volunteering?  In a school context, the service is directly related to curricula and components of the project are course assignments and part of students’ grades.  Activities are designed to address and apply specific learning objectives, standards, and curriculum frameworks.  Effective service-learning projects have the following student roles:

	1.  Needs Investigation and Project Design

· Needs identification/assessment—those being served help define their needs and how to meet them.

· Learning the context for the need(s) to be addressed.

· Issue discussion and selection.

· Examination of stakeholders, policies, and systems impacting the need(s) to be addressed.

· Designing activities to meet identified needs.

Teachers assign students work/projects/tasks to learn about the context for the service the students will subsequently provide.  The service that follows is derived from this new knowledge, involves student voice and design, but remains within the curricular framework the teacher has established.
	2.  Action

· Research- and knowledge-based service activities.

· Student leadership in conducting and leading project activities.

· Activities are often fluid and evolve as the project progresses, original needs are addressed, and others are identified.

· Students work collaboratively with service recipients and partners.

· Application of multiple learning styles, including individual work, teamwork, using technology, tactile/manual work, oral presentations, data collection, writing, construction, etc.

· Activities flow from preparation and are not wholly pre-planned by teachers.

	3.  Reflection is integrated into successful projects from beginning to end as students form and test opinions, project outcomes, measure results and impacts, discuss actions and reactions, and make improvements and future plans.  Reflection allows students to process and absorb what they have experienced and is critical to meaningful learning.  Reflective activities include the following:

· Journaling,

· Projecting project impacts,

· Discussion,

· Conducting formative and summative evaluation,

· Making project refinements, and

· Conducting future planning.
	4.  Demonstration is another application of service-learning that involves students in educating others about the issues they are addressing.  Demonstration takes various forms—many of which are actual service-learning projects in themselves—including the following:
· Advocacy campaigns,

· Putting on public forums/presentations,

· Performance on the service issues,

· Teaching others about the project and the issues behind it (lessons, presentations), and

· Creating films, portfolios, books, Web sites, publications, works of art, etc.

	5.   Recognition/Celebration

Throughout the project, but especially at the end, students should be recognized for their efforts.  In successful projects, all participants join together to reflect and to plan future efforts.

	6.  Youth Empowerment

An implicit or explicit component of the above elements, youth empowerment and leadership enrich every aspect of service-learning.  The greater the voice students have in identifying needs and designing activities, the more motivated they will be.  Having to demonstrate to (i.e., teach) others about the needs and issues being addressed requires a higher assimilation of learning.  Effective projects have students evaluate impacts of activities, saving teachers labor and making students responsible for determining whether their efforts were successful.  Strong student roles are hallmarks of effective projects, in which students . . .

· Are involved in project design and planning, with meaningful leadership roles (including needs identification and helping to decide what service activities will be conducted).  Teachers in effective projects assign students organizing and logistical duties involved in arranging, providing, measuring, evaluating, reporting, and celebrating service activities.

· Conduct a lot of service over time.  It is better to have fewer students doing a lot of service-learning than to have a lot of students conduct only surface-level efforts.

	7.  Reciprocity

Reciprocity ensures activities provide service that is actually needed, exposes students to people different from themselves, provides different perspectives on needs, and brings outside assistance, expertise, match, and publicity, to service-learning projects.  In effective projects, teachers and students design activities based on what they hear and learn from those in need and not on preconceived notions.


When these elements are in place, the impacts of curriculum-based service-learning go far beyond those of traditional community service and volunteering.  Service-learning combines academic and affective learning to engage students hands-on in the real world.  This combination—not to mention the incentive to learn outside the classroom—is what makes service-learning such a powerful tool, pedagogy, and strategy.

Examples of Service-learning in Various Need Areas

· Reading—e.g., students serving as reading tutors for other students or for adults; creating books or other written materials for other students, the public, or Web sites; reading and writing for seniors or the infirm; editing documents; teaching reading to young children; translating documents for non-English speakers; promoting reading through advocacy campaigns, public service announcements (PSAs), book drives, or public readings; designing and constructing reading areas; and dramatic, artistic, or musical performances of texts and literature.
· Civics/history—e.g., conducting, compiling, recording, publishing, filming, or depicting histories of a local community, individuals in a community, or historic locations (cemeteries, buildings, natural features/sites, forts, Native American sites); advocacy campaigns on topics in the public interest; gathering and disseminating information about services available to residents and visitors; creating murals depicting local history; teaching peers about democratic processes through events, student-made videos, performances (including puppet shows), lessons, and hands-on activities; creating children’s history books; serving as museum docents; reenacting historic events; restoring or recreating historic structures; forums on topics of public interest; oral histories focusing on different eras; teaching about voting; producing tip sheets or guidebooks on how to effect positive community change.

· Drug/violence prevention—e.g., teaching other students or the community how to avoid/respond to conflict, drugs, STDs, teen pregnancy, alcohol, and other self-destructive choices.  Strategies could include lessons, presentations, dramatic performances, videos, artistic displays, music, advocacy campaigns, PSAs, forums, coloring books, conflict mediation, serving on Teen Courts, and safety presentations for the home, car, or neighborhood.
· Intergenerational interaction—e.g., service projects for and with seniors to include health screenings, exercise programs, teaching the use of computers, oral histories, pen pal programs, concerts and dances with (not just for) seniors, creating art or gardens at senior centers, working with seniors to put on public forums on important issues, and providing patients with physical and mental stimulation (working on arts and crafts together, exercise, games, etc.).  Students can also teach others about seniors through lessons, publications, presentations, performances, brochures, Web sites, and advocacy campaigns.

· Environment—e.g., restoration of degraded areas; exotic plant removal; propagation and planting of native plants; water, flora, and fauna testing/monitoring; research on endangered species; erosion abatement efforts; management of public lands to include trail and outdoor classroom design and maintenance; raise-and-release efforts; energy audits for homes, schools, and communities; and mapping.  Demonstration elements include teaching, presenting, creating brochures and Web sites, art representing the flora and fauna being studied, giving tours and field days, making videos, composing information to place in kiosks and translating it into foreign languages, performances, advocacy campaigns, public service announcements, Web sites, and fundraising to preserve natural areas.

K-12 Standards and Indicators for Quality Service-Learning Practice

1.  Duration and Intensity:  Service-learning has sufficient duration and intensity to address community needs and meet specified outcomes.

Indicators:

1. Service-learning experiences include the processes of investigating community needs, preparing for service, action, reflection, demonstration of learning and impacts, and celebration.

2. Service-learning is conducted during concentrated blocks of time across a period of several weeks or months.

3. Service-learning experiences provide enough time to address identified community needs and achieve learning outcomes.

2.  Link to Curriculum:  Service-learning is intentionally used as an instructional strategy to meet learning goals and/or content standards.

Indicators:

1. Service-learning has clearly articulated learning goals.

2. Service-learning is aligned with the academic and/or program​matic curriculum.

3. Service-learning helps partici​pants learn how to transfer knowledge and skills from one setting to another.

4. Service-learning that takes place in schools is formally recognized in school board policies and student records.

3.  Partnerships:  Service-learning partnerships are collaborative, mutually beneficial, and address community needs.

Indicators:

1. Service-learning involves a variety of partners, including youth, educators, families, community members, community-based organizations, and/or businesses.

2. Service-learning partnerships are characterized by frequent and regular communication to keep all partners well-informed about activities and progress.

3. Service-learning partners collaborate to establish a shared vision and set common goals to address community needs.

4. Service-learning partners collaboratively develop and implement action plans to meet specified goals.

5. Service-learning partners share knowledge and understanding of school and community assets and needs, and view each other as valued resources.

4.  Meaningful Service:  Service-learning actively engages participants in meaningful and personally relevant service activities.

Indicators:

1. Service-learning experiences are appropriate to participant ages and developmental abilities.

2. Service-learning addresses issues that are personally relevant to the participants.

3. Service-learning provides participants with interesting and engaging service activities.

4. Service-learning encourages participants to understand their service experiences in the context of the underlying societal issues being addressed.

5. Service-learning leads to attainable and visible outcomes that are valued by those being served.

5.  Youth Voice:  Service-learning provides youth with a strong voice in planning, implementing, and evaluating service-learning experiences with guidance from adults.

Indicators:

1. Service-learning engages youth in generating ideas during the planning, implementation, and evaluation processes. 

2. Service-learning involves youth in the decision-making process throughout the service-learning experience.

3. Service-learning involves youth and adults in creating an environment that supports trust and open expression of ideas.

4. Service-learning promotes acquisition of knowledge and skills to enhance youth leader​ship and decision-making.

5. Service-learning involves youth in evaluating the quality and effectiveness of the service-learn​ing experience.

6.  Diversity:  Service-learning promotes understanding of diversity and mutual respect among all participants.

Indicators:

1. Service-learning helps partici​pants identify and analyze different points of view to gain understanding of multiple perspectives.

2. Service-learning helps partici​pants develop interpersonal skills in conflict resolution and group decision-making.

3. Service-learning helps partici​pants actively seek to understand and value the diverse back​grounds and perspectives of those offering and receiving service.

4. Service-learning encourages participants to recognize and overcome stereotypes.

7.  Reflection:  Service-learning incorporates multiple challenging reflection activities that are ongoing and that prompt deep thinking and analysis about oneself and one’s relationship to society.

Indicators:

1. Service-learning reflection includes a variety of verbal, written, artistic, and nonverbal activities to demonstrate understanding and changes in participants’ knowledge, skills, and/or attitudes.

2. Service-learning reflection occurs before, during, and after the service experience.

3. Service-learning reflection prompts participants to think deeply about complex community problems and alternative solutions.

4. Service-learning reflection encourages participants to examine their preconceptions and assumptions in order to explore and understand their roles and responsibilities as citizens.

5. Service-learning reflection encourages participants to examine a variety of social and civic issues related to their service-learning experience so that participants understand connections to public policy and civic life.

8.  Progress Monitoring:  Service-learning engages participants in an ongoing process to assess the quality of implementation and progress toward meeting specified goals, and uses results for improvement and sustainability.

Indicators:

1. Service-learning participants collect evidence of progress toward meeting specific service goals and learning outcomes from multiple sources throughout the service-learning experience.

2. Service-learning participants collect evidence of the quality of service-learning implementation from multiple sources throughout the service-learning experience.

3. Service-learning participants use evidence to improve service-learning experiences.

4. Service-learning participants communicate evidence of progress toward goals and outcomes with the broader community, including policy-makers and education leaders, to deepen service-learning understanding and ensure that high quality practices are sustained.
Arizona Service Learning Competencies and Indicators

(Also referred to as the State of Arizona Service-Learning standards)

Competency and Indicator Structure:

The competencies and Indicators for Service Learning are divided into three educational levels:  1.0—Grades K-3; 2.0—Grades 4-8; and 3.0—Grades 9-12.  The competencies represent the major content, knowledge, and tasks to be attained in Service Learning at each educational level.  The indicators are supporting skills, knowledge, or attitudes that lead to mastery of a competency. The indicators are also used as the basis for the development of assessment criteria.  The verbs are related to the Taxonomy for Learning by A. Bloom. This structure provides a measurable set of verbs that represent a level of learning to be attained by the student. The standards may be found on the following pages and the entire Arizona Community Service Learning Curriculum Guidelines Handbook may be accessed at http://www.learnandservearizona.com/framework/index.html. Learn and Serve Arizona strongly recommends reading through the handbook prior to completing your grant application.
Arizona Service Learning Competencies and Indicators Grades K-3

(Also referred to as the State of Arizona Service-Learning standards)
1.1.0
DESCRIBE NEEDS RELATED TO THE COMMUNITY AND SCHOOL

1.1.1 Define needs  

1.1.2 Identify a simple need in the community or at school

1.1.3 Identify simple solutions
1.2.0 DEVELOP A PLAN TO ADDRESS AN IDENTIFIED NEED (PLANNING)



1.2.1
Identify goals

1.2.2 Identify the steps to resolve or address needs

1.2.3
Identify resources required, such as money, time, and people  

1.2.4 Identify how to know when the need is resolved

1.2.5 Identify how the plan will contribute to a safe and healthy environment for the school,
 
community, and individuals

1.3.0
PARTICIPATE IN ACTIVITIES TO RESOLVE OR ADDRESS THE IDENTIFIED  

NEED (ACTION)

1.3.1 Present plan of action

1.3.2 Participate in implementing the actions identified to address the need 

1.3.3 Monitor activities to determine whether adjustments are necessary to address the need 

1.3.4 Reflect on the effectiveness of activities in addressing the identified need

1.4.0
USE REFLECTION TO LEARN FROM THE EXPERIENCE (REFLECTION)

1.4.1 Identify progress and final successes

1.4.2 Decide whether the intended results were achieved as outcomes of the activities

1.4.3 Identify activities that could be done differently 

1.4.4 Examine data and recollections about activities as an ongoing process 

1.5.0
RECOGNIZE THE NEED TO CELEBRATE THE PROCESS AND ACHIEVEMENTS (CELEBRATION)

1.5.1 Identify who to involve and/or acknowledge in celebration activity    

1.5.2 Determine how to conduct a celebration activity 

1.6.0
DEMONSTRATE GROUP SKILLS

1.6.1 Recognize the need to listen to others and respect their opinions

1.6.2 Practice working together to achieve a goal

1.6.3 Identify how to resolve differences of opinion in a constructive manner 

1.6.4 Recognize how larger tasks can be achieved when working as a group than can be when
 working alone

1.7.0 DECIDE HOW THE COMMUNITY HELPS INDIVIDUALS AND FAMILIES 


1.7.1
Identify the role of services in the community

1.7.2
Recognize the benefits made available by fire-fighters, police, librarians, hospital staff, and other workers who provide services to the community

1.7.3 Recognize the inter-relationship among schools, families, individuals, and service

professionals
1.7.4 Identify ways individuals can contribute to the community

1.8.0
APPLY ACADEMIC CONTENT TO SERVICE ACTIVITIES IN SCHOOL OR COMMUNITY

1.8.1 Identify community needs and services

1.8.2 Recognize the relationship of history to the community, families, and schools
1.8.3 Apply communication skills and knowledge of history to service projects in school or 
community
Arizona Service Learning Competencies and Indicators Grades 4-8

(Also referred to as the State of Arizona Service-Learning standards)
2.1.0  
IDENTIFY WAYS TO ADDRESS SCHOOL OR COMMUNITY NEEDS

2.1.1 Identify a need to address in the school or community 

2.1.2 Identify steps in problem-solving 

2.1.3 Identify possible solutions 

2.1.4 Describe potential actions to bring about a solution

2.2.0
DEVELOP A PLAN TO ADDRESS A SCHOOL OR COMMUNITY NEED (PLANNING)



2.2.1
Identify the goal to be accomplished

2.2.2
Determine the actions to take

2.2.3
Identify who needs to be involved, what steps to take, and a timeline

2.2.4 Describe how the plan will contribute to a safe and healthy environment for the school, 
Community, and individuals
2.2.5 Know when the need is resolved

2.3.0
CONDUCT ACTIVITIES RELATED TO THE PLAN (ACTION)



2.3.1 
Present plan of action. 

2.3.2 Participate in the activities identified in the plan

2.3.3 Distinguish between relevant and non-relevant information in activities

2.3.4 Apply creative thinking to develop new potential solutions 

2.3.5 Select alternative actions as needed

2.4.0 USE REFLECTION TO ASSESS THE PROCESS OF PLANNING AND IMPLEMENTING
 ACTIVITIES (REFLECTION)

2.4.1
Identify progress, successes, and the extent to which intended results were achieved

2.4.2 Identify intended and unintended outcomes of the activities

2.4.3 Identify areas for improvement 

2.4.4 Modify the plan of action to incorporate ideas for improvement

2.4.5 Examine data and recollections about activities as ongoing process

2.5.0 ANALYZE SUCCESSES THROUGHOUT THE PROCESS AND AT THE END OF THE ACTION
(CELEBRATION) 

2.5.1 Acknowledge successful group and individual accomplishments

2.5.2 Acknowledge the benefits to community, school, and individuals

2.5.3 Identify unexpected accomplishments

2.6.0
IDENTIFY PERSONAL AND INTERPERSONAL SKILLS NEEDED FOR SERVICE TO OTHERS

2.6.1    Identify personal strengths and skills

2.6.2 Practice oral and written communication skills to convey one’s own thoughts and feelings 
to others
2.6.3 Practice personal skills in being flexible, seeing another person’s view, and standing for 
one’s own values
2.6.4 Identify leadership and team member characteristics and skills

2.6.5 Recognize the role of a team member in a group

2.7.0
ASSESS SELF-DEVELOPMENT REGARDING INDIVIDUAL’S EXTENDED RELATIONSHIP WITH COMMUNITY 

2.7.1 Recognize how groups can accomplish more than an individual  

2.7.2 Identify potential group conflicts and how to resolve them

2.7.3 Recognize the need and opportunities for civic participation

2.7.4 Determine how empathy, respect, and responsibility relate to civic participation

2.8.0 APPLY ACADEMIC CONTENT IN PLANNING, ACTION, REFLECTION, AND CELEBRATION ACTIVITIES

2.8.1
Apply knowledge of government, history, and current affairs to each step of a service experience in the school or the community

2.8.2 Apply knowledge of science and mathematics problem solving strategies to each step of
 a service experience in the school or the community

2.8.3 Apply knowledge of oral and written communications skills to each step of a service 
experience in the school or the community

2.9.0 EXAMINE THE NEED FOR CIVIC AND SOCIAL RESPONSIBILITY

2.9.1
Identify the difference between civic and social responsibilities to the community and school

2.9.2 Compare the effects of civic engagement and non-engagement 

2.9.3 Examine how social responsibility impacts government, communities, and individuals 

2.9.4 Examine ethical behavior as part of an individual’s social responsibility 

2.9.5 Examine the topics of human rights and diversity and their relationship to civic 
engagement
2.10.0
PRACTICE SKILLS ESSENTIAL FOR BOTH SERVICE AND FUTURE EMPLOYMENT

2.10.1 Identify skills that are common for service and future jobs

2.10.2 Practice skills required for both service and future jobs

2.10.3 Demonstrate skills for interviewing, for developing resumes, and for completing

applications for both paid and non-paid jobs    
Arizona Service Learning Competencies and Indicators Grades 9-12

(Also referred to as the State of Arizona Service-Learning standards)
3.1.0 CONDUCT A NEEDS ASSESSMENT TO IDENTIFY POTENTIAL ASSETS AND ISSUES   
RELATED TO THE COMMUNITY OR SCHOOL
3.1.1     Use brainstorming techniques to generate a list of community and school issues 

3.1.2 Prioritize, rank, and select issues for action     

3.1.3 Identify community needs and assets related to targeted issue using cognitive maps, 
authentic community assessments, and other information 

3.1.4 Formulate ideas, proposals, and potential solutions for targeted issue using information
from a variety of sources 

3.1.5 Examine costs and risks regarding ideas, interests, and benefits of potential solution for
targeted issue

3.2.0 DEVELOP A PLAN OF ACTION TO ADDRESS A TARGETED ISSUE (PLANNING)


3.2.1
Identify desired intermediate and final outcomes 

3.2.2 Determine the indicators of success

3.2.3 Determine resources necessary to achieve the plan and their availability

3.2.4 Identify potential obstacles to achieving desired outcomes 

3.2.5 Establish points for reflection in the process 

3.2.6 Research potential partnerships, activities, responsibilities, costs, and timelines 

3.2.7 Demonstrate how the plan will contribute to a safe and healthy environment for the

school, community, and individuals

3.3.0 IMPLEMENT THE PLAN OF ACTION (ACTION)

3.3.1
Present plan of action

3.3.2 Participate in activities identified in the plan of action 

3.3.3 Distinguish between relevant and non-relevant information and situations while carrying

out the activities 

3.3.4 Apply creative thinking to find solutions for complex problems

3.3.5 Practice problem solving techniques to select alternative actions

3.3.6 Adapt continuous improvement processes for redirecting activities to accomplish 

outcomes

3.4.0 ANALYZE ACTIVITIES THROUGH ONGOING REFLECTION AND RECOGNITION OF 
ACCOMPLISHMENT (REFLECTION)

3.4.1   Analyze accomplishments and improved ability to achieve outcomes

3.4.2
Examine previously held perceptions and assumptions 

3.4.3
Analyze weaknesses and propose improvements for future activities

3.4.4 Analyze judgments and conflicting points of view

3.4.5 Apply potential improvements to new situations 

3.4.6 Examine data and recollections about the activities as an ongoing process

3.4.7 Assess actions in relation to outcomes during and at the completion of activities

3.5.0 PROMOTE ACHIEVEMENTS RELATED TO OUTCOMES (CELEBRATION)

3.5.1
Acknowledge successful group and individual accomplishments 

3.5.2 Identify benefits to the community, school, and individuals 

3.5.3 Identify the unexpected achievements and benefits for all involved

3.6.0 
EXAMINE LEADERSHIP AND TEAM BUILDING SKILLS IN NEW SETTINGS AND NEW 



AREAS OF EXPERIENCE 

3.6.1 Practice leadership skills needed for achieving identified group goals 

3.6.2 Analyze teamwork processes for building consensus, for continuously improving, for

learning from peers, for teaching others, and for achieving group outcomes 

3.6.3 Analyze leadership skills related to idea contribution, to acting as a role model, to ethical

behavior, to promotion of achievement, to mentoring, and to motivation 

3.6.4 Identify potential group conflicts and how to resolve them

3.6.5 Demonstrate cooperative behavior versus competitive behavior

3.7.0 ASSESS SELF-DEVELOPMENT IN RELATION TO THE INDIVIDUAL’S COMMUNITY 

RESPONSIBILITIES
3.7.1
Practice personal skills required for achieving community goals 

3.7.2
Analyze the need for individuals to take responsibility for achieving community and



societal goals 

3.7.3 Practice collaboration skills needed for partnership efforts 

3.7.4 Examine multiple perspectives to comprehend supporting and opposing arguments for an

issue 

3.7.5 Practice skills related to advocacy for an issue 

3.7.6 Examine skills of adaptability and overcoming obstacles 

3.7.7 Practice formal and informal written and oral communication skills needed for

participation in community activities 

3.8.0 ANALYZE ACADEMIC COMPETENCIES IN THE CONTEXT OF CIVIC ENGAGEMENT AND 


SERVICE TO THE COMMUNITY
3.8.1 Apply knowledge of government, history, and current affairs to civic engagement and

service experiences in the community

3.8.2 Apply knowledge of mathematics problem solving strategies and data analysis to a

variety of civic engagements and service experiences in the community

3.8.3 Apply knowledge of language arts competencies for oral and written communication to a

variety of civic engagements and service experiences in the community 

3.8.4 Apply higher level learning from experiential activities for use in new situations

3.8.5 Reflect on human interaction and community growth as it relates to the service learning
experience

3.9.0 ASSESS THE NEED FOR CIVIC AND SOCIAL RESPONSIBILITIES BY INDIVIDUALS AND 


GROUPS
3.9.1
Analyze the role of the individual as part of the school, community, and society 

3.9.2
Determine how individuals can affect social change and build a social conscience in



meeting community needs 

3.9.3 Examine the different ways that social responsibility impacts government, community,

and individual goals

3.9.4 Analyze ethical behavior as part of an individual’s social responsibility to others, the

community, and society 

3.9.5 Investigate the topics of human rights and diversity and their relationship to civic

engagement

3.9.6 Compare the impact of varying levels of civic engagement 

3.9.7 Examine possibilities for group and individual contributions to community development

and renewal 

3.10.0
PRACTICE SKILLS FOR EMPLOYMENT THROUGH PARTICIPATING IN SERVICE TO THE 

COMMUNITY
3.10.1
Identify the skills that are useful for service projects as well as paid employment

3.10.2 Practice skills for a variety of work-based experiences, both paid and non-paid 

3.10.3 Practice interviewing, application, and resume-writing skills for use with both paid and

non-paid jobs 

3.10.4 Practice communication skills that are used in serving the community and in employmen
Frequently Asked Questions (FAQs)
1. What’s the difference between community service and service-learning?

Service-learning is an instructional tool that engages students, increases academic performance, and transforms our communities into vibrant centers of a thriving democracy. Teachers guide students through a learning process that facilitates high academic performance and empowers them to enact genuine social change. Service-learning can transform our schools through systemic change in providing a 21st century education resulting in reduced dropout rates and a narrowing of the achievement gap.

2. If students do a service project or volunteer individually, they must be learning something. Isn’t that service-learning?

In a Learn and Serve Arizona grant, the learning process is central to service-learning. It is about students mastering the standards as identified in the academic curriculum and then using those skills to benefit the community. Essentially, high quality service-learning deepens learning through meaningful service in the application of curriculum based knowledge and skills. Refer to http://www.servicelearning.org/filemanager/download/8542_K-12_SL_Toolkit_UPDATED.pdf to assess whether your project aligns with the K-12 Service-Learning Standards and to http://www.learnandservearizona.com/framework/index.html for the state of Arizona service-learning standards (Included in the Arizona Community Service Learning Curriculum Guidelines).

3. How do you do meaningful reflection?

There are a variety of ways to engage students in meaningful reflection. These include guided classroom discussion, artwork, performance, portfolios, letter writing (to local government and service providers, service recipients, government officials, newspaper editors), public presentations, and evaluation of the service-learning experience. Meaningful reflection should provide challenging opportunities to reflect in multiple ways throughout the experience, not just at the end.

4. How is “student leadership” defined?
To the extent that it is practical, students should assess community needs and assets, and then use this information to guide development of the service-learning experience. Students should be encouraged to contact community members to ask for assistance and information, and they should be given opportunities to provide leadership to their peers on various aspects of the project. All of this must, of course, take into account the ability and developmental level of the students. Teachers must provide guidance and support, but they should take care not to “take over” tasks when students have trouble. Rather, teachers should ask critical questions that help students identify problems and develop strategies to overcome obstacles.

5. What is the difference between participants and recipients?

Participants must be students who participate in service-learning experiences provided by local educational agency partnerships with community-based organizations. A participant cannot be an employee of the program in which the participant is enrolled. A recipient is an individual who benefits from the service and is not a participant (i.e. community member).

6. What is a community partner?

An eligible community partner includes public or private nonprofit organizations (including churches or religious entities) that are representative of a community or a significant segment of a community and experienced in meeting human, educational, environmental, or public safety needs of the community.

7. Can service-learning activities include community members as partners?

Yes, but they must also include a public or private nonprofit organization as a partner that has been in existence for at least a year prior to submission of the application. If no public or private nonprofit organizations exist in the community, this must be indicated on the grant application, listing the partnering organization(s) that will participate in lieu of a nonprofit.
8. Can service-learning activities include businesses as community partners?

Yes, but they must also include a public or private nonprofit organization as indicated above.

9. What’s the difference between equipment and supplies?

Equipment means an article of tangible property having a useful life of more than one year. Supplies are consumed during use.

10. How careful do I have to be about tracking grant expenditures and match?

All receipts for expenditures related to implementing Learn and Serve Arizona grants must be retained for 7 years. Receipts for both grant and matching expenditures must be retained. Professional time provided to service-learning implementation as in-kind match is calculated at the normally charged professional rate. When volunteers donate time to provide services for which they would not otherwise be paid, the value of this time is to be calculated at the current volunteer standard valuation of $20.85/hour. See http://www.independentsector.org/programs/research/volunteer_time.html.

11. Can adult volunteers be paid?

No, by definition, a volunteer may not be paid.

12. Can students be paid?

No, participants may not benefit financially from a grant (see also #4 above). A participant cannot be considered to be an employee of the program in which the participant is enrolled. Students may serve as paid project coordinators, but these students may not be classified as participants.

13. Is there a limit on how much we can spend on speakers, trainers, or other consultants?

The allowable limit for outside consultants is $540/day.
14. Do you count teachers as volunteers on the year-end report?

If a teacher is involved in a service-learning program during the workday, s/he may not be counted as a volunteer. However, her/his time may be counted as in-kind match. Also, if a teacher contributes unpaid time outside the school day, s/he may be counted as a volunteer.

15. Is a charter school eligible for a grant?
Yes and No. Charter schools that are “for profit” do not qualify. Non-profit charter schools do qualify. 
16. Is a private school eligible for a grant?

Only a k-12 public school district, or a CBO working in partnership with a k-12 school district, offering school-based service-learning can be the fiscal agent for a Learn and Serve Arizona grant. However, a partnership may include a private elementary or secondary school. In fact, all local schools are encouraged to notify and encourage involvement by area private schools. Private schools must be offered the opportunity to participate in both the planning and implementation phases.
Potential In-kind Matching Funds

In-kind matching funds can take a number of forms including salaries, travel, training, office supplies, and administration. See example list below
Physical items contributed as in-kind are valued at the actual cost or the fair market value of the item. Space and equipment contributed as in-kind are valued at the actual rental cost or fair rental value for the geographic location. A common guideline is to consider how much your organization would reasonably expect to pay if it were purchasing the item. Actual cost should always be used when available. 

An individual’s time is valued at their actual, regular rate of pay, provided the work they are contributing is similar to their normal line of work. Inclusion of fringe benefits in calculating the value of an individual’s time is appropriate, and is calculated as a percentage of the hourly rate. 

EXAMPLES: (These are examples only – not requirements.)

Salaries

· Service-Learning Coordinator:  additional hours beyond grant funding

· Principal:  1 hour per week

· Superintendent: 1 hour per month

· Teachers:  2.5 hours per week for implementation and professional development

· Advisory Council Members:  2 hours each per month

· Community Agency Personnel:  3 hours each per project 

· Substitute Teacher:  to cover Coordinator time away while at trainings and other service-learning events

· Adult Supervisors:  additional adult volunteers, e.g. parents, chaperoning service-learning projects. See Matching Funds Form #1 or #2 for determining value.
Benefits

· For any above individuals where appropriate. Find out what your local district benefits percentage is and add that percentage to the salary amount.
Travel/Transportation

· Any travel for students or teachers to service-learning trainings or events not covered by grant funds

· Student travel to project sites not covered by grant funds

· Adult volunteer, advisory council members, administrators and others traveling to meetings and project sites

Conferences/Trainings

· Registrations not covered by grant funds ore potential in-kind matching funds.
When reporting indirect costs (facilities space, phone, computer usage, etc), the amount should represent only the amount of time spent directly on the grant project. 

Facilities

· Office space for Service-Learning Coordinator

· Office space for Principal

· Classroom space used by teachers implementing service-learning

· Meeting space at school or community agencies

· Gym/cafeteria space used for service-learning showcase events, PTA meetings, etc.

· School/off-campus space used for in-service trainings

Telephone

· General telephone usage and long distance costs
Computer Usage

· Any computer use by administrator and Coordinator for service-learning related work

· Design of service-learning newsletter

· Internet research by students and teachers

· Creation of Asset Map

Supplies

· Any supplies donated by community agencies, businesses or school for use on service-learning project

Copies/Printing

· Training materials

· Asset Maps

· Fliers

· Project posters

· Thank you letters and cards

· Letters to parents, community agencies, and businesses

· Meeting minutes

· Newsletter

Postage/Shipping

· Letters to parents, community agencies, businesses

· Thank you letters

· Distribution of asset maps
Cash Contributions

· Solicited from local businesses

· Solicited from foundations and other non-federal assistance

What does not count as in-kind? 
Some things can’t be counted as in-kind. They include volunteer time, any cost being paid for through the Learn and Serve grant funds, or federal funds already being counted as in-kind through another grant.

Examples of Deliverables
Deliverable may come in the form of manuals, reports, videos, CD ROMs, training materials, brochures, and any other tangible product to be developed by the project. Below are examples of possible deliverables.
	· Announcement

· Brochure

· CD Rom

· Curriculum

· Database

· Database Analysis

· Display

· DVD

· Evaluation Instrument

· Guidelines

· Instructional Materials

· Lesson Plans

· Manual

· Needs Assessment

· Newsletter

· Policy Paper

· Poster

· Public Service Announcement

· Report

· Report Format

· Screening Device

· Software

· Survey

· Teacher’s Guides

· Technical Assistance Paper

· Training Materials – Handout

· Training Materials – Presentation
(PowerPoint)

· Training Modules - Online

· Video

· Website

· Workbook

· Other

	
	

	
	
	


Student Performance Measurement

Any measure that is specific to student performance; e.g., test scores, attendance, behavior, award of diplomas, certificates, etc. may be used to measure student progress as a result of service-learning activities. Below are examples of possible student performance measures:

	

	· Academic Achievement – Language Arts

· Academic Achievement – Math

· Academic Achievement – Reading

· Academic Achievement – Science

· Academic Achievement – Social Studies

· Academic Achievement – Writing

· Achievement – Arts

· Achievement – Other

· Achievement – Vocational Education

· Attendance

· Award of Certificate

· Career Advancement Retention

· Decrease in Disciplinary Actions

· Decrease in Drop-out Rate

· Decrease in Suspensions / Expulsions


	· Diploma

· Enrollments

· GED

· High School Credential

· Job Placement

· Job Retention

· Improvement in Behavior

· Increased Self-Sufficiency Through Use of Technology

· Literacy Completion Points

· Non-Traditional Enrollments

· Occupational Completion Points

· Parental Involvement in Education of Dependent Children

· Parental Involvement in Literacy Activities of Dependent Children
	· Participation in Assessment

· Participation in Least Restrictive Environment (LRE)

· Placements, Retention, Completions (postsecondary JOBS)

· Postsecondary Education Placement

· Postsecondary Education Completion

· Program Completion

· Promotion to Next Grade

· Satisfactory Completion of Coursework

· Secondary Credential

· State-Adopted Assessment

· Workplace Readiness Completion

· Other




	Examples of evaluation methods

	· Anecdotal Data

· AYP Determination

· Disciplinary Referrals

· FCAT

· GED Data
	· Graduation Data

· Observation

· Participation Records

· Placement Data

· Portfolios
	· Progress Monitoring

· Promotion Data

· School Grades

· Standardized Tests

· Suspension / Expulsion Data

· Other


Additional Resources

Learn and Serve Arizona Website

www.learnandservearizona.com
Arizona Department of Education Adult Volunteer Solutions Program

http://volunteer.united-e-way.org/azde/volunteer/
Learn and Serve America

http://www.learnandserve.gov/
Corporation for National and Community Service (CNCS)
http://www.nationalservice.gov/
Effective Service-Learning Practices:

Please visit the following website for effective practices:

http://www.nationalserviceresources.org/effective-practice#effprac-by-topic
Effective Grant Writing Practices:

http://www.nationalserviceresources.org/practices/topic/680
MLK Day Planning Toolkit:

http://www.mlkday.gov/pdf/mlkday_toolkit.pdf
Documenting In Kind Contributions

Please visit the following link for suggestions on documenting in kind contributions:  http://www.nationalserviceresources.org/practices/17367
Arizona Governor’s Commission on Service and Volunteerism

http://gocyf.az.gov/CYD/BRD_AGCSV.asp
National Youth Leadership Council (NYLC) Generator School Network (GSN)

http://gsn.nylc.org/
Serve.Gov
http://www.serve.gov/index.asp
State Farm Service-Learning
http://www.statefarm.com/about/part_spos/community/ed_excel/servlrng.asp
State Education Agency Network (SEANet)
http://www.seanetonline.org/aboutseanet/seanetmembership.html
Ben’s Guide
http://bensguide.gpo.gov/9-12/index.html
Resources
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