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PREFACE

The TADS NEEDS ASSESSMENT MANUAL was designed as a guide to
the comprehensive review of Handicapped Children's Early
Education Program {HCEEP) demonstration projects for the
purpose of identifying ‘technical assistance needs. The
manual provides: « ’

1. a descniption, background, and overview of the TADS

technical assistance process;

2. recommended procedures’for conducting a compréhensive
program review and identifying areas needing change;

3. procedures for selecting those needs 6r‘areas in
which technical assistance from TADS would be bene-
« ficial;

4. gquidelines for developing the tentative technical:
assistance adreemenf;; and

5. proceaures for summarizing the needs assessment

. + process, ‘

i

It is hoped that this manual,~a}qng with its supplemental

materfal, will*81so aid in program planning and model .develop- o

ment, staff development, and progress report writing.

vii
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BACKGROUND .. .

7

-

In 1968 Congress created the Handicapped Children's Early
Education Program (HCEEP) with the goal of.encouragipg the,
development of local and.state services_ for handicapped W
preschoolers and'their families. Under the law, grants are
awarded to public and private nonprofit agencies-to establish
and operate projects for special children. These programs, e -
known as “demonstration projects," are models which other
agencies can use in developing services for their preschoolers. -
The law also authorized grants to state education agencies to
develop statewide programs for youny handicapped children.
These grants are called State Implementation Grants, or "SIGs."
The Office of Special Education (OSE) in the U.S. Department
of Education is charged with administering the program and

is committed to providing the resources needed to make HCEEP
as effective as possible. ]

“

TADS (Technical Assistance Development System) and WESTAR
(Western States Technical Assistance Resource) were established
and funded by OSE to provide assistance to demonstration ;
projects and SIGs. Together, these three agencies offer a
sypportive environment and promote the development of a sense
of community among all of the clients receiving assistance,

who are collectively referred to as the HCEEP or First Chance
Network. TADS is a part of the Frank Porter Graham Child
Development Center at the University of North Carolina at -
Chapel Hill. TADS provides technical assistance to demonstra-
tion prpjects and SIGs located east of the Mississippi River,
excludigg Mississippi and Illinois; WESTAR, its sister agency,
serves the lestern United States. ’

The term “"technical as$istance” (TA) refers to a particular
role that TADS and WESTAR fulfill in the HCEEP Network. The
role is that of a comprehensive, continuous, non-evaluative
helping resource. TADS and WESTAR assist HCEEP projects and
SIGs in managing their programs and accomplishing their goals
more effectivefly through a broad range of systematic support
services, Through technical assistance, HCEEP programs have .
access to expertise not available locally and to materials .
designed specifically for their needs. They also have increased
opportunities to collaborate and share information with each
other. The technical assistance services of TADS and WESTAR
are available at no cost to HCEEP programs.
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OVERVIEW. TO THE TECHNICAL ASSISTANCE CYCLE

The heart of TADS' technical assistance model is the Technical
Assistance Cycle (TA Cycle). This system for delivering services
has five sequential, interlocking phases as shown in the illus-
tration below. - _

The, Technical Assistance Cycle

gpiunnor«
ASSISTANCE

TECHNICAL
ASSISTANCE
DELIVERY

TECHNICAL
ASSISTANCE
AGREEMENT

¢ t '

"TADS uses this cycle in providing services to HCEEP projects.

It is a yearly cycle. Each project participating in technical
assistance experientes three of these cycles during its three
years as a demonstration project.

v

Program Planning

‘Program planning is the first step'in the TA process. A project

requesting technical assistance specifies plans in each area of
endeavor, thereby ensuring that TA resources are distributed
appropriately and that emphasis is given to the most important
parts of the program. Through this process an understanding of
the project's program is gained; this helps determine which
components need technical assistance.

.s,_ , 4
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If a project did a good job of planning when 1ts‘proposa‘ was
written, or has good planning skills within its staff, the
program planning phase of the TA Cycle passes quickly. If o
program planning_has been difficult for the project, or gro-

.gram changes are necessary, .technical assistance service

may be requested for this area and individualized services -
delivered. A "Program Planning Workguide for HCEEP Demonstra-
tion Projects” has been developed as an instrument to facilitate
planning efforts. The workguide, which has been distributed

to 811 projects and needs assessors, may be used as a prelude

to the needs assessment. ’ <l

\

Needs., Assessment

1 ¢ !

The needs assessment phase is tied very closely to the program
planning phase of the TA Cycle. TADS has determined that
needs assessment must have the .following intents:

1. A systematic needs assessment process is essential to '
identify effectively .technical assistarce needs.

2. A needs assessment §nust occur ‘before extensive individ-
ualized technical assistance is provided. ‘

3. Technical assistance needs can best be identified by
. a comprehensive program review and an, interactive process
between the technical assistance provider and client.
* 4, The roles, responsibilities, and expectations for the
provision of technical assistance must be clarified
during the needs assessment process.

5. A needs assessment must establish and/or enhance a |
trusting relationship between the technical assistance
. provider and the technical assfstance recipient.

The needs assessment process as developed by TADS has three

key characteristics: (1) 1t is more responsive than directive,
f.e., the project takes the lead in identifying technical
assistance needs with TADS providing a structure for systematic
examination of needs; (2) 1t is comprehensive, i.e., it takes
account of all parts of the project's program and all services
that TADS can provide; and (3) 1t is confidential, i.e., only
the services provided to the project are required to be reported
to the funding agency (see Attachment 1 on page 45).
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'Technical Assistance Agreements

The needs assessment“provides a 1ist of technical assistance
needs and proposed plans for meeting those needs. The next
phase of the TA Cycle, the development of technical assistance
agreements, finaiizes those plans,

4 -

The‘technicai assistance agreement has several purposes:

1. Clear communication. It is essential that plans for
- meeting identified needs be clearly communicated through:«
a chain of people. 'The technical assistance.agreement
helps minimize the prob ems of unclear communication,

2. Taek analysis. The agreement breaks the assistance
process into specific tasks,

3. Identification of PeSpOﬂSZfTZ?t;eS. The activities,
statements in the agreement clearly designate who is ‘
responsible for each activity.

4., Accountapilitu., The agreement provides a mechanism
through which each party can hold the other accountable,
since responsibilities are clearly stated in writing.

5. Orgqnization and development of technical aseiatarce
rcacurcee. By placing needs in priority order,
. resources can be committed for the most important needs.

6. Diming mechaniem for tecimical assietance delivery.
Every step in the agreement is spelled out in terms of
time, i.e., either a deadline date or some other specific

‘ calendar designation is indicated, allowing projects and
TADS to plan appropriately for, and schedule, technical
assistance and follow=-up. .

7. Revisions in technical assistance agreemcnts. It is
common for pridrities to change as a project progresses.
The technical assistance agreement becomes a clear
reference point for making appropriate changes in
technical assistance services.

The structure of a TADS technical assistance agreement is based
on the purposes listed -above. A technical assistance agreement
States the need as determined by the needs assessment., The
target specifies which staff members of the project will be
directly involved in the technical assistance. The focus of
technical assistance specifies which of the following categories
TknowTedge and awareness, skill development, product development,
or decision/change) will be the primary focus of the technical

6 ot
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groups are arranged to provide assistance to the projects.

g

assistance objective. The technical assistance objective .
statement specifies the owtcome expected of the technical
assistance plan and includes a deadline date." The technjcal -
assistance activities section {s the essence of the agree-
ment. In chronological $equence, each activity in the plan

is descrifed and the nqiponsibilities of both TADS and the
client are spelled out in terms of "who does what by when."
The technical assistance documentation section specifies the
documents and reports- that TADS will collect in monitoring ‘
the technical assistance activities, It does not describe
evaluation plans ‘for assessing the impact of the.assistance.

To develop the final "Memorandum of Agreement," TADS uses the
needs assessment report which includes the "Technical Assis- ‘
tance Agreement llork Sheets" and ‘the "Sequence of Technical
Assistance Activities.”" A ratification committee at TADS is

. then assembled to review, revise, and refine ‘the agreement(s).

Sometimes TADS resources will not be sufficient to meet all
the needs identified. In this case TADS can first address
those needs that the project considers most important by using
the priorities that have been assigned to each need. After
ratification, TADS will send the project two copies of the
"Memorandum of Agreement" for review. Once the project signs
one copy and returns it to TADS, the delivery of services can
begin. The second copy is retained for the project files

Delivery of Services

TADS provides services to projects through several delivery
mechanisms: on- and off-site consultation, project visitation,
review and critique, information services, small group technical
assistance meetings, printed materials, and topical workshops.

\ .

1
v

On- and off-site consultations are the most often used delivery
mechanisms, TADS recognizes the necessity of selecting appro-
priate resource people to give assistance if quality technical
assistance services are to be maintained. Consultants or

other resource geOpIe come from one of three groups: univer-
sities and public or private agenciessdirectors and staff

‘members from other HCEEP projects, and TADS staff members. .

When it seems appropriate, services from outside these three

-

11
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i Some identified needs are met each year by facilitating the
visitation of a project staff member to another project. The
rationale for using this technical assistance delivery method
is based on TADS' pF!ctice of using the HCEEP network projects
as resources to each other. Visiting an established project
with ongoing services to children and parents provides the

. visitor.with a look at comprehensive services, and accompanying !

materfals and staff. Seeing alternative early childhood models

- . can help a project's staff develop or refine its own~§$dé1.‘

o, ‘
.
™ i * ‘ :
.
]
t
D
I

TADS staff members and outside consultants, in response to O
the terms of the technical assistance agreements, review and
critique various written documents of the projects, Such
'materials include program plans, evaluation plans and pro-

"\ cedures, curriculum guides, and dissemination materials, as )
well as audio-visual presentations. , : e

r
LU N ¢ \

.' ' Many technicalFsistance'needs are addressed through the pro-
vision of information servicesy Finding and matching information
resources to the individual“pr{ject’'s needs requires several ) : ™.
sequential steps to ensure tha{ the information-provided is
useful, Several resources are drawn ypon: formal searches
using ERIC, other information systems, the TADS resource library,
consultants, TADS staff, and TADS file on past information
searches, , ”

'
- o

Some of TADS' activities result in printed materials that assist

the projects in developing and managing their programs. These

publications are developed for wide dissemination on topics of - p
interest to a large segment of the HCEEP Network. A quarterly

newsletter, EMPHASIS, is published to fi11 the need for intra-

network communication. il ’

n ‘ 4

'

When many clients have similar.needs, they can be addressed
in a small group technical assistance meeting., Usually, four
to tweive projects participate in these small meetings which
may have efther a consultation or awargness focus. A topical
workshop is another vehicle which provides an excellent set- -
‘ting for projects to share ideas and information with each '

other; these gatherings involve a 1arger'qgmber of projects.
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Eva1uat1on‘of Techn1ca1 Assistance ""l'

o Tuation of ass1§tance plays an 1mportant part in the Techn1ca1
' vf§1stance Cycle. Documentation and evaluation activities are -
_ (smployed routinely by TADS for planning future technical assistance '
> . ..services, The information helps keep technical assistance services R
' - to 1nd1v1dua1 projects continuous and sequential, and assists ip .
- tracking the effect of technical ass1stance serv1ces “on the ent1re
group- of HCEEP proaects R R

Y

"'he deucrirtéon which 1“o-ZZcM2 prundes a concise ‘surmary o
¢ t e Needs Asscesment process and product and may be ‘ : _
ere /auved Jor die mbutwn. e : P, o
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TECHNICAL ASSISTANCE DEVELOPMENT SYSTEM
NEEDS ASSESSMENT A BRIEF DESCRIPTION

W&gﬁ_&;}gﬁﬂﬂl- Needs assessment {s the first step taken each
year 1n the approach for the provision of technical assistance services, TADS

has detennined -that any form of needs assessment must address the following intents:

) l A systematic needs assessment. process is essential to identify effectively‘
*technical assistance needs. .

. needs qssessment must occur before extensive individualized technical-
) assistan e-is provided o

. Technica assistance needs can best be identified by a comprehensive program
review and an interactive process between technical assistance provider and
client.

The roles, responsibilities. and expectations for the provision of technical »
‘assistan e must be clarified during the needs assessment process.

A needs assessment must establish and/or enhance a-trusting relationship between
the technital assistance provider and the technical assistance recipient.

N -

Using a set of recommended procedures. a negds assessment may be conducted by the proﬁect
staff, with or without the assistance of a thained needs assessor. It is expected that

A. this process will take approximately two days. One person on the TADS staff will be

available by phone during the scheduled tuo_days_to answer any questions that may arise.

' The following sequence ,
or prepara on. implementation and follow-up :
of the needs assessment.,'.' C ‘ , v .

¢

iﬂ;_ PREPARATION ACTIVITIES'

1. TADS and project director Confirm the dates that the needs assessment will be
conducted and who will be available at TADS-during those dates.
2. TADS mails the "TADS Needs Assessment Package" to the project and needs assessor
four weeks prior to the scheduled dates.
"3. TADS contacts the project to clarify the procedures and expectations of the
" suggested needs assessment strategies.
4, The project gets drganized to implement the’ ﬁeeds assessment.

NEEDS ASSESSHENT ACTIVITIES'

- 1. The needs assessor and/or the proJect conducts a comprehensive review of their
program's. current status usfng the "HC Demonstration Project Profile,” its
- grant proposal, the “Model Development Quide," and the procedures outlined in
- the TADS Needs Assessment Procedures Manual.
2. The needs assessor and/or project staff Eevelop a comprehensive 1ist of needs
" or areas of desired change and select -those needs that.will be addressed through '

. assistance from TADS. This 1ist 1s put in. priority order.
‘3i Using the procedures outlined in the manual, the needs assessor and/or project
‘staff develops a tentative technical assistance agreement by completing the -
necessary technical assistance»ogreement work sheets. o
f 4.._ a

FOLLOW-UP ACTIVITIES: ' )

)
s

T. The needs assessor and/or prpject sends all completed materials to TADS within
S working days afteér the scheduled needs assessment,

2. TADS reviews all the materials provided and develops a llst ofiquestions. if
any, which need clarifying.

* 3. TADS contacts the project by telephone to clarify. any questions and confirm the
technical assistance needs,

4. TADS develops a "Memorandum of Agreement" containing the technical assistanceé needs
that were priprity ranked by the project., The memorandum is then mailed to the
project for approval and signature (within two to four weéks after receiving ‘the
project's needs assessment materfals). ) N 4 .

, | .‘_l a‘ PN :




"SECTION I

b

Preparation:
Recommended Procedures for Preparing fer
NeedstAssessment

‘11‘
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. This section of'the procedures 'manual provides recommendations
. ' for.preparation activities which should enhance the needs

. ' ! ot

’

. : )
. . I ’ ) J
‘ ¥

assessment process. Advance planning, organizatiopn, and
preparation are precursors to'the suecess of ‘any comprehensive
effort undertaken by any type of organization. Each reader

- is encouraged to develop a preparation plan which will address
the activities .most important to their organization or project.
The discussion below describes some important preparation .
activ1t1es. ;

¢

-} .

DESIGNATING A NEEDS ASSESSMENT FACILITATOR .
Major responsibility for facilitating the needs -assessment
should be assigned to one person on the project staff. Expe-
rience has shown that best results are obtained when this
facilitator is a person who has 1eadersh1p responsibility
in the -program, for example, the progect director. or coordinator.
This. person i5 responsible for reviewing and coordinating all -
the preparation and implementation activities. Whoever: is
chosen to act as the facilitator should have access to the
~materials in this manual, the project's current proposal/-
implementation plans, and other pertinent information about
the project. The full cooperation and support of the project
and agency -leadership is essentiai

t

'
‘¥

REVIEN THE PROJECTLS 'ORGANIZATIONAL STRUCTURE
AND DECISION-MAKING PROCESS

-

Speciai attention shouid be given to the interactional ef%%cts
‘of organizational structure, 1eadersh1p style, and the decision-
making process. Review the: project's current orgdanizational,
..chart and assess how 1t relates to the orgdnization of the
project's 'fiscal agency. This task will he]p set the stage”
for conducting the needs assessment. ,Just as every HCEEP
demonstration project is a part of a nationwide network of
early childhood special education programs, each project is
also part of its own agency's efforts. .An understanding of
why the HCEEP proposal was submitted, and how it relates to
other programs sponsored by the oject s fiscal agency, will
help put the project's efforts 1n a local context.

15
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The decisidn-making process used by the project should be
identified and the person who has final authority and control
should be noted. Consider the process by which f1nanc1a1
matters, programmatic concerns, and personnel actions are
decided. An understand1n9 of the decision-making process

is important, since many dec1s1ons made during needs assessment
may have a major impact on the project's operat1on for the

next year. ’

DECIDE WHO SHOULD PARTICIPATE
IN WHAT PORTIONS OF THE NEEDS ASSESSMENT

TADS recommends that as many of the. proaect staff members be
involved in as mlich of the needs assessment as possible. It
may also be important to include other agency personriel,.

1including the chief or associate administrator. The benef1t

of including all project staff members and selected other

agency staff is that people with different orientations or , ‘
emphases can often provide additional insight into prbject
activities. Also, by including as many staff members as is
practical, group understanding and commitment to the proaect s,
goals and HCEEP purposes is enhanced

!

Consider the size of the group to be involved in the needs
.assessment. 1f the group exceeds e1ght to ten peoples or if.
‘the time commitment for the staff is too great, consider
subdividing the group. TADS suggests that all persons be,
involved in the introductory overview portion of the needs
assessment (see Section 1I, "Beginning the Process"). The
other portions of the needs assessment may involve only those
persons who have primary resgons1b111t1es for the areas being
discussed, or others who will be 'directly affected by the
decisions that are made.

16 : :




ESTABLISH AN AGENDA

From TADS' previous experience, conducting needs assessments
takes approximately two days. Allocate approximately one to
one-and-a-half hours on the first day for the introductory and
overview discussion. The second major section of the agendd,
‘comprehensive program review (see Section II), will take
approximately four to seven hours and should be completed, or A

be very near completion, b¥ the end of the first day. The

third section, selection of needs and development of technical

assistance agreements (see Section III), will take tegether

approximately three to five hours. Each day should begin with :

a brief, 15- to 30<minute review of the tasks to be accomplished -

for that day. Schedule three or more breaks during each day, _ .
not including lunch. TADS setrongly recommends scheduling and

taking these breaks, Since conductqng a needs assessment’ can
be intensive. At the end of each day's activities, conduct a
summarization and review for approximately 30 minutes. Figure
1. provides a sample agenda.

Figure 1 "

'| SAMPLE AGENDA FOR ConpucTing A TADS Neeps AssessMent

FIRST DAY - INTRODUCTION AND PROGRAM SECOND DAY - DeveLoPMENT oF TenT T
—-— -3 bg\ngu ‘ : _J RSS]STA::CEA&!EEM%N:?VE ECHNICAL

1 "2 nours -- INTRODUCTION AND OVERVIEW: 1/2 hour -== REVIEW AND INTRODUCTION
OSE: HCEEP; TADS and Needs Assessment; ; ’ ’
Purposes and Benefits, and The Projectiil hour - SELECT NEEDS BEST ADDRESSED WITH A ISTANCE FROM
= Major Goals and Dbjectives, Staff TADS ' -
. Roles, and Program Comnonents i kg
: , 15 minutes -- BREAK ~
. 'S minutes -. BREAK ‘,

) hour -- DEVELOP YENTATIVE TA.AGREEMENTS: Needs Statemén:,

2 nours -- PROGRAM REVIEW: Services for Children Focus, Target(s), Deadiines, and Objectives(s)

and Parents Components
" nour - LUNCH 1 hour - LUNCM ‘
; 1 1/2 hour's -- DEVELDR TENTATIVE TA AGREEMENTS: Select TA

1172 nours -- PROGRAM REVIEW: Staff Development Activities, Sequence Activities, and Provide
and Demonstration, Dissemination, Qualifying Comments .

and Contipuation Components

N5 inutes - BREAK

' hour == PROGRAM OEVIEW: Administration and
Managemant Componant

T2 to 1 hour .- SUMMARY AND REVIEW: Develop List
of Areas of Desired Change for
Forthcoming Year and Check for

‘ Completeness R .

15 minutes -~ BREAK

1.1/2 hours -- SUMMARY AND REVIEW: Review Al} Tentative TA
Agreements for Complateness and Clarity. Re-
view "Next Steps,” Summarize Entire Two Days,
and Complete TADS Evaluation Forms




SELECT THE TIME AND LOCATION A .
The needs assessment facilitator should confer with all those
involved to select .the calendar dates which afford the best
! ‘opportunity for involvement by the most people. Consider
the availability of any outside consultants, such as the TADS-
trained needs assessor and agency leadership personnel.
o Every effort should be'made to ensure that each person partic-
ipating in the needs assessment has cleared his or her calen-
dar and substitutes are arranged for as necessary. '

! ‘ S

The needs assessment facilitator should select a comfortable
working environment which provides adequate space for writing
and reviewing materials. A seating arrangement which facilitates N
’ : ) * group discussion, such as a round or conference-style table, -
: should be used. ' fe

CLARIFY ROLES AND EXPECTATIONS

A

Clarify with the staff the roles they are to play during ‘ .
the needs assessment process. There are several ways this. .

may be accomplished: schedule a short staff meeting on.the’

topic or include the topic in a regularly scheduled meeting;

assess the project staff's perceptions and expectations, and

provide information when necessary; and provide all project.

staff with written pre-meeting information. Review the

decision-making process of the project which was discussed

earlier., Familiarize staff members with the value of an

annual needs assessment, emphasizing that (1) an annual

program review/needs assessment can be very helpful in estab-

11shing or reaffirming goals and getting group ‘commitment,

(2) a comprehensive program review helps the entire staff see

the program as a cohesive entity, (3) the review procedures

and resources in this manual provide an outside reference for

expectations, and (4) this needs assessment provides an © o
opportunity to open lines of communication. Explain to the

staff that a qualitative/comparative program evaluation is ‘ —
not an expectation. While resources and procedures described

in this manual do provide an opportunity to review and reflect

on the strengths and weaknesses of the project, an ‘absolute

comparison standard is not set forth. ' '
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PROVIDE PRE-MEETING INFORMATION

. . h‘.
| .

Once the needs assessment facilitator has been selected, an .
agenda established, and the dates selected, TADS recommends : ,
the following materials be provided to each person who will ¢

. be. involved in the needs assessment- A

1. A copy of the developed agenda which also indicates
the dates and location of the meeting rooms.

‘ T 2. A c0py ‘of the one-page description of a needs assessment,
‘ o titled "Needs Assessment: A Brief Description,”

: o 3. A list of roles and expectations for the project s needs
' ~assessment. |

4, A copy of the "HCEEP Demonstration Project Profiles”
5. A copy of the "HCEEP Model Development Guide."

y 6. A copy of the project's goals and objectives from the
current program proposal. .

Once the above preparation activities have bé%n completed the .
. project-staff members are ready to begin the actual needs
assessment process. v B

IRd




Li s
M

S 4

SECTION 1  *

‘ Program Review.*'*ﬁ’e%%
Recommended Procedures for Conducting a
Comprehensive Needs Assessment/Program Review

e
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/fn addition to this background information, there are several ; 1

o

{

This section of the manual recommends procedures for conducting
a comprehensive program review of the project's status as it
relates to current accomplishments, projected accomplishments,

~and tasks to be completed during the year ahead. The major

outcome of this process is the development of a comprehensive

list of areas of desired change or need, As was indicated in

Section I, this program review consumes the major portion of

the first day or may even extend into the second day of the .
two-day needs assessment. | 4 !

)

- BEGINNING THE PROCESS

As was indicated in theypreparation section of this manual,

the first item of the needs assessment agenda is an overview

of*TADS, the Office of Special Education (0SE), HCEEP, and

needs assessment. Information about all of these topics is

contained in the "Introduction” section of this manual, The

needs assessment facilitator should review this. background

information and present a synopsis to all thpse involved in .
the needs assessment, (Vo If a TADS-trained needs assessor

is facilitating the needs assessment. this presentation may be ' Y
made by that person. The needs assessor will also be respon- ‘
sib1e for assisting with all other needs assessment activities. )

other topics which should be discussed during the introductory
time on the first day of the needs assessment. Discuss the -
spetific rationale for conducting the needs assessment. This
discussion should include the specific purposes and benefits

of a needs assessment which apply to the project. Review briefly ,
the major program ‘components or divisions, staff roles, and the °
major goals/objectives of the project as they are currently

being 1mp1emented The discussion should include how each of

the project's program components fits under the five components

in HCEEP Demonstration Project Profile (see Attachment 2 on

page 49). The five components of the Profile are:

"1, Services for Children - This component fdentifies the
tasks related to providing services for the project's
. children, both direct and supplemental (e.g., locating,
screening, and admitting children; IEP development;
Curr1§u1um deve10pment. classroom procedures; and so <
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2. Services for Parents - This component identifies the
tasks related to the project's program for parents,
other family members, and/or primary caretakers.

3. Staff Development - This component identifies tasks
related to the professional development of the project
staff. The distinction should be made between this
component and training programs that the project may
be planning or implementing for other professionals
not on the project staff.

4, Demonatratton,‘Dzssemtnatton, and Continuation - This
component identifies tasks related to the project's
plans forl impacting on people outside of the project
(e.g., the community-at-large, state-level decision-
makers, and other professionals). It also identifies
tasks that deal with continuation funding beyond the .
thrée years of OSE support.. N

5. Adm~ntatratzon and Management - This component identifies
tasks related to the overall organization, administration,

and management of the project, including proggam planning;

personnel matters, physical arrangements, fina%cial
administration, evaluation planning, record keeping,
report writing, the advisory board, and coordination with
other agencies.

Of course, the final task to be addressed during the introduction
phase is to review all the tasks/activities on the agenda and who
will be participating in which activities.

]

v ‘ PROGRAM REVIEW RESOURCES

t

Iheré are three resources which should be used to assist the
project staff in conducting a comprehensive program review.
These resources are:

1. HCEEP Demonstration Project Profile: A Needs Assessment
Tnstrument devéloped by the staff of TADS and WESTAR

hereafter this instrument will be referred to as the

Profile, see Attachment 2 on page 49). )

2. HCEEP Model Develogment Guide devel y Dr. David J. -
Rostetter, HCEEP Project Officer in the Office of Special
Edudation (see Attachment:3 on page 89).

24
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.,' , 3. The project's current grant proposal'wvhich describes , ‘
: : goals, objectives, and implementation plans. "

A1l of these resources are similar since they all have the common

_purpose of specifying plans and procedures for the development of

.an HCEEP demonstration project; yet each resource document has : *~\\\
« « some unique information or recommendation.

Using the HQEEP Demonstration Project Profile

The Profile should provide an extensive review of the project.
Prior to reading the suppiemental instructions 1isted below,
briefly review the general finstructions and tasks which are -
contained in the Profile itself.

Understanding the Items on the Profile. Each item on the
Profile represents a specific task that most HCEEP demonstration
projects may need or want to complete by the end of the third
year of funding. Every item in the Profile is not relevant to
. : every project. The intent of the language in each item is to
C capturé those tasks which are applicable to all HCEEP Demonstra-
- tion Projects. Every effort should be made to relate conceptually
‘ the ftems to the individual project's goals and objectives. ' b

: .« '+ . Adding Items/Tasks.:  Since each project s unique, space is

A provided at the end of each section to describe other tasks .
that the project intends to complete but are not included in ,
the Profile. If additfonal space is needed, pages may be added. ;

These additions are rated just as other items are rated. ™ '

\

! Understanding the three phases in each component of the
Profile. The Profile has five components, and each component
has three phases: Conceptualization, Implementation, and , ,
Evaluation. These stand for three distinct aspects of program
development. Conceptualization refers to the planning phase
of program development. Tasks in this phase focus on developing, R
clearly delineated plans and procedures, and also on capturing
those plans in writing. For example, item number 6 in the B
“"Services for Children" component of the Profile indicates that
"the project has a written statement of and/or clearly delineated
plans procedures for admitting children into the program
(inclulling established admission criteria)." Implementation

( ‘ ‘ reférs to tasks involved in carrying out the pTans of the project.

For example, ftem number 21 in "Services for Children'. indicates
that "the project has admitted and 1s currently serving the
number and type(s) of children specified in its plans." Some

| .26 -
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implementation fasks are "one-time" in nature, but most are
ongoing for the.life of the project, Evaluation refers . ,~uf\5
, specifically.to data collection tasks for each component. For
\\V/F/éxample, item number 33 in the "Services for Children" component
indicates, that "data are being collected to document that 4he
criteria for selection of children for project services have
Béen established and are being followed." As may be noted,
some tasks appear in both the conceptualization and the imple-
mentation phases. It may be helpful to keep the following
"distinction in mind: conceptualization tasks ask, "Do you have
" plans?" while implementation onés ask, "Are you carrying out
your plans?" It may be helpful to move back and forth freely
between the two phases while working through each component.

Understanding hdw program evaluation tasks are treated in

the Profile. Program evaluation is not a separate program
component in the Profile as are, for example, "Services for
"Children" and "Staff Development." Rather, the suggested data
for documentation for each program component are addressed by

the tasks in the evaluation phase of that component. Additionally,
the process of developing and carrying out an evaluation plan is
addressed in the "Evaluation Planning" section of the "Adminis-
tration and Management" component. Looking at bSTh Sets of tasks
will provide a review of the project's evaluation plans and
activities.

Understanding and using the Profile rating scale. 'The scale
used on the Profile was designed to provide a project with several
types of information:

1. Which tasks'are relevant tp(%ﬁe\project-and Whiqh are not. .
2. What is the current statef of each task.

3. Which tasks need to be addressed during the current
funding year.

4. Which tasks may require technical assistance and which
. may not, , ,

t
2

Every task in the Profile is Yot relevant to every project;
therefore, the firet step in rating one is to detemmine if it
i8 something the project needs to do.

. ’ A 20




Rating the project's current status on each task requjres a ,
Judgment as to whether it {s completed or not. Some suggestions
for making those judgments follow. . When rating a conceptual-
1zation.5gsk consider i1t complete if a clear set of plans and
. procedur as been developed, even 1f those plans could change
based uponfurther.experience. However, if those plans are.not .
-~ written and should be, rate the task partially completed until
the plans have been captured in writing. When rating an .
implementation task consider. 1t complete i1f a1l plans and pro-
cedures are operational, even though they may actualty continue ,
for some time. However, 1f some aspect of the plans has not <
occurred yet, rate the task partially completed. When ratin
evaluation tasks consider them complete when data collection
procedures are fully operational and all data has been collected

" as planned to QEEE7 o ' e

[y -

Each task on the Profile ®that 1s judged to be relevant to‘ the

project must actually be rated twice. The first rating shows

the current status of the task, and the second shows the desired

status at the end of the current funding year. Both ratings

for each task are to be made before consideration of the next 1

one, Any desired change in status 1s to be noted as a project °

need for the year, but not necessarily as a technical assistance

nged. "Most project needs(can be met through a prdject's own , .
staff and resources.  However, if 1t 1s determined that the

project may need "outside" assistance to bring about the desired
change in status, then the task is to be marked as a technical.
asststance need. Attachment page 97 1s an example-'of &7~ . ... . . L
rated page. from the Profile. S&ctioh 111, “"Agreements,”.will , .
describe how to detegmine which needs are best addressed with

assistance from TADS?i_gz" L

’ t
l

. Summarizing the Tasks Identified on the ProfAe. After the .
+ . entire Profile has been rated, the ) Demonstration Project L

- Profile Summacy Page (Attachment 5 on page 101) may then be com- o ‘
pleted according to the directions on the form. This summary
page can provide a visual representation of how all tasks ‘
identified as having the status of "desired change" may cluster ,
(including tasks to be addressed with or without "outside" help). - .
These clusters may be across program components (Services for
Children, Parents, etc.) and/or across program development phases
(conceptualization, implementation, and evaluation). If a cluster
1s observed, then a general area of desired chafye may be indi-
cated. For example, 1f many task rumbers are circled in the
evaluation phase across most of the program components, then one \ |
area of desired change may be selecting and gathering the appro-
priate data to document the program activities in designated
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areas. . Another example could be, if task numbefs associated

| - with IEP's are circled in the "Services for Children" component

across all three program development phases, then this area of
desired thange could be listed. as . IEP deveJOpment, 1mp1ementat1on,'
- and evaluat1on.v;_- Ce | oA

b
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" Using the HCEEP Model Deveument Gu'tde o

The "HCEEP Model Devel;pment Gu1de (Attachment 3,on page 89)
was developed by the Office of Special: Education's HCEEP sectron

._%to provide an ‘approximate time . sequence of activities necessary

“ for ‘development of an educational model.. The Guide is @ivided
~into six-month intervals’ for the full" three-year funding cycle.

“ -As.may-be: noted on the Guide, there -are-eight "model components"

(e.9.5. conceptua11zat1on, target population,.and intervention).
These components serve as project foci and are developed through
a specific set of processes, termed “management functions" (e.g.,
program planning, program implementation, program - evaluat1oqﬁ
and modification). As may be noted, the various tasks specified
- -ip. the Guide are ‘similar to-tasks speg:faed in_the Profile . .
s(see previous’ d1scuss1on) ThE’Gu1de 1S organ1zed differently .
“from the Profile and’ prov1des a time sequence;’ therefore, the
~Guide may be heipful in identifying additional.tasks that may
néed to be addressed by the project and may also prOV1de an 1dea
_of when the task shduld be addressed

¥
13

,Using the‘Pfoject‘s Grant Proposal oy Jﬂ,%N'L

'

,4,.,

The proaect S or1g1na1 grant proposal is a very 1mportant reSoyrce
to use during a: program review/needs assessment, ‘It is this

:V”document which specifies the exact plans and procedures that the

project will pursue during the three years of fund?ng from HCEEP,
_Gra t proposals usually’ contain goals and objectives, descriptions
‘ justifications for program activities, a timetable for imple-
menfat1on and other important 1nformat1on. During the program )
©review; carefu11y analyze the program plans as described in the = -
‘proposal ‘to ensure that all tasks that need to be completed for
~.the upcoming year have been discussed. This analys1s, probing,
and discussion of the grant proposal will help ensure that every
. important aspect of the project has been addressed. -




,>AREAS OF DESIRED CHANGE

The list of aZZ the tasks 1dent1f1ed during the program review
could be quite extensive. It is important to cluster the tasks
into areas of common concern to make the 11st more manageable,
The following suggestions may be helpful 1n collapsing the(tasks
1nto Areas of Desired Change.~

e

<0n1y those tasks which the pro;ect 1s go1ng to pursue during .
the current year (12-month period) should be listed. The method

- previously described for summarizing the tasks identified on the -

- -Profile should be used.  Once all the tasks identified have been ¢
reviewed, they should be grouped according to their focus. | For - -

example, there are a number of individual items in all three
program review resources which deal with the curricuium for the
intervention population (e §., curriculum selection, acquisition
-of curriculum materials, curriculum approach adopted and refined).
These tasks could all be listed under one area of desired change:*
“overall curriculum development and 1mp1ementat1on.". F1na11y,
the list should be divided into two parts. , ‘ '

‘1. Those areas of desired change that can. be addressed by
the project staff members themselves. .

‘2..'Those areas of desired change that may require “outs1de"
ass1stance. '

Keep in mind that TADS is not the only “outside“ resource that
may be used to address a technical assistance need .or area of
change. Some examples of other resources that may be used are:

the OSE staff, especially the project officer; local consultants.‘

and other persons within the project's agency.

The foltowing section, “Agreements,“ discusses (1) ways to

determine which areas of desired change/project needs are best

- ‘addressed with assistance from TADS and (2) how to select and
'spec1fy the services desired. ‘

a
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"SECTION III

| | Agreements: L
Recommended Procedures for Developing Tentative
Technical Assistance Agreements




. a C -

This section of the manual provides procedures for (1) selecting -
those needs or areas in which technical assistance is desired;

(2) refining the selected needs into technical assistance need
statements; (3) arranging the technical assistance needs in
priority order from most important to least important; and (4)
developing a plan: to address each technical assistance need

(a tentative technical assistance agreement), including the TA

- objective and the activities/strategies for meeting that objective,

- : ;

; IDENTIFYING TECHNICAL ASSISTANCE NEEDS &

When the tasks in the Profile were rated during "Program Review,"

a 1ist of needs was developed, and those needs ‘requiring "outside"

-assistance were pinpointed. ' After reviewing the technical -

‘assistance needs, the next step is to decide which needs can °

best be addressed by TADS. The following information should be
‘kept in mind when deciding what TADS' involvement should be. ..

1. The nature of each need, including the tasks which would <
address the need and the time and resources that would
be committed to meeting the need. If a particular need
is extensive and requires a major commitment of time,
effort, and resource$, TADS may only be able to address.
a portion of the need. -

. 2. The relative importance of the need to the project.
Consider whether the need is (a) critical (essential to ~
the success of the project), (b) important (but not ‘
critical), or.(c) desirable (but not necessary to the
success of the project).
3. Other resources the project has, both in terms of money : .
to purchase "outside"” assistance and the availability
of local resources that may be obtained at no cost (or .
perhaps through exchange of services).  Consider how a
need may be addressed through a combination of TADS and
other resources. : ‘

4, The best time for the assistance to be delivered. If

 the assistance is needed immediately (within the next

~ six to eight weeks), then TADS is probably not the best
resource. The process of identifying, matching, scheduling, -
and preparing for an individualized technical assistance
service takes time, usually six to eight weeks from the
time of the final ‘negotiated request. (Note: A small
number of urgent requests can be handled.) ‘

33
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5. The types and ranges of ind1vidualized serv1ces that
TADS can provide. (See below.)

6. The maximum assistance that TADS can provide and the
approximate number of needs that an average agreement
contains. (See below.)

\ .

o TYPES AND RANGE OF ( n
TECHNICAL ASSISTANCE SERVICES PROVIDED BY ‘TADS

The assistance TADS provides to projects may be_divided into

two basic groups: . (1) individualized services ‘which are nego-
tiated and facilitated through the use of the Techn1cﬁﬁ'Assvstance
Agreements; and (2) other types of services which are not
contained in agreements (e.g., TADS- and WESTAR-developed printed
materié]s, newsletters, and topical workshops).

Choosing individualized services to be.contained in written
- agreements is of primary interest here. TADS‘'can provide assistance
in any of the tasks contained in the HCEEP Demonstration Project
Profile. "Keep in mind that TADS draws its technical assistance ‘
resources from a large pool of consultants and programs acrgss the
country. Also, TADS' assistanee is: provided at no cost. "The
sérvices of TADS can be provided in the following ways: .

1. ON-SITE CONSULTATION - This delivery strategy~adlows a
) consultant(s) to visit a project and address an individual

need. A systematic approach is used to prepare, implement,
follow up, and summarize the consultation.

2. OFF-SITE CONSULTATION - This delivery strategy is basically
the same as on-site consultation; the difference is that
a designated person(s) from a project staff visits the
consultant.

1

3. PROJECT VISITATION - This strategy involves one or more of
: a project staff visiting an established program which has
ongoing services in order to observe the delivery of ’
comprehepsive or specialized services, to interact with
some or all of the visited program's staff, and to review
and observe program-developed materials and physical
facilities.

4, SMALL GROUP TECHNICAL ASSISTANCE MEETINGS - This delivery

~ strategy provides the opportunity to combine a positive
aspect -of group meetings--the opportunity to share and
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solve problems as a group--and the major benefit of y
individualized consultation--the opportunity to work o
on a specific need with an individual resource person.
To maintain the small group atmosphere, between 5 to
7 projects with a similar need are usually involved in
a meeting. Consultation is provided in groups and
individually. Each year a 1ist of.proposed small group

- meetings is distributed with the Needs Assessment

Rackage.

5. REVIEW AND CRITIQUE CONSULTATIONS « This strategy emp1oys
a consultant to review and critique a product in develop-
ment and to provide a written report indicating recommen- '
dations. - The product may be in either a first draft/
planning stage or nearing the final draft when the review
and critique is provided. Products benefitting from such'
reviews include written documents (e.g, program plans,
brochures, evaluation plans, and curriculum guides) and
multi-media packages (e.g., s11detapes, videotapes, and
other media presentations). .

1

6. INFCRMATION SERVICES - -This delivery strategy involves
finding and matching information resources to an identified
need. Information resources include previously developed

. annotated bibliographies, individualized computer 1itera-
ture searches, sample materials for“Meview purposes, and
referrals for other information. This strategy does not
include the purchase of materials by TADS for the project.

' 4
. .

DETERMINING THE TECHNICAL ASSISTANCE
: T0 BE DELIVERED BY TADS

¢

Past experience indicates that, for any project, TADS s usually
able to support assistance for three to five needs with their
assocfated activities. The extent of services requested to

address an individual need as well as,the type of delivery
mechanism chosen will affect the numb&r .0f needs that may be
addressed. For example, the costs of providing small group
technical assistance meetings are relatively high, If that de1ivery
strategy were chosen for all the needs in a tec nical assistance
agreement, only two needs could be addressed.

The TADS staff members bear the primary responsibility for costing
the agreement and ensuring that there will be resources available
when the time comes for the assistance. If it is necessary to
change the number of needs that TADS can address, the project

will be contacted to negotiate the change.
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TENTATiVE TECHNICAL ASSISTANCE AGREEMENTS

i .
The "Tentative Technical Assistance Agreements" are the final
product of the needs assessment. They provide the basic infor-
mation that will be used to develop the "Memorandum of Agreement"
(Attachment 6 on page 105). This agreement is between a project
and TADS and describes, as clearly as possible, the technical.
assistance services to be delivered by TADS. Since. the information
contained in these agreements must be communicated to several
persons (the. project staff, TADS TA Coordinator, and ultimately,
the pefson who will be providing the assistance), it is imperative
that the individual agreements be logically and clearly written.

1

1

A Tentative Technical Assistance Agreement consists of two forms
for each identified need: (1) the "Technical Assistance Agreement
Work Sheet" and (2) "Sequence of Technical Assistance Activities"
(Attachments 7 and 8 on pages 111 and 115).

Each form has a b&! at the top called the "Need Priority Number."

"This number indicates the importance of a specific technical

assistarice need in relation to others. Al1 technical assistance

~.needs requested to be addressed with assistance from TADS must

be rank-ordered from most important (#1) to least important.
The rank order allows TADS to address those needs the project
considers most important, in the event that TADS cannot address
all the technical assistance needs a project requests. The
need priority number of the sequence of activities work sheet
should be the same as the number of its corresponding technical
assistance agreement worksheet., If there are several needs to
rank (more than five) it is suggested they be rank-ordered before
developing the agreement. Otherwise the needs can be rank-
ordered after the development of the tentative technical assis-
tance agreements. .

Note: The priority ranking is not necessarily the chronolégical
order for the completion dates of the objectives. ! b
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| TECHNICAL ASSISTANCE AGREEMENT WORK SHEET .

yhe Technical Assistance Agreement Work Sheet 1s one of two

major forms that facilitates the development of the Memorandum

..-0f Agreement between the project and TADS. A quick review of
that form (Attachment 7 on page 111)would be most helpful before

reading the explanation of the work sheet's components,

1. NEED STATEMENT. Each Need Statement should correspond to one
of the needs previously selected to be addeessed with assistance
from TADS. Each Need Statement should begin with the words
"assistance in" and then be completed with a general statement of
the project's need. ‘

11. FOCUS OF TECHNICAL ASSISTANCE. The Focus of Technical Assis-
tance 1s defined as the one outcome that is most important for
addressing the stated technical assistance need, Each objective
that is to bé 1isted should have only ONE focus, even though the
assistance described in the agreement could have more. If there
is going to be more than one objective, indicate which focus

goes with which objective (i.e., objective number one's focus
should be identified by placing a number "1" in the blank before
the apprqpriate focus). The four possible foci are:

1. Knowledge and Awarencss. The result of the technical
assistance is that the identified target(s) (explanation
of target[s] follows) will have new information to use

_ in planning and implementing some aspect of the program.

2. Skill Development. The result of the technical assistance
is that the target(s) will have the*ability to do some-
thing; for example, write a behavioral prescription, or

“use sensory integration techniques.

3.° Product Development. The result of the technical assis-
tance is that the target(s) will have a specific product
that can be used (e.g., a slidetape, evaluation plan, a
parent activities manual).

4. Decision/Change. The result of the technical assistance
fs that the target(s) will make a decision about some
portion of the program (e.g., select an assessment .
procedure, revise a previously developed evaluation plan).
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- J11. TARGETS FOR TECHNICAL ASSISTANCE. List by title the staff
- member(s) who is the primary recipient(s) of the technical n
- ,assistance. The targets should not be the children in the.
program, their parents, or decision makers; they are.the project's
targets, and while TADS activities may affect them indirectly,

they are not targets of TADS technical assistance.

.

IV, DEADLINE(S). List one date (month, day, and year) for the. .
_completion of each objective. If there is more than one

objective, indicate which date goes with which objective.

Please note that this deadline\is a completion date for accom-
plishment of the objective. Therefore you should allow time

for your identffied target(s) to process information, try out

new skills developed. and so forth. The general time frame of
aseistance from TADS ie from NOVEMBER 1 To JUNE 30 of each year.

V. TECHNICAL ASSISTANCE OBJECTIVE(S). Using the objective
formula Tisted on-the form, develop a precise statement of what
the technical assistance should accomplish. There should be one °
(perhaps two) objective(s) for each technical assistance need.
The objective may not necessarily address the entire need, but
it should address a portion of the need or change the need in
some way. If you have listed a number of targets, you may wish,
to use the phrase "designated project staff"; for example, "By
March 15, 19--, the designated project staff will develop an
evaluation plan that specifies the data to be collected and
timelines for collection, and outlines the statistical analysis
procedures to be used for the services for children component."

VI. TECHNICAL ASSISTANCE ACTIVITIES. Select the most appropriate
technical assistance delivery method or a combination of methods
to address the ‘need. The previously discussed information about
each delivery strategy and the following discussion should help

in the decisions: :

1. Information Services. This type of delivery strategy is
appropriate when one or more staff members need more
information before they can adequately proceed to another
activity. ‘In the majority of circumstances, information
services are useful if the focus 1s knowledge and awareness.

2. On-Site Consultation. This delivery strategy 1s useful
when one ox more targets have been identified. Receiving
assistance \through an on-site consultation js appropriate
when any of the four foci have been selected. Most .
tonsultations involve only one consultant who will visit
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a project for a relatively short period of time--one to

three days. Therefore, the tasks described in the
technical assistance plan should be accompIiihabIe

within these parameters. An advantage of this delivery

- strategy is that the consultant can meet with a number
of staff members simultaneously. :

3. Off-Site Consultation., This strategy has some of the
same qualities as an on-site consultation. Two other
factors which make this an appropriate strategy to . & o
select are; .(a) when the potential consultant has
1imited travel time allowances, and (b) when the consul- .
‘tant would need access to a variety of resources and .
materials which would be difficult to transport., Only
in Vimited circumstances will it be possible for more :
than one person on the staff to travel with TADS support. o,

1

4, Project Viéitation. If addressing the need involves '
"~ observation of an ongoing program or skill'training which
_requires materials and resources not available at a project,
then a visit to another site is appropriate. The fbci of
R knowledge and awareness and skill development are most
appropriate for this strategy. Travel can be supported :
by TADS for one or two staff members, '

5. Review and Critique Consultation. Any number of staff may
be targeted for this strategy. The foci which are most
appropriate for this delivery strategy are decision/change
and product development, To select this strategy, a '
project must have some written or audiovisual subject
matter which needs a consultant's review and critique.

6. Small Group Technical Assistance Meetingsa This strategy

provides an excellent opportunity for group problem-

. solving with colleagues, information-sharing, and some

" individual consultation. Usually TADS will only be able
to support one person from a staff to travel to a small
group meeting., (A 1ist of proposed Small Group °
Technical Assistance Meetings is included in the Needs
Assessment Packaggi)
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'SEQUENCE OF TECHNICAL ASSISTANCE ACTIVITIES WORR SHEET

VII. SEQUENCE OF ACTIVITIES. The Sequence of Attivities work
sheets provide precise, detailed, sequential descriptions of

the steps to be taken to meet each technical assistance objective, ° -
The primary purpose is to provide in chronological sequence the
specific calendar dates for the ‘completion of each activity, and
the number of days of assistance and visits requested. A separate
sequence of activities sheet exists for each type of TA activity
(see example of sheet for on-site consultation in Attachment 8).
A11 six types of the sequence sheets have the same format an

show the steps involved in carrying out a particular type of TA
activity. ,

Select the sequence sheet from the Needs Assessment Package which
corresponds to the type of technical assistance activity chosen
for she TA need, and follow the directions on the sheet. If more
than one objective was developed, complete a separate sequence .
sheet for each objective. An extra space -exists-on-the form to
allow for individualization of the activity sequence by adding
more activities, or by rearranging the existing ones. An example
of an activity that you may wish to add is the development of a
written plan that would be sent to a consultant prior to the '
consultant's visit. N 3 . , ‘
R ) ’ 4

. The deadline selected for the completion of each TA objective

should guide the selection of specific dates for each activity

in the sequence. Use the deadline of the TA objective as a

beginning point, and then "backchain" the timeline using the

suggested time frames between activities. If a combination

of delivery methods was chosen to address a technical assistance

need, lay out the total plan using the appropriate sequence of :
" activities work sheets. y .

!

VIII. RECOMMENDATIONS, QUALIFICATIONS, AND OTHER INFORMATION,
se this additional space to'list any information that will be
helpful to TADS in assisting with this technical assistance plan-+
for example: specific content areas, skills, expertise needed

by consultant; specific program to be visited; or recommended

/

H

.+ or requested consultant.
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"SECTION IV

* 'Summary and Evaluation

30




Closure to the Needs Assessment is achieved by summarizing the

process and returning the appropriate materials to TADS. This

fourth and final section describes what needs to be done and: how.
4 )

' 4

'
- ' i -

SUGGESTIONS FOR SUMMARIZING 3

The "Needs Assessment Summary Report" form (see Attachment 9 on
page 119) is to be completed by the project and returned to TADS .
- In the section of that form labeled "Project's Needs Assessment
Facilitator,” the name and title/position of the project staff
person who had primary responsibility for facilitating the needs
assessment should be 1isted (e.g., Mary ‘Smith, Project Director).
The Needs Assessor, if one was present, should be listed on the
designated 1ine. The riames and titles of gll people on the
staff who were involved in the needs assessiient are to be
fncluded. In the agenda section, 1ist the major activities
that were conducted and the time of day each was -accomplished.
For example: ' ‘

November 6, 19--

[Y 4
8:30 = 9:00 .ovevecesesasssassssintroduction and Overview of
‘ . Needs Assessment
9:00 - 10:00 .............-...-RQViewed SQFV‘CGS fOP Childreﬂ
’ Program'Activities
(etc.)

i

November 7, 19--

"9:00 - 9:15 ...........;...m..;ReViewed the Day's Agenda

9:15 = 10:30 vveececnnnassssssoS€lected the Needs to be Addressed
' : and Developed the TA Objectives

(etc.) ‘ ’ Co |

If a written agenda for the two days was developed which accurately

reflects the days' schedules, it may be attached in 1ieu of com-

‘pleting the agenda section.. ' po

EVALUATION

Each project and needs assessor should complete an “Evaluation

of Needs Assessment” forfi., This form, which {s enclosed with

- the supplemental material, probes for accomplishments of the needs
assessment, client satisfaction with needs assessment, and other |
outcomes which may have been generated by the needs assessment
process. :




MATERIALSSIG~BE RETURNED 70 TADS

Prior to ma111ng the materials 11sted below, COPIES SHOULD BE
MADE OF ALL DOCUMENTS. This precautionary measure is strongly.

- recommended, since {tems are sometimes lost in the mail.

»

THESE MATERIALS ARE TO BE RETURNED T0, TADS IN THE ENVELOPE
PROVIDED:

1. A copy of the compIeted HCEEP Demonstration Project Profile
and Summary Page. .

" 2. A11 completed copies of the Technical Ass1stance Ag;eement -
Work She€ets. - ‘

3. Al completed copies of-the Sequence of'Techn1cal Ass1staece ‘
Activities. These should be attached to corresponding TA

Kgreement Work Sheet.

4. The completed Needs Assessment Summary Report.

M)

5. The completed Project Evaluation of Needs Assessment%Form.

LS
v

i
! +

NEXT STEPS

~ 1
i

Once the needs assessment materfals have been received by TADS,
they will be reviewed to ensure thefr clarity. The project®s
Technical Assistance Coordinator at TADS will call the project
within three work1ng days after the receipt of the materials, -

and will address 'any questions. Once the tentative agreements
have been clarified, the TA Coordinator will develop a "Memorandum

- of Agreement." Tﬁ1s memorandum will recefve a thorough “{in=house"
. review to check for clarfty once again and to ensure that TADS’

resources will be available to provida the assistance requested.

The Associate Director of TADS for Services to .Projects will then .
sign the agreement and it will be mailed to the project for
approval and signature. Unless special arrangements have been

made with the TADS'TA Coordinator, TADS will 'not begin technical
assistance services described in the agreements untgl the "Memoran-
dum of Agreement" has been approved, signed, and returned. Two
copies of the "Memorandum of Agreement/Technical Assistance Agree-
ment" are then sent to OSE along w1th the "Needs Assessment

Summary Report.“ , \

t

,‘A "

Please Note 9

TADS TA Coordinatdrs are available for telephone consultation/
clarification during the Needs Assessment process for projects
engaged in self-assessment and those with an external Needs Assessor
on-site, (Collect calls will be accepted at 919/%??-922? )

62- oo/
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ATTACHMENT 1

HANDLING OF NEE_DSIASSESSMENT INFORMATION
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- HANDLING OF NEEDS ASSESSMENT INFORMATION
‘One of the principles of the TADS progrdp is the maintenance
‘of confidentidlity between:TADS and the programs that TADS
_serves. In addition, OSE has acknowledged the importance
- *of“this prinéipté §rd- does-not réquest that TADS provide .
. them with evaluative information on individual-programs, .. ... . ... ..
. However, TADS. is- required to sreport to 0SE regu?ab1y<dn?“”“" TR
' the technical assistance services it provides to projects,
including needs assessments. B ‘ ‘

" The specific; combleted négds-aSSeSSmentaforms and materials
used in a needs assessment remafn at the TADS office and are
o - not shared with any other projects or with OSE. These materials
«Jw‘-n‘q»;«.h\é» :,uﬁiﬁtﬂ'ﬁu‘de.g..’zg}*msuw . §w & s w . . .
a. The HCEEP Demonstration Project Profile and Summary
Page ‘ - co

'B.‘ The Téchnical Assistance Agreement Work Sheets and
Sequence of Activities, Sheets '

c. The Needs Assessor's Report

Lo w %

d. The Evaluation of Needs Assessment Form

TADS does provide two documents to OSE as a result of the needs
assessment, They are: : ‘ o

a.. A Needs Assessment Summary Report = - | " | ’

H

‘b, Two Copies bf the sfgned Memorandim of Agreemént‘bétween
. TADS and the project.’ '

Both of these ddcuments aré sQnt to the project'fof review -
‘before they are sent to OSE. ° } s

' ' v ‘\ . L | t
Finally, TADS provides OSE with summary data on the needs
assessment of all projects,showing how needs break out across
program areas and.by year of funding.




 ATTACHMENT 2

HCEEP DEMONSTRATION. PROJECT PROFILE
A NEEDS ASSESSMENT INSTRUMENT
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« HCEEP DEMONSTRATION PROJECT PROFILE: .
A Needs Assessment Instrument: )

L.

t
.
i

This heeds assesé'rivént' instrument was developed by the Technical Assistance Development System (TADS) and West-
ern States Techmca/ Assistance Hesource (WESTAR). It will be used with HCEEP Demonstration Projects throughout
the United States to assess project needs whlch mlght 'be addressed through systematic technical assistance.
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HCEEP.DEMONSTRATION PROJECT PROFILE:
A NEEDS ASSESSMENT INSTRUMENT

Instructions

. :

The purposes of this needs assessment instrument are to:
(a) provide a systematic review of the current status of an HCEEP
demonstration project, (b) identify the areas in which further de-
velopment is reeded or desired dunng this year, and (c) define
those areas in which technical assistance can help the project make
the needed or' desired progress. The HCEEP Demonstration Project
Profile is divided into five major program areas: Administration and
Management; Services for Children; Services for Parents; Staff Devel-
opment; and Demonstration, Dissemination and Continuation.

! .The profile examines each major program area to determine
a) how extensively each area has been planned and conceptualized,
b) the extent to which the plans in-each program area are being im-
plemented, and c) the ex 2nt to w'ich each program area is being
evaluated. . ' -

Tasks which are common to many HCEEP demonstration
projects compnse the items on the profule Additional space is also

provided for any tdsks not captured on the profile. Each task should

be examined using the following steps:

Step | — Determine whether the task is relevant to the de-
‘ monstration projéct. If the task is not relevant,
circle “0" on the rating scale and proceed to the

next item. ’

Step Il — If the task is relevant, rate the current status of the
project on that task using the following scale:

1. "1"— MustzBe Considered and ®lanned (The
. task is relevant, but work to complete it
has not begun.)

2. ”‘2”— Task Partly Completed (Work to cori;' '
 plete the task has been started.)

.3. "3"'— Task Completed/In Operation (No addi- '

. tional work to complete the task is
needed. Work related to the task may be
ongoing.)

+ * Step |1}~ If the current status of the. task is rated either *'1”

or “2," determine whether the status of that task
should change during this year in order for the ce-
monstration project to make needed or desired pro-
gress. If a change in status is indicated, record the
desired status in the space provided. For example, a
task may be rated at 1" and the desired status
for.the end of the year is “3.” Record a 3 in the
space provided. ‘If np change in status is desired
write NC in the space provided. . :

1

For every task where a desired change:in status has

been indicated, determine whether the project can '
make the desired progress using its own resources,

. or whether technical assistance will be necessary to ‘

achieve the "desired progress. |f technical assistance
is needed, place-a check ( v ) in the space pro-
vided. A technical assistance need may, also be
indicated in relation to a task that has been rated
“3""—Task Completed/In Operatlon In such cases
the purpose of the technical assistance would’ be
to ‘enhance the 'prOject S pxocedures in that task
area,
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ADMINISTRATION AND MANAGEMENT COMPONENT‘

the project. . ‘ .

)

Ttns section deals with the overall orgamzatlon admmustratton and management of

.

: ' '
P

‘ Conceptualization ,

PROGRAM PLANNING RS

PﬁYSICAL ARRANGEMENTS.

The project has a wntten statement of and/or clearly delmeated plans and procedures for . .

12. ... preparing the project’s physical facilities.
13. ... identifying equlpment and supplies to be purchased. ¢
14—..; . meetlng__t_he transponanon needs of children, parents and/or staff

R LR

'

The project has a written statement of . . . . oo
1. . the overall program phllosophy
2. ... project goals and objectives consistent with the program phllosophy
3. ... activities and tlmelmes for the achlevement of each goal and objective.
q. . the project's orgamz..tmnal structure.
5. . the roles and responsit-iliiies between the pro;ect and the local fiscal agency.
6. . a policy for involveinent with other agencies and projects.
7. . .. regular project review. ,
’ 8 . procedures for informed consent, due process and assurance of confldentlalaty
PERSONNEL
The project has a written statement of and/or clearly delineated plans and procedures far . . .
9. . idenitifying current and future staffmg needs. :
-10. ... developing job descriptions and quahflcatlons for all pro;ect staff.
11 recruutment that meets the needs of the project and fails within Iegal guidelines.

CURRENT PROJECT STATUS
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Technical Assistance

Need

CURRENT PROJECT STATUS
. .
¥ o o ~ E B4
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FINANCIAL AbMINISTRATION
o The project has a wrmen sraremenr of and/or clearly delrneared plans and procedures for .
15. ... reviewing the budget during the current year. ' 0 1 2 3 —_—
16. . expending funds, accounting for expenditures, initiating budget changes and purchasing. 0 12 3 —
17. ... meeting the cost analysis information needs of the project. . 0 1 2 3 —

EVALUATION PLANNING

The project has a written statement of and/or clearly delmeared plans and procedures for .

18. ... identifying 'ﬁe audiences for the. evaluatnon and their information needs. 0 1 2 ‘ . 3
19. ... ndentnfyunq the majo’ a‘2as of the program to be evaluated. -0 2 3
20. ... determin'i'ng the s;.ecific kinds of 'information to be collected for each selected ‘

component. 0 1 2 3
21. ... selecting the procedures and/or mstruments for coIIectmg the requrred mformatron o 6 1 2 3
22. ... selecting procedures to be used in analyzing and interpreting the data. ' o 1 . 2 3
23. ... determining staff and nonstaff (if appllcable) responsibilities for evaluation. . 0 1 2 3
24. ... establishing a timeline for data collection and analysis. 0 1 2 3
25. ... determmmg procedures for presenting the evaluation to its intended audiences. 0 1 2, 3
26. ... establlshmg a system for continuous evaluation feedback to the staff. , 0, 1 2 3

l
¢

RECORDS AND REPORTS

The project has a written statement of and/or clearly delineated plans and procedures for .

“+27. ., .designing a recofis and filing system for each project component ! o 0 1 . 2 3
28. . preparing reports to BEH, the local fiscal agency and/or potentoal sources of N ‘
continuation funding. » ' ‘ 0 1 2 '3
\ Q ‘ ) ) . ' -*
[mc ul _ . ,
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‘ CURRENT PROJECT STATUS | .
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| dD‘VlSORY’BoARD - Ca o .
W, . The project has a written statement of and/or clearly delineated plans and procedures for. ' ’ 30
29. ... determining the advisory board’s membership. . . 0 1 2 3
30. ....determinjng the roles and functions of the advisory board. 0 1 2 3/ —
31. .. .scheduling and conducting advisory board meetings. 0 1 2 3 — ———
_ COORDINATION WITH OTHER AGENCIES ‘
‘ The project has 8 ‘written statement of antl/or clearly delineated blans and procedures for .. . /
32. ... establishin¢ liaison with other local and state agencies. S 0 1 2 i N —
33. . participating in plarnir g efforts for services to young haridicapped children and thelr
families at .he cor 'mur.ity and/or state level. b . .0 -1 2 . 3 —
OTHER CONCEPTUALIZATION TASKS: , ' L ' o
' ‘ A N 1 2 amn— ————
Implementation b . ‘ ’
PROGRAM PLANNING . | - o S
. M -34. Project goals and objectives are being revuewed and/or revised to reflect any shifts in program | ‘ ' -
’"”"“'"'""“"tannmgandde\(elppmem v . 0 1 2., .3 — —
35. Progress toward the achigvement of each project goal and objectlve is being mamtanned ' ' ‘ '
according to ‘astablished timelines. 0 1 2 3 —

36. Al aspects of the pro;ect s orgamzatlonal structure are operatuonal -0 1 2 3 —
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[ | . , ' ‘ : CURRENT PROJECT STATUS ‘ :
- R o o 1 8
. - ‘ ' SR I DI Y -
ADMINISTRATION AND MANAGEMENT COMPONENT - -—: 25| § g .g“ -
. S . 8 SE E2 EE|S3 [3
~ Lt sk Bm $E ¥$ols55| 8%
- SRS S ' 28 Sq £8.Ffsflcax| =2
S 371 The roles and respons|b|I|t|es between the pro;ect and its Iocal flscal agency are be|ng carrred ' : -
" .out as established. . A - 1 3 - —
: . . Y
’ 38.  Regular prolect revnew procedures are being carr|ed out as estabhshed ‘ »0 1 2 3 —— —
" R 39..;_Procedures for provrdlng informed consent, due process and assurance of confldentlallty ‘ ) . . e ‘
C . are benng carrled out as establlshed _ . : , SR 0 1 2 3 — —
- ,PEﬂsoNNEL e e , o ;
. '.40 Pro;ect staff have been h|red R SR N : 0 1";‘ 2 3.- o —
i 41 ‘Project staff are carrylng out. therr respectlve respons|b|I|t|es as descrrbed in their job ! o ‘ ' v '
descrlptrons B e 0 T2 03— =
PHYSICALARRAI»GEMENIS B A o S
- 42, ‘Needed physlcal facilities hav’een secured and/or prepared S B R 23 ——-
'43. Supplies and equipment have been purchased. S PR 0 12 3 —
44. “The transportation system is in operataon o : o o 0 1 .2 . 3_ —_— ....--
FINANCIAL ADMINISTRATION ,
45. Procedures for expendlng and monitoring pro;ect funds have been |mpIemented. v .0 v 2 . 3 _— —
46. Proc ures to meet the cost anaIysls information needs of the. project have been _ v '
' |mp ented v , o . L _ o 0. 1 2 3 _— —
) ' i K
EVALUATION PLANNING _ ’
47. AII |nstruments and procedures have been purchased and/or developed. , R .. " 0o .. T2 3. e ——
48.; A system for coIIectmg, storing. and retrnevung evaluatron data is operatronal for each : ‘ : o . o
- . program component. : : - o001 2 03 — —
49. Methods for processing and analyzmg data are operatronal o - -0 1 2 3 | e— —
o - .80. Mechanisms for preparing reports containing evaluation data for target aud|ences AR R S '
: ' are operational. : 00 1Y 2 3 — —
ERIC ™ o , .




| /ADMINISTRATION AND MANAGEMENT COMPONENT

“y

51. A system for regularly providing evaluation feedback to the staff is operational. ’

RECORDS AND REPORTS

52. The records and flhng system(s) are established and operatlonal

53 Reports are being prepared as requored or, needed
|’ . . ., ) R N .

'ADVISORY BOARD

54. The advisory b 3rd meinhership is complete
55, " The advisor / | nard is fmfllnng lts roles and functlons

COORDINATION WITH OTHER AGENCIES

' ' 86. Information is being exchanged with other preschool programs and agencies.

57. The project is represented in community/state planning éfforts for providing services
to young handicapped children and their famlhes

58. The children being served in the project are included in the LEA/SEA child count.

OTHER IMPLEMENTATION TASKS:

.
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CURRENT PROJECT STATUS
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" Evaluation :
'59. Evaluation data on goals and objectives related to administration are being collec'ted., 0 1 2 3 _—
'60. A list of the project staff, job titles and role descriptions is available. 0 1 2 3 — —
. 61. An organizational chart showing staff responsibilities and coordination is available. 0 1 2 * 3 —_— | ——
.62. Evaluation reports and/or other reqUired records and reports are available for review. 0 1 _ 2 3 —_—
. . '63. Documentation of contacts, referrals and other coordinated activities with other ‘
R agencies is available. ’ ‘ 0 1 2 3 —_— ——
- 64. Minutes of advit ¥ry board meetings and documentation of other advisory board activities . &

are available ‘ - : 0 1 2 3
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‘This component identifies tasks related to providing services for the project’s children. 5 "-E o % g xols25l 5
It includes locating, screening and admnttmg children into the project. It also deals with currlculum z2r £ 8 rE|lda>| &
development and carrying out |EP’s. . '
Conceptualization ) _
1. The project has a written statement of the pholosophy/theoretlcal approach to the project’s o
: servsces to young handicapped children. 0 1 2 3 _
2. The project has a written statement of goals and oblectnves for the Services for Children : '
Component. _ . , 0 1 2 3 —_— —_
3. The project has a written statement of the number and type(s) of children to be served (by ’
" age and handicapping condition). o -0 1 0 2 3 — —
The project has a wr. tten statem°nt of and/or clearly delineated plans and procedures for. »
4. .. .locating chilcren th it might be eligible for the project (case-finding). 0 1 2 3 —_— —
5. ... screening children to determine: their eligibility for the project. .0 ‘ 1 2 3 e —
6. . admitting children into the program (including established admission croterla) 0 1 2 3 e -
7. . referring handicapped children who are not admitted into the project 0 1 2. 3 —_
8. . providing an assessment for each child admitted to the project that is appropriate and '
non-discriminating. . 0 1 2 3 —_— —
9. ...developing an individualized educational plan (IEP) for each child admitted to the pro;ect ' s
' that conforms to state and federal guudelmes , 0 1 2 3 _
10. ... using assessment data in the development of the annual and short term goals in a child’s . o
IEP. ' ' ‘ 0 1 2 3 .,__ - |
11. ... developing-instructional plans to meet the annual and short term goals in a child’s IEP. . O 1 2 3 — ‘
12. ... collecting data on each child’s progress toward annual and short term goals and using the ‘ . ' ‘
data for decision making. 0 1 2 3 —_— —
. 13." ...dotumenting the progress of children using reliable instruments administered at program '
entry and at predetermined points in time. ‘ 0 1 2 3 e -
14. ... developing or adopting an overall currnculum for the pro;ect 0 1 2 3 — e
Q 15. ... acquiring services for chiidren from other agencnes £ ' 0 1 2 3 —




16.

17.
18.

e ‘

SERVICES FOR CHILDREN COMPONENT

A

.

The project has a written statement of and/or c/éar/y delineated plans and procedures for -. .-

. assistingYother programs into which children are placed when they leave the project.
. assigning staff responsibilities within the Services for Children Component.
. maintaining records on the activities of the Services for Children Component.

OTHER CONCEPTUALIZATION TASKS:

implementation ) | _ , a .

19. Casefinding activities are ongoing or completed for this year.

20. Screening activities are ongoing or completed for this year,

21. The project has admitted and is currently serving the number and type(s) of chnldren
specified in its plans.

22. Referral procedures for handicapped children who were not admitted to the project have
been carried out. - ,

23. Assessment procedures have been carried out for each child admitted to the project.

24. An IEP has been developed for each child admitted to the project.

25. Procedures for developing instructional plans for each child and collecting data for instruc:
tional decision making have been implemented.

26, Procedures for documenting the progress of children using reliable instruments have been
implemented according to established timétines.

27. An overall curriculum for the prolect has been developed or adopted and is being

implemented.
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SERVICES FOR CHILDREN COMPONENT

28.

29.

30.
31.
32.

OTHER IMPLEMENTATION TASKS:

» , .

{

Sufficient curriculum matenals have been acqulred to carry out the pro;ect s mstruct;onal
program.

Records are being maintained on the activities of the Services for Children Component.
An individual record file on each child served by the project is being maintained.

Procedures for securing services for children through other agencies have been implemented.

Procedures for assisting a child’s transition into another program have been implemented.

-/
/ "

Evaluation

L4

" Data are being collected to . . .

.33

34.
35.
36.

37.

3

38.
39.

o 40.

. document that the criteria for selection of children for project services have been
established and are being followed.

. . document services provided or secured for children not accepted -into the program.
. document other services {(external to the project) obtained for project children.
. . document that the planned services were provided to project children.

. document the extent to which each child has attained the instructional objectives
of the IEP.

. document the extent to which the goals and objectwes of the Services for Children
Component have been attained. :

. . document the extent to which parents are satlsfled with project servaces for their
children.

. document the progress of children apart from each child’s |IEP.
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SERVICES FOR PARENTS COMPONENT

This component identifies tasks that relate to the project's program for serving parents

and other family members and for involving parents in project operations. Tasks in this section
may also apply to other caregivers such as aides (in institutional settings) or foster parents.

Conceptualization .

]
'

1. The project has a written statement of the philosophy for parent and family involvement
with the project. o

2. The project has a written statement of goals and objectives for the Services for Parents
Component.

The project has a written st..tement of and/or clearly delineated plans and procedt'/res for. ..

© N Oe W

9.
10.

OTHER CONCEPTUALIZATION TASKS: .

. orienting pi ents anJ aother family members to the project.

. determit 1r9 the nee:s ¢ f parents that can be addressed by the project.
. providing direct project services for parents. x

.. providing types of parent invol(vement other than receiving direct services.
. identifying needs and acquiring services for parents from othver agencies.

.. . assigning staff responsibilities within the Services for Parents Component. -
.. maintaining records on the activities of the Services for Parents Component.
i .

providing information and'involvement for parents as required in PL 94 142 and HCEEP

guidelines. , )
i

v
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SERVICES FOR PARENTS COMPONENT - :

[

R lmplennentation'

¢
n

11, -j The phrlosophy goals, and objectlves for parent and famlly |nvo|vement has been

"_‘12,'

14,

15,
16.

17,

'
+

OTHEh'lMPLEMEN’TAT}QN TASKS:

s

18,

19.°

commumcated to staff and parents

Materials necessary for rmplementmg the actrvmes of the Servuces for Parents Component
have been’ developed and/or acquured S

, Procedures for or|ent|ng parents and other famlly members to the pro;ect have been
' ‘tmplemented R : :

‘Procedures for de,termcn ng the needs of parents have been |mplemented

P?')ocedures for g rovndint i’ lrect prolect servrces for parents have been lmplemented

Pro%ures for orovudunc' v es of parent rnvolvement other than recewrng direct pro;ect
servtces(\have becn imp.cmented. - '

1

Procedu\és for adentlfylng needs and acqurrrng services for parents from other agencnes have.
been: rrnplemented \

_Procedures for provndung lnformatlon and rnvolvement for parents as requlred in PL 94 142

and HCEEP guldellnes frave’'been implemented. .
Records on- the actlvmes of the Servpces for Parents Component are belng maintained.
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Evaluation v i ’
i Data are being co//ected to. . o .
20. . docyment existing needs of project parehts S ' o ' S 0, 2 3 — —
21. document the extent to which planned services have been dellvered L -0 1 2 3 —_— —
22. ...dpcument the extent to which other types of parent mvolvement have occurred. 0 ' 1T 2 3 _— —
23. ..., document the extent to which goals and objectives of the Servnces for Paregnts ’ B '
Component have been’attained. : : o 1 - 2 3 — —
24 ... document the'extent to which parents are satisfied with prolect servcces for themselves. v 0 1 2 3 e e
25. . ..document the extent'of progress {(or change) in parents where appropnate oo 0 ﬁ‘- 1 2 3 — ——
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STAFF DEVELOPMENT COMPONENT

t

This component identifies tasks that relate to the professnonal development of pro;ect
staff. [t includes determining staff development needs resources, and plans to meet those needs

Conceptualization ) '

1. The project has a wntten statement of goals and objectives for the Staff Development
Component. .

%

. The project has a written statement of and/or clearly delineated plans and procedures for cos

. identifying the competencies necessary to fulfill each staff role.
. determining staff development/training needs.
. a staff develo ,ment/tisining program that addresses the currently identified needs.v

. assigning stai “ responsibii ties within the Staff Development Component.
. maintaining records on the activities of the Staff Development Component.

N oo s WwN

OTHER CONCEPTUALIZATION TASKS: a ,

lmplementation_

>

8." Current staff have been oriented to the prolect and to the Handicapped Children’s Early
Education Program. ; :

9. Staff development/training needs have been identified

10. Resources needed for implementing the staff development/training program have been
acquired.

m | | .

CURRENT PROJECT STATUS -
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. orienting staff to the project and the Handicapped Children’s Early Education Program.
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11. Staff development activities are ongoing and/or completed. : , 0 1 2 3 —_—
12. ,Records on the activities of the Staff Development Component are being maintained. - 0 1 2 — ——
OTHER IMPLEMENTATION TASKS: . |
‘ o 1 2 3 —_—
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Evaluayon T
Data are being collected to . . . 4 oL
13. ... document the existing staff development needs of project staff. 0’ 1 2 3 —_— —
14. ... document the extent to which all planned staff development activities were provided. 0, 1 2 3 —_—
15, ... document the extent to whiﬁh goals and objectives of the Staff DevelopmentComponent " 8 R ‘
, have been attained. ‘ 0 1 2 3 —_— —
16. ... document the extent to which staff members were sansfued with the staff development _
prograq. g - : o0 1 2 3 —_—
1/ i - - E—.
17. ... document the extent of progress or change in staff knowledge/skllls as a‘result * )
of staff development activities (where appropriate). . ' il o « 1 2 3 —_— —
18. ... document the extént to which project staff have acqmred the competencoes necessary
to fulfill their respective staff roles. - 0 1 2 3 —_— —
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Conceptualization

k)

OTHER CONCEPTUALIZATION TASKS:

CURRENT PROJECT STATUS
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DEMONSTRATION, QISSEMINATION AND CONTINUATION COMPONENT § e § E :'; ) - 8 E g
, £% 28 53 8§30
This section odentmes tasks related to the pro]ect S plans for impacting upon its com- = = % v ‘' £ X0 £ 2 5
" munity and state during the three year demonstration phase. It includes plans for communicating 22 =g |§ 3 é £. 3.'},’ >
with the general public and with specific target audiences. |t also deals wnth plans for acquiring ‘
continuation funding beyond the three years of BEH support.
1. The project has a written statement of goals and ob;ecttves for the Demonstration, _ .
‘Dissemination and Continuation Component. 0 1 .2 3 —
The project has a written statement of and/or c/ear/y delineated plans and procedures for
2. ...developing publlc awareness of the need for services for young handlcapped children. 0 1 2 . 3 —
3 ... providing information to the public about the project. j 3 0 1 2 3 —
4. . selecting the aspects of the project that will be disseminated. 0 1 2 3 —
5. ...selecting the target audiences for the project’s demonstration and dissemination :
activities. _ ’ ' 0 1,2 3 —
6. ..inflwdenc\ng the selected target audiences. 0 1 2 3 —
7. . developing specific products to be used in demonsxbetion and dissemination actjyities. 0 1 2 3 ——
8. ...demonstrating the project to onsite visitors. | 0 1 \\ 2 3 —_—
9. . carrying put dlssemmatlon actlwtues with the selected target audlences 0 1 .2 3 —_—
10. ... udentlfymg pbtentlal sources for cohtinuation fundtng v 0o 1 "’\*5;»2 3 S
11. ... collecting and organizing the information needed for soliciting continuation fundmg 0. 1 2 3 —_—
12. .. .presenting the project’s request for continuation fundmg to the identified - ‘ . 4
funding sources. ' : 0 1 2 3 —_—
13. ... assigning staff responsibilities within the Demonstration, Dissemination and Continuation
Component. ' 0 1 2 3 —
14. ... maintaining records on the activities of the Demonstratlon Dissemination and j
Continuation Component. 0 1* 2 3
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implementation . '
15. Plans for developing public awareness of the need for services for young handtcapped children 5
have been implemented. 0 1, 2 3 —_—
16. Pilans for providing information to the public about the pro)ect have been |mplemented 0 1 2 3 ....__
17. The target audiences for the. projet:t s demonstration and dlssemmatlon activities have - vu , " k
been selected. : : o, 0 1 , 2 3 —
18. All planned demonstrat. on/dissemination products have been develoded -0 1 2 3 —
19. Procedures for iemons*..iting the project to on- site visitors have been 1mplemented ' o
20. Procedures ¢ carrying vu: dissemination actlvntnes with selected target audiences * ‘ 0 1.2 3 ——
have been implementied. © 0 1 2 '3 —_—
21. Potential sources for continuation funding have been identified. . 0 1, 2 3 —
22. Information needed for sbliciting continuation funding has been collected and organized ' (
* for presentation to identified continuation funding sources. ' 0 1 . -2 3 —
S b, 23. Strategles for presentmg the project’s requests for continuation funding are being carrled out. 0 1 2 3 —
S 24 Records on the activjties Q‘L"tngﬂDemonstratlon Di¥semination and Continuation Component |
are being maintained. - . i o, ? ‘ol ' = 0o "1 2 3 —_—
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Evaluation . : ’ , » ‘

o \
4

Data are being collected to . .
25. ... document the level of knowledge of persons recelvmg demonstratlon information . C

(where appropriate). » | ‘ ~ . 0 1 2 3 — —
.26 . ..document the extent to which all planned demonstration, dissemin\tion and - : ‘

‘continuation activities were carried out. oo ; : 0 1 2 3 _— —

27. ...document the exten: to which the goals and objectives of the Demonstratton ' ! .
Disseminatic n.and Conitinuation Component were met. : 0 1 2 '3 — o—

28. ... documer t the extenl (o which demonstration and dnssemmatlon auduences were satisfied

' with the act.vities (wher appropnate) 0 1 2 3 SO
29. ...document the number of replication sites and number of children served in each snte

(where appropriate). .
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FUNOS F (

REPLICALY

— - —— -

P

CONTINY

g e

~L“-ruu._ *.-..4
CTIVITIES |IN FULL OFP

o~ . s— e ]

b —

COMPILED A

.'ilnal Report, .,

with all Data

g

" And products
-provided to

+0.8.E. (90
days after
June 30)

ination 'in year(s)

- [Fuld implementa- .

printing or pro-

on plans for con-
tinuation and in-
dicators of suc-

tivities in place
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/ ‘ S - ' . EXAI‘&?L'E : ' t CURRENT PROJECT STATUS

1

K

Ju

~ . RAteD PROFILE PacE 2o s o
) . . e O "8 . . [ .
| | A | ’ —. ¢ 3 . £ s 2
RVICES-FOR-CHILDREN COMPONENT §5 &1 2 25| &8¢ | &
i & ‘ :" 4 8 c 2 '8 e &5
S * 9 g
This component identifies tasks, related to providing services for the pro;ect s children. 8 E v -z g -z Of g é 5 %
It includes locating, screening and admitting chnldren into the project. It also deals with curnculum . 2k Q& & ~El1aoa>| &
- development and carrymg out |EPs. '
Conceptualization ' .
: 1 'The pro‘ect has a written statement of the phllosophy/theoretlcal approach to the pro;ect s '
, services to young handicapped children. : 2 01 | @ - 3 ...3_ —_—
: f 2. The project has a written statement of goals and objectives for the Services for Children. : ;
Component. o - ro ) , : 0 1 ‘2 . @ — —
' 3. - The project has a written statement of the number and type(s) af children to be served (by ’
v _age and handicapping condition). ‘ Gt 0 1 -2 @ — —
The project has a written statement of and/or clearly delineated plans and procedures for .
4, . locating children that might be eligible for the pro;ect (case-finding). 0 1 2 —— ——
5. . screening children to determine their eligibility for the project. 0 1 2 —_—
6. : admlttlng children into the program (including established admission crltena) 0 1 2 — —
7. ... refernng handicapped children who are not admitted into the project. ’ "0 1 @ 3 i —_—
,‘ 8. ... providing an assessment for each child admntted to the project that is appropriate and ' '
' non-discriminating. | 0 1 @ 3 .i _.IZ
9. ... developing an individualized educational plan (IEP) for each child admitted to the project T
- that conforms to state and federal guidelines. ‘ 0 1 @ 3 .\3_ —
10. ... using assessment data in the development of the annual and short term goals in a child’s :
: IEP. ’ . S0 1 3 3 ,A(
"o developing instructional plans to meet the annual and short term goalsin a child's IEP. 0 1 3 ..3_ S A
< 12." ... collecting data on each child’s progress toward annual and short term goals and using the
data for decision making. - ‘ 0 1 @ 3 é_ —
13. ... documenting the progress of children using reliable instruments administered at program N s i
entry and.at predetermined points in time. T ’ 0 1 3 .3_ _‘_/_
14. ... developing or adopting an overall curriculum for the project. g 0 1 3 ..i —_—
Q@ 18 acqumng services for chlldren from other agencnes o o 0 1 2 ( :) —_ —f
EMC - h ) % ’ ’ !

Need
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DQrections (1) Aft

e e s ..m.,..,.,, e e o e
oL

LA RAE . e ¢

CEEP DEMONSTRATION PR
SuMMARY PAGE

NJECT PROFILE

T

(2) Place a "X* through any circled task number that you indicated a need for "outside” or technical assistance,

(3) Example: D 2 3R s @Qs

PROGRAM OEVELOPMENT PHASES

i . 3 . .
e am e e e nandinn __‘.., -

»

completing the entire HCEEP Oemonstration Project Profile: A Needs Assessment lnstrument CIRCLE the numhers of each task 1n each pro-
gr omponent that you indicated a desire for change in status during the current funding

Conceptualization

' Implementation Evaluation

Administration and Management Conﬁonenf T »

ProgrulPhn\nidg...‘.......';....‘..... 12345678 34 3536 37 38 39 596E)61626364

Persaniel . ... .. c e u i | 970M 0 6

Physical Arrangements . . . . . . . . . . . . .. .o 121314 42 43 44

Financial Administration . .. . . .. . ... ... .. 1516 17 45 46 .

‘Evaluation Planning . . . . . . v v b e e 18 19 20 21 22 23 24 25 26 47 48 49 50 51

Records and Reports . . . . . . . .. R 27 28 52 53 N
© AVISOPY BOAPAS . . i e e e e | 29303 54 55 '

Coordination with Other Agencies . . . . .. .. .. o 32 33 56 >57 58 -

ot. . ot. " _ T

Services to Children Component

\

1238567809101 12

1314151617 18’

ot.

st — o S

19 20 21 22 23 2425 26 27
28 29 30 31 32
ot.

33 34 35 36 37 38 39

+ ‘o

ot. ° :

Services to Parents Component T

12345678910 -

111213141516 17 1819

20 21 22 23 24 25

ot.. ot. ot.
Staff Oevelopment Component ) S 1234567 89101 12 . 13 14 15 16 17 18
- ot. ot. ot. __ __ __ .

L 4

e tp— — ——

i

i

Oemonstration, Oissemination and Continuation Component™

‘ 9o

13 14 ot.

1234567891012

1516 17 18 19 20 2] 22.23
2 0t. __

o

.. 25 26.27 28 29

ot.

34
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. . - - N . - Id -
) ! : . - . : .
. s i
‘ ) ’ i —. SO [ —
[P - . - . i m s S . - R S e - -
# . ) R ,

: . ' "TTEXAMPLE . T
Y . v v ! |

k ‘ MEMORANDUM OF AGREEMENT
} | R BETWEEN | '
) ' ‘, o , Technical Assistanceloevelopment‘System_. . : - \.
. . University of North Carolina
Chapel Hill, North Carolina-
) OAND »
¢ N " . . -
| : BABY Learning and PARENTINGProject
- AR , City, State . . | o
R o | _ ' , TaTbot L. Black . — Date
| < = : ~ Associate Director; TADS
‘3\ ) . . "
e B ‘ . Name
f : - ‘ Date
Title
' ) St
Number of TAA's enclosed : . &
. 'TADS TA Coordinator: Name
9,

Yo
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' | | EXAMBahE
o & TECHNICAL Asm‘uce AGREEMENT 4
1D: 12345
Pnomv Number -1 - ;
PROJECT NAME: —__BABY Learning-and PARENTING Project ’ DATE:
ADDRESS: : ! _ .' ' N
‘ (City) N ‘ (State) NS
. N " o R : , !
NEED:' Assistance in the refinement and selection of appropriate and non-discriminatory assessment techniques
for project's infants, ages birth to 36 months. f = ;;, ; ,
. TARGET: _'Coordinator. Child Development Specialist and Home Therapists (5) |

EOCUSOF"TE&HNICAL A’SSISTANCE:

~ Skill Development

~ Technical Assistance Objectives:

4

Technical Assish‘ince Activities

Technical Assistance Documentation

1. By January 18, 19-- [1.1
the designated project
staff will be able to
administer the “Ordi- | 1.2
nal Scales of Psychp-,
logical Development"
and interpret the

results. , 11.3
1.4

1.5

- 1.6

3%

By November 17, 19-- the prdject will complete and send to
TADS a Consultation Preparation Form.

By December 1, 19-- TADS will identify and confirm with the
project the consultant. TADS will support-the consultant's
services for up to 1 1/2 days and 1 visit to the project.

By December 15, 19-- TADS and the project w111 confirm the-
dates of the consultant's visit VAN

By January 11, 19-- the consultant wi]l visit the project
for 1 1/2 days to provide training on the Uzgiris and Hunt
Scales through demonstration to and ob‘eyvation of the
project staff.’ S

By January 25, 19-- the consultant wi11 send .to the project
and a copy to TADS a summary report on the wisit 1nc1uding
recommendations for follow-up activities.

By January 29, 19-- the designated staff will send TADS a
completed Evaluation of Consultation report form.

1.

TADS receives‘fonms and

‘reports referred to in

Activities #1.1,
and 1.6,

1.5,

i

9y
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NEED
PRIORITY
NUMBER

!

n

!

ON~

\

AN

| ' EEEEE X

.EX‘A‘,'M‘PALE...Q.'...-.l...;....’f

[ TECHNICAL ASSISTANCE AGREEMENT WORK SHEET |

rojecr._PBABY Learning and PAAENTING Project

inator

NEED STATEMENT: “Assistance in ) ) 5 : led' n' f o " ri&"'{

ant Mnisu_gi for infonts

_ages Dicth +o 36 months.

B

1 Wi TARGEYS OF TECHNICAL ASSISTANCE:

FOCUS OF TECHNICAL ASSISYTANCE:
. (Choose only QNE focus for each objective)
o : ' ' addressing this need)
e KNOWledge’and Awareness '

X-Skill Development o ! Prb ‘cj

- ment

|

V. TJECHNICAL ASSISTANCE OBJECTIVE FORMULA: BY

e Product Developrﬁent

—_— Decision/Change

(List by title the staff persan(s) involved in

and

3 Homo. Tbg: Apists |

t{i

IV. DEADLINE(S):
(Date or dates of technical assis-
tance abjectives should be com-
pleted) ’

i

THE

(choose pne of the following)

! ' (See No. IV above for deadling(s)

(see No. 111 for targets)

a. (if the focus of technical assistance is knowledge and awareness state) WILL BE KNOWLEDC{EA%LE (and then stath the specific knowledge

to be acquired). . ‘ o0
. {if the focus of technical assisunce is skill development sme) WILL BE ABLE TO (and then state the specific skill(s) to be acquired).

(if the focus of technigal assistance is product development state) WILL DEVELOP (and then state the product to be developed).

o
no

made).

TECHNICAL ASSISTANCE OBJECTIVE(S): use the aboyve forntula to vmte objective(s)

d. (if the focus ofitechnical assistance is decision/change state) WILL SELECT, ADOPT, OR REVISE (then state the decision/change to be

ggs._ 0P m ent w

amd _interpret the r‘-{ulttv

-

1

- address the need)

———Off:Site Consultation ——u-Small Group Consultation

)

x On.Site Ccfnsulution e InfOrMation Services .. Review and Critique

t

;_.;. Other (describe)

TECHNICAL ASSISTANCE ACT IVITIES (chtck the technical assistance delivery method or combination of methods that will be used to

v Project Visitation

Choose the'Sequcnco of Technical Assistance Activitiss work sheet(s)

plete the work sheet(s) and attach. |

that corresponds to the delivery method selected in VI. above. Com- }:

11Uy

B#ho.g N /8, I?ZO the o(t.s:g_Ag‘ch prqed’ ﬂff 'w{.'.li‘_bre 1
' ..Or inal Scol o‘fp’ al
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. 'EXAMPLE OF
SEQUENCE OF TECHNICAL ASSISTANCE ACTIVITIES -




:

) ;

.‘QQ..EXA"!PLDEQQI..Q...‘......‘

. . .
) SEQUENCE OF TECHNICAL ASSI&T_ANQ ACTIVITIES
FOR b; 1
, E { ON-SITE CONSULTATIONS] | ,
‘ . ‘ NEED
Ty ' PRIORITY
o : . NUMBER -
‘ AN
\71E Sequence of Activities: The prlmuy purpose for this form is to indicate the dares of the activities that both the project staff and TADS
need to accomplish in order to address the technica) assistance objsctive and need that are associated with this activity sequénce. If more
than one obijective i3 listed for an individual nesd there should be'separate activities indicated for each obijective. Sce Section Il of the
manual for a more detailed discussion of how to use this form. (*The first step should occur at feast two to three weeks after completion
of the needs assessment.) ' . '
STEPS Y | ACTIVITY DESCRIPTION
! By ’VMQP l-' { ,"' (date),® ......... ' the project will complete and send to TADS a Consultation Preparation
( (8 weeks prior to Step 4) . Form. .
2 By _o_g(¢ mbee | 19-- —{date), .......... TADS will identify and confirm with the projec Q}c consultant(s). TADS
{6 weeks prior to Step 4) + will support the consultant's services fof up to days and A visits
to tfe project. (Specify the number of consultant days and visits.)
A
. 3 By M 'sAfl ?-- (date), .......... TADS and the project. will confirm the dates aof the consultant’s visit,
y (4 weeks prior to Step 4)
o 1
4. By .\\.M.'&l.l’.v ’,l 19-- (date), .......... the consultant will visit the project for .L_“_'days to M_W'
{as requested by the project ‘
requ v the project) ing_on the Mtgm; and Hant Scales threugh
‘ ' ' v Yo and observatia °0} 1nfs,
(Please specify number of days of consultant’s fiest visit and the specific
} tasks to be addressed, use the back of this form if more space is needed.)
. ,
5. By 25, == {date), ... ...... the consultant will send to the project and a copy to TADS a summary
(2 weehs after Step 4) ¢ ; report on the visit inclyding recommendations for follow-up activities.
6. By .:!“m ryY xsi"' ‘_(date), .......... the designated staff wlll wnd -TADS a completed Evaluauon of Consulta- *
{2 weeks after Step 4) uon report form, ,
NOTE:  Since thesa steps repreum the minimal prepamlon and follow-up activities, you are encouraged to bunld in other amvltm that will help

4"\“

Step

- bath you and TADS to address the need and objective. Please use the below space and the reverss of this page. Be sure to date the acti-

vity and fit it into the sequence above by re-numbeting the steps.

By

VIt

RECOMMENDATIONS QUALIFICATIONS, AND OTHER INFORMATION Pleass list below any specific qualifications the consultant
should have and/or requested consultants for this activity.

Ihg gmﬂo-\i LA l\qg_g u;prieng in_administering, adashi
nd_iate Hant Scales far very Ysung at-prighk

an QZar MHA# o mgéergfgl_x hnaé.cngg ed ~inFarts,

>

. ‘ X ‘ o IU,J

I
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" ‘ * v -
R t

TECHNICAL ASSISTANCE DEVELOPMENT.SYSTEM
" NEEDS ASSESSMENT SUMMARY REPORT "

. NaME BF PROJECT: - L
o ; 7/‘ ’

ADDRESS: N

TELEPHONE NUMBER: - T

¢

PROJECT'S NEEDS ' ) N

ASSESSMENT FACILITATQR: )
: [NAME)

NEEDS ASSESSOR (If provided by TADS): : )

DATES OF NEEDS, ASSESSMENT:

TADS TECHNICAL ASSISTANCE COORDINATOR:~

PROJECT STAFF INVOLVED - ’ -

Name and Title Name and_ Title

&

+

" A BRIEF AGENDA OF THE TWO DAYS

Please continue on back 4f needed.




