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CHECKLIST AND INSTRUCTIONS FOR

PROFESSIONAL DEVELOPMENT GRANTS

All applicants must complete all items.

____
Part 1:   Application Cover Page (complete all requested information with ORIGINAL signature of

             Superintendent for School District applicants or the Authorized Official of a Community 

Based/Non-Profit agency)

____
Part 2:
Assurances and Certifications

____
Part 3:
Project Narrative

A. Description of Need

B. Description of Proposed Activity/Course/Program

C. Identification of Professional Development Goals and Objectives

D. Description of Cooperative Agreements, if applicable

E. Description of Outreach Activities

F. Description of Follow-up Activity and Dissemination

____
Part 4:
Agenda Form

____
Part 7:
Budget Summary

____
Part 8:
Budget Detail (one for each Professional Development project)

                              MICHIGAN DEPARTMENT OF CAREER DEVELOPMENT

Part 1
ADULT EDUCATION OFFICE – Professional Development Grant

201 North Washington Square, P.O. Box 30714

Lansing, Michigan 48909

2003-04 Application to Conduct Local/Statewide

Professional Development Activities Under WIA Title II, Section 223

July 1, 2003 to June 30, 2004
Type or Print:

	Fiscal

Applicant

Organization
	Legal Name of Applicant Organization


	District Code or Recipient Code
	Telephone Number

(_____) ______ - ___________

	
	Fed/Tax ID Number
	
	

	
	Address
	City
	Zip Code

	Contact Person

(All MDCD Correspondence will go to this person only.)
	Name of Contact Person
	Title
	Telephone Number

(_____) ______ - ___________

	
	Address
	City
	Zip Code



	
	Email Address


	Fax Number




ASSURANCES AND CERTIFICATION:  The applicant certifies to the best of his/her knowledge and belief that the data in this application is true and correct, that the filing of the application has been duly authorized by the governing body of the applicant, and that the applicant will comply with the required certifications and assurances if the application is approved.  

Superintendent (if school district)

Authorized Agency Official (if non-profit)   __________________________________________ Date __________________ 

Original Signature Typed/Printed Name and Title ____________________________________________________________ 

	Projects to be Supported w/Federal Funds
	Project Dates

From:                     To:
	Requested Amount
	Estimated Number of Participants

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	
	




Part 2
ASSURANCES AND CERTIFICATIONS
-- FEDERAL PROGRAMS --
• INSTRUCTIONS:  Attach ALL assurances, certificates and general provisions to the application.

Certification Regarding Lobbying for Grants and Cooperative Agreements 
No federal, appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of a federal agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the making of any federal grant, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment or modification of any federal grant or cooperative agreement. If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this federal grant or cooperative agreement, the Superintendent/ Authorized Agency Official shall complete and submit Standard Form—LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions. The Superintendent/Authorized Agency Official shall require that the language of this certification be included in the awards documents for all sub-awards at all tiers (including sub-grants, contracts under grants and cooperative agreements, and subcontracts) and that all sub-recipients shall certify and disclose accordingly.

Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion - Lower Tier Covered Transactions 

The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participating in this transaction by any Federal department or agency. Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal. 
Assurance with Section 511 of the U.S. Department of Education Appropriation Act of 1990 
When issuing statements, press releases, requests for proposals, solicitations, and other documents describing this project, the recipient shall state clearly: 1) the dollar amount of federal funds for the project, 2) the percentage of the total cost of the project that will be financed with federal funds, and 3) the percentage and dollar amount of the total cost of the project that will be financed by nongovernmental sources. 
Assurance Concerning Materials Developed with Funds Awarded Under this Grant 
The grantee assures that the following statement will be included on any publication or project materials developed with funds awarded under this program, including reports, films, brochures, and flyers: "These materials were developed under a Federal grant awarded by the Michigan Department of Career Development." 
Certification Regarding Nondiscrimination Under Federally and State Assisted Programs 
The applicant hereby agrees that it will comply with all federal and Michigan laws and regulations prohibiting discrimination and, in accordance therewith, no person, on the basis of race, color, religion, national origin or ancestry, age, sex, marital status or handicap, shall be discriminated against, excluded from participation in, denied the benefits of, or otherwise be subjected to discrimination in any program or activity for which it is responsible or for which it receives financial assistance from the U.S. Department of Education or the Michigan Department of Career Development. 
Participation of Non-Public Schools 
The applicant assures that private non-profit schools have been invited to participate in the grant program and participating schools have been consulted in assessing needs, planning, and implementing the activities of this application. The applicant shall maintain continuing administrative control and direction over funds and property that benefits students enrolled in private schools. 
ASSURANCES AND CERTIFICATIONS





Part 2 (continued)
-- FEDERAL PROGRAMS -- 

	AUDIT REQUIREMENTS 

All grant recipients who receive $300,000 or more in federal funds from all sources are required to 

have an audit performed in compliance with the Single Audit Act (effective November 1996) .


Certification Regarding Title II of the Americans with Disabilities Act (ADA), P.L. 101.336, State and Local Government Services (for Title II applicants only) 
The Americans with Disabilities Act (ADA) provides comprehensive civil rights protections for individuals with disabilities. Title II of the ADA covers programs, activities and services of public entities. Title II requires that "No qualified individual with a disability shall, by reason of such disability be excluded from participation in or be denied the benefits of the services, programs, or activities of a public entity, or be subjected to discrimination by such entity." In accordance with Title II ADA provisions, the applicant has conducted a review of its employment and program/service delivery processes and has developed solutions to correcting barriers identified in the review. 

Certification Regarding Title III of the Americans with Disabilities Act (ADA)- P.L. 101-336, Public Accommodations and Commercial Facilities (for Title III applicants only) 
The Americans with Disabilities Act (ADA) provides comprehensive civil rights protections for individuals with disabilities. Title III of the ADA covers public accommodations (private entities that affect commerce, such as museums, libraries, private schools and day care centers), and only addresses existing facilities and readily achievable barrier removal. In accordance with Title III provisions, the applicant has taken the necessary action to ensure that individuals with a disability are provided full and equal access to the goods, services, facilities, privileges, advantages, or accommodations offered by the applicant. In addition, a Title III entity, upon receiving a grant from the Michigan Department of Career Development, is required to meet the higher standards (i.e., program accessibility standards) as set forth in Title II of the ADA for the program or service for which they receive a grant. 

ADDITIONAL PROGRAM ASSURANCES 

Drug-Free Workplace  (Grantees Other than Individuals)

As required by the Drug-Free Workplace Act of 1988, and implemented at 34 CFR Part 85, Subpart F, for grantees, as defined at 34 CFR Part 85, Sections 85.605 and 85.610. 

A.  The applicant certifies that it will or will continue to provide a drug-free workplace by:

(a) Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in the grantee's workplace and specifying the actions that will be taken against employees for violation of such prohibition; 

(b) Establishing an on-going drug-free awareness program to inform employees about:

(1)  The dangers of drug abuse in the workplace;

(2)  The grantee's policy of maintaining a drug-free workplace;

(3)  Any available drug counseling, rehabilitation, and employee assistance programs; and

(4)  The penalties that may be imposed upon employees for drug abuse violations occurring in the 

workplace;

(c) Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the statement required by paragraph (a);












Part 2 (continued)
(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of employment under the grant, the employee will: 

(1)  Abide by the terms of the statement; and 

(2)  Notify the employer in writing of his or her conviction for a violation of a criminal drug statute

occurring in the workplace no later than five calendar days after such conviction;

As required by the Drug-Free Workplace Act of 1988, and implemented at 34 CFR Part 85, Subpart F, for grantees, as defined at 34 CFR Part 85, Sections 85.605 and 85.610.

A.  As a condition of the grant, I certify that I will not engage in the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in conducting any activity with the grant; and 

B.  If convicted of a criminal drug offense resulting from a violation occurring during the conduct of any grant activity, I will report the conviction, in writing, within 10 calendar days of the conviction, to: Director, Grants Policy and Oversight Staff, Department of Education, 400 Maryland Avenue, S.W. (Room 3652, GSA Regional Office Building No. 3), Washington, DC 20202-4248.  Notice shall include the identification number(s) of each affected grant. 

Part 2 (continued)
GENERAL PROVISIONS 

1. Cooperation with any MDCD or U.S. Department of Education surveys and evaluation activities.

2.
Changes in the line item budget will be allowed only upon prior review and written approval by the Grant Administrator in the MDCD Adult Education Office. 
3. 
The Grantee shall retain all financial records, supporting documents, statistical records, and all other pertinent records for a period of three (3) years after final payment is made to the Grantee. 
4. To the extent that it can be determined that interest was earned on advances of Grantor funds, such interest shall be remitted to the Grantor agency. All other program income shall either be added to the project budget and used to further eligible program objectives or deducted from the total program budget for the purpose of determining the amount of reimbursable costs. The final determination shall be made by the MDCD Grant Administrator. 

5.
No purchase of equipment allowed.

6. 
The Grantee shall adhere to the School District Accounting Manual and/or Generally Accepted Accounting Principles and shall maintain records which will allow for the comparison of actual outlays with budgeted amounts. The Grantee's overall financial management system must ensure effective control over and accountability for all funds received. Accounting records must be supported by source documentation such as time sheets and invoices. The expenditure of state and federal funds shall be reported by line item and compared to the approved budget. 
7. 
At the discretion of the Grantor, the project may be subject to a final audit prior to or after the final payment. 
8.
The Grantee agrees to comply with all pertinent federal and state regulations and legislation involving civil rights, equal opportunity and affirmative action including (but not limited to) Title VI of the Civil Rights Act of 1964, and Act No. 453, Michigan Public Acts of 1976. 
9.
The Grantee, all contractors, and subcontractors will provide and maintain during the term of this grant public liability, property damage, and workers’ compensation insurance insuring the interests of all parties to this grant against any and all claims which may arise out of the Grantee's or subcontractor's operations under the terms of this grant. The name of the Grantee and the Grant number must be shown on the certificate of insurance to assure correct filing. It is agreed that in the event that any carrier of such insurance exercises cancellation, notice will be made immediately to the State of such cancellation. 
10.
The Grantee, all contractors, and subcontractors are responsible for ensuring that all precautions are exercised at all times for the protection of persons and property. The safety provision of all applicable laws and building and construction codes shall be observed. The Grantee, contractors, and every subcontractor are responsible for compliance with all federal and state laws and municipal ordinances and regulations in any manner affecting the work or performance of this grant and shall at all times carefully observe and comply with all rules, ordinances, and regulations. The Grantee, all contractors, and subcontractors shall secure all necessary certificates and permits from municipal or other public authorities as may be required in connection with the performance of this grant.

11.
Inasmuch as each party to this contract is a governmental entity of the State of Michigan, each party to this contract must seek its own legal representative and bear its own costs, including judgments, in any litigation that may arise from the performance of this contract. It is specifically understood and agreed that neither party will indemnify the other party in such litigation. 
12.  The Grantee shall indemnify, defend, and hold harmless the State, its departments, divisions, agencies, sections, commissions, officers, employees, and agents, from and against all losses, liabilities, penalties, fines, damages, and claims (including taxes), and all related costs and expenses (including reasonable attorneys’ fees and disbursements and costs of investigation, litigation, settlement, judgment, interest, and penalty), arising from or in connection with any of the following: 






A.
Any claim, demand, action, citation, or legal proceeding against the State, its employees and agents arising out of or resulting from (1) the product provided or (2) performance of the work, duties, responsibilities, actions, or omissions of the Grantee or any of its subcontractors under this grant; 
B.  
Any claim, demand, action, citation, or legal proceeding against the State, its employees and agents arising out of or resulting from a breach by the Grantee of any representation or warranty made by the Grantee in the grant; 
C.
Any claim, demand, action, citation, or legal proceeding against the State, its employees and agents arising out of or related to occurrences that the Grantee is required to insure against as provided for in this grant; 
D.
Any claim, demand, action, citation, or legal proceeding against the State, its employees and agents arising out of or resulting from the death or bodily injury of any person, or the damage, loss, or destruction of any real or tangible personal property, in connection with the performance of services by the Grantee, by any of its subcontractors, by anyone directly or indirectly employed by any of them, or by anyone for whose acts any of them may be liable; provided, however, that this indemnification obligation shall not apply to the extent, if any, that such death, bodily injury, or property damage is caused solely by the negligence or reckless or intentional wrongful conduct of the State; 
E. Any claim, demand, action, citation, or legal proceeding against the State, its employees and agents which results from an act or omission of the Grantee or any of its subcontractors in its or their capacity as an employer of a person; 

Part 2 (continued)
F. Any claim, demand, action, citation, or legal proceeding against the State, its employees and agents incurred in connection with any action or proceeding threatened or brought against the State to the extent that such action or proceeding is based on a claim that any piece of equipment, software, commodity, or service supplied by the 

G. Grantee or its subcontractors, or the operation of such equipment, software, commodity, or service, or the use or reproduction of any documentation provided with such equipment, software, commodity, or service infringes any United States or foreign patent, copyright, trade secret, or other proprietary right of any person or entity, which right is enforceable under the laws of the United States. In addition, should the equipment, software, commodity, or service, or the operation thereof, become or in the Grantee’s opinion be likely to become the subject of a claim of infringement, the Grantee shall at the Grantee’s sole expense (i) procure for the State the right to continue using the equipment, software, commodity, or service or, if such option is not reasonably available to the Grantee, (ii) replace or modify the same with equipment, software, commodity, or service of equivalent function and performance so that it becomes non-infringing, or, if such option is not reasonably available to the Grantee, (iii) accept its return by the State with appropriate credits to the State against the Grantee’s charges and reimburse the State for any losses or costs incurred as a consequence of the State ceasing its use and returning it. In any and all claims against the State of Michigan, or any of its agents or employees, by any employee of the Grantee or any of its subcontractors, the indemnification obligation under the grant shall not be limited in any way by the amount or type of damages, compensation, or benefits payable by or for the Grantee or any of its subcontractors under workers’ disability compensation acts, disability benefits acts, or other employee benefits acts. The indemnification provisions of this document are intended to be comprehensive. Any overlap in sub-clauses, or the fact that greater specificity is provided as to some categories of risk, is not intended to limit the scope of indemnification under any other sub-clause. 
13.  The State may cancel this grant for any of the following reasons: 
A.
Default of the Grantee: In case of default by the Grantee, the State may immediately cancel the grant or purchase order without further liability to the State, its departments, agencies, and employees. The State may procure the articles or services from other sources, and may hold the Grantee responsible for any excess costs incurred. Default is defined as the failure of the Grantee to fulfill the obligations of the quotation, grant, or purchase order. 
B. Lack of Further Need for the Service or Commodity: In the event that the State no longer needs the service or commodity specified in the grant or purchase order due to program changes, changes in law, rules or regulations, relocation of offices, or insufficient funding, the State may cancel the grant or purchase order, without further

liability to the State, its department, agencies, and employees by giving the Grantee written notice of such cancellation 30 days prior to the date of cancellation. 
C. Failure of the Legislature or the Federal Government to Provide the Necessary Funding: In the event that the Legislature or the federal government fails to provide or terminates the funding necessary for this grant, the State may cancel the grant by providing written notice to the Grantee 30 days prior to the date of cancellation provided, however, that in the event the action of the Legislature or federal government results in an immediate absence or termination of funding, cancellation may be made effective immediately upon delivery of written notification to the Grantee. In the event of a termination under this sub-paragraph, the Grantee shall, unless otherwise directed by the State in writing, immediately take all reasonable steps to terminate its operations and to avoid and/or minimize further expenditures under the grant. 

D. Upon Order of a Court or Direction by the Federal Government: In the event of a court order halting or suspending activities under the grant or, in the case of a grant involving federal funds or otherwise subject to federal oversight, issuance of an order or directive by the federal government halting or suspending activities under the grant, the State 


shall promptly notify the Grantee in writing of the entry or receipt of such order and shall direct the Grantee to take immediate action in conformity with such order or directive. In the event of a termination or suspension of the grant under this sub-paragraph, the Grantee shall, unless otherwise directed by the State in writing, immediately take all reasonable steps to terminate its operations and to avoid and/or minimize further expenditures under the grant. 
E.
Criminal Conviction: The State may immediately cancel the grant or purchase order without further liability to the State, its departments, agencies, and employees if the Grantee, an officer of the Grantee, or an owner of a 25% or greater share of the Grantee is convicted of a criminal offense incident to the application for or performance of a State, public, or private grant or subcontract; or convicted of a criminal offense incident to the application for or performance of a State, public or private grant or subcontract; or convicted of a criminal offense including, but not limited to, any of the following: embezzlement, theft, forgery, bribery, falsification, or destruction of records, receiving stolen property, attempting to influence a public employee to breach the ethical conduct standards for State of Michigan employees; convicted under state or federal antitrust statutes; or convicted of any other criminal offense which in the sole discretion of the State, reflects on the Grantee’s business integrity. 
14.
The Grantor expects to share in any cost savings realized by the Grantee. Therefore, final Grantee reimbursement will be based on actual expenditures. Exceptions to this requirement must be approved in writing by the Grant Administrator. 
15. No member of the Legislature of the State of Michigan or any individual employed by the State shall be permitted to share in this grant, or any benefit that arises there from.

Part 2 (continued)

16.
Use of WIA funds for religious activities is prohibited. 
A.  No state, grantee, contractor or subcontractor may use its grant or sub-grant to pay for any of the following: 
1) 
Religious workshop, instruction or  proselytization.
2) 
Equipment or supplies to be used for any of the activities specified in paragraph (A)(1) of this section. 
3)
Construction, remodeling, repair, operation or maintenance of any facility or part of a facility to be used for any of  the activities specified in paragraph (A)(1) of this section. 
4) 
An activity of a school or department of divinity. 

B. 
As used in this section, school or department of divinity means an institution or a component of an institution whose program is specifically for the education of students to: 
1)
Prepare them to enter into a religious vocation; or 
2)
Prepare them to teach theological subjects. 













Part 3

NARRATIVE

Please provide a narrative addressing the following components.  For a detailed explanation of each of these components, please refer to the Program Guidance and Instructions, pages 4-5.

A. Description of Need:

1. District/Local Proposal

2. Statewide Proposal

B. Description of Proposed Activity/Course/Program

C. Identification of Professional Development Goals and Objectives

D. Description of Cooperative Agreements, if applicable

E. Description of Outreach Activities

F. Description of Follow-up Activity and Dissemination













Part 4

PROFESSIONAL DEVELOPMENT GRANT

--- AGENDA FORM ---

A SEPARATE AGENDA FORM MUST BE SUBMITTED FOR EACH 

PROFESSIONAL DEVELOPMENT PROJECT

Draft your agenda below, including specific times and topics of speakers, general sessions, breakout groups, etc.  Follow the sample agenda presented on the following page of this application.

	AGENDA
Title:

Date:

Location:

Presenter(s):

Time Schedule



Program Schedule
· Please attach resumes for all presenters.















Part 4 (continued)

PROFESSIONAL DEVELOPMENT GRANT

--- SAMPLE AGENDA FORM – 

	SAMPLE AGENDA
Title:

Current Trends in Assessment

Date:

May 14, 2003

Location:
Holiday Inn South, Lansing, Michigan

Presenter(s):
Sally Smith, John Jones, Dave Wilson, and Sue Johnson   (resumes attached)

Time Schedule




Program Schedule
8:00 – 9:00 a.m.




Registration – Continental Breakfast

9:00 – 11:00 a.m.



Current Trends in Assessment – Sally Smith

11:00 – 12:00 Noon



Guest Panel:







Diagnostic Assessment – John Jones







Placement Assessment – Dave Wilson







Alternative Assessment – Sue Johnson

12:00 – 12:30 p.m.



Group Discussion – Q/A

12:30 – 1:30 p.m.



Lunch

1:30 – 2:30 p.m.



A Successful Assessment Plan – Sally Smith

2:30 – 3:30 p.m.



Breakout Sessions:







Diagnostic Assessment – John Jones







Placement Assessment – Dave Wilson







Alternative Assessment – Sue Johnson

3:30 – 4:00 p.m.



Debrief – Q/A

















Part 5

Professional Development Evaluation Form

	Indicate Participant Category


	(  Teacher:
(   ABE         (  GED         (  ESL         (  HSC

(   Other (specify) ________________________


(  Counselor

(  Administrator

(  Support Staff

(  Student

(  Tutor / Volunteer

(  Other (specify)  _______________________________________________




	Title of Workshop
	Instructor:


	Date:



	
	Co-Instructor:


	

	Rate all that apply                                                                                    

SCORECARD






        WORKSHOP/TRAINING

	Subject
	Outstanding
	Good
	Fair
	Needs

Improvement
	Unacceptable

	Content of program
	(
	(
	(
	(
	(

	Overall objectives met
	(
	(
	(
	(
	(

	Skill/knowledge/competency improvement
	(
	(
	(
	(
	(

	Effectiveness of media (video / overhead / PowerPoint, etc.)
	(
	(
	(
	(
	(

	Applicable to my work
	(
	(
	(
	(
	(

	Class materials (handouts, workbook)
	(
	(
	(
	(
	(

	Overall rating for the training
	(
	(
	(
	(
	(

	Ease of registration 
	(
	(
	(
	(
	(

	Instructor
	

	Presentation skills
	(
	(
	(
	(
	(

	Content knowledge
	(
	(
	(
	(
	(

	Co-Instructor (if applicable)
	

	Presentation skills
	(
	(
	(
	(
	(

	Content knowledge
	(
	(
	(
	(
	(

	If you rated any item unacceptable, please explain in the comment area on the reverse side of this form.


Mark all that apply:

	Why did you take this workshop/training?
	How did you find out about the class?
	What will you do to apply what you have learned to your job ?

	(  Interest in topic/content

(  To develop competencies

(  Sent by manager/principal

(  Part of a career development               
plan

(  Presenter’s reputation

(  Other
	(  Manager/principal

(  Co-worker

(  Other
	(  Meet w/manager

(  Set performance goals

(  Share information with others

(  Review the concepts

(  Apply it with my students

(  Not able to apply to my job

(  Nothing

(  Other













Part 5 (continued)

	Comments:

	If an item is rated unacceptable, please explain:



	What was the most valuable part of the professional development to you?   Why?



	Do you have any other comments about this event or the presenter?



	Do you have any suggestions for new professional development activities?



















Part 6

PROFESSIONAL DEVELOPMENT GRANT

--- PARTICIPANT SIGN-IN SHEET ---

NOTE:  This form must be completed and returned with the Final Narrative Report.

	Organization



	Name of Workshop


	Date

	Name (PLEASE PRINT)
	Agency Affiliation/Address
	Area Code & Telephone
	Email Address
	Signature  (REQUIRED)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


MAILING INSTRUCTIONS:


An ORIGINAL and THREE copies of this grant application must be received by the MDCD, Adult Education Office, as follows:


For the period July 1 to December 30, 2003 – Deadline is June 13, 2003


For the period January 1 to June 30, 2004 --  Deadline is November 24, 2003


All applications received after these dates will be considered on a case-by-case basis as funds become available.


Applications may be hand delivered to the Adult Education Office on the Third Floor of the Victor Building, 201 N. Washington Square, Lansing, Michigan, or sent by mail to the address at the top of this form.


Applications submitted by facsimile or email, or applications not prepared in accordance with the application preparation instructions, will not be accepted, and will be returned to the applicant without review.
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