INSTRUCTIONS FOR COMPLETING BYRNE METHAMPHETAMINE REDUCTION GRANT PROGRESS REPORT

Access the Program Report Template by going to the Criminal Justice Services Division (CJSD) website http://egov.oregon/gov/OOHS/CJSD. Go to “Handbooks and Forms” under the Menu and click on Edward Byrne Memorial Grant and scroll down to the section on the Byrne Methamphetamine Reduction Grant Program for a list of available forms. 
To complete the quarterly progress report, follow these instructions:

Coversheet: 
Fill in the cells containing program grant #, reporting period, administering agency, along with the name and contact information for the person preparing the report.
Progress Report Template: Fill out each table under each section and insert narrative following the tables within the body of the form OR submit your narrative report separately. Please keep in mind that the following directions (and corresponding progress report template) is specific to the Byrne grant unless otherwise noted (only under Section IV).
I. Client/Service Data
Number of clients by program completion (and type of clients, if applicable)

Provide number of clients served by quarter and program grant year to date. Fill out the tables under section I. Insert narrative describing reasons for clients’ failure and/or termination from the drug court (such as Administrative closure, arrest, non-compliance, etc.). Narrative should also describe activities and Indicate the length (in months) of each drug court service provided (such as drug treatment program; parenting classes, early therapeutic childhood program, etc.). Guidelines for the annual report will be forwarded separately.
II. Progress Toward Goals 
A. Standardized Performance Measures 
Provide numbers as listed under the table listed in section II. A. All shaded boxes under “for the quarter” and/or program year to date column may be skipped for the quarterly progress reports (this information may be requested at the close of year one or two). The following performance measures were removed from the quarterly progress report due to problematic information gathering, time and budget constraints and varied definitions by local jurisdictions (local jurisdictions may utilize this information with their lead evaluators as they build the process evaluation narrative for the annual report): 
Employment status/stability

· Percent of graduates pursuing an employment plan at time of graduation


Education status or gains

· Percent of graduates pursuing an educational plan at time of graduation


Residential stability

· Percent of graduates with stable housing at time of graduation
Accountability and Social Functioning

· Number (percent) of children born drug-free
B. Outputs, Short-Intermediate Term Outcome Objectives
Report narrative and quantitative service data demonstrating what progress has been made corresponding to each goal, outputs and short/intermediate-term outcome objectives by quarter and program year to date as listed on your logic model (an electronic list will be forwarded for your records). Program year to date refers to the cumulative totals from the beginning of the program year (July 1, 2006) through the end of the most recent quarter. Outcome objectives should reflect what the grantee is accomplishing with respect to each program objective. Objectives are specific, measurable changes and should be stated in terms of results with baseline data (if available). 

In addition, please provide a narrative explaining which aspects of the outcome objectives and performance measures were successful or unsuccessful, and why. Spell out specific activities that were or were not accomplished, and why (e.g., treatment programs developed or expanded and program enhancements such as treatment counselors, vocational service contracts, transitional housing or drug testing added to existing programs). 

Your response may also be anecdotal in nature and should include what effects’ working toward an objective is having on the agency or community that the program is serving. For example, it would be appropriate to report whether the funded program is having a positive or negative impact and/or creating a ripple effect in other areas of the agency or community. You might illustrate that more work was generated in other areas of the agency, or that area agencies are working together more effectively, or the program is seeing an increase in successful completions, employment, parents reunification with their children etc. and why.  In other words, look beyond just the numbers or just tasks when reporting on objectives each quarter.  
III. Program Changes/Problems 
Report any changes or modifications which have occurred or which are being considered. Examples include any changes in staff positions, modifications to program components or services, and changes in program goals. Address any changes to existing agreements and/or community linkages that are in place in order to help meet drug court participants’ multiple needs and reduce barriers to treatment (e.g., employment, drug free housing, transportation, and primary health care) or other program strategies. In addition, describe any problems that the program has encountered during the quarter. Indicate the steps taken to resolve them.
State any problems that kept the program from reaching its goals and objectives. Narrative addressing a corrective action plan should identify how to resolve implementation problems and state the effect of these problems on the remaining schedule of program goals and objectives as well as the implementation timeline. If the corrective action plan requires changes to the original grant proposal, a written grant change request must be submitted and approved by CJSD. 

IV. Program Evaluation Activities

A. Describe program evaluation activities conducted by outside Program Evaluator(s). Describe the progress toward developing and/or implementing an evaluation. This information is required on the Byrne grant and requested duplicate information on the CJC grant.
B. Fidelity to Evidence Based Practice/Program and Staff Professionalism  
Discuss the fidelity to each identified evidence based practice/program and any additional training provided to Byrne funded staff for each identified EBP; cultural competency and gender specific; etc.). This information is required on the Byrne grant and requested duplicate information on the CJC grant.
C. Compliance with 10 Key Components or 16 Key Strategies 
This information is required on the CJC grant and requested duplicate information for the Byrne grant.
D. Data Reporting Systems (OTCMS and other data reporting systems)
Discuss consistency between data reporting systems if multiple tracking systems are utilized to provide process data. For example, is staff trained consistently on the use of OTCMS and other data reporting systems? Are they utilizing the same definitions for successful completion or graduates? Are multiple sources of urinalysis tests being captured in the data reporting systems (ie, treatment provider, court and community corrections)? Is the sharing of information consistent between all key collaborative partners? If essential client/service data cannot be reported, provide reasons and plans to solve problems reporting data. (For example, the current client/service tracking system(s) may not allow for reporting of certain data. Then, address plans to improve the system in the future.)
Definitions

· Graduates/Non-graduates:
(refers to completion of the drug court program).

· Successful/Unsuccessful service completion (individual services include alcohol and drug treatment program; parenting classes; early therapeutic childhood program; etc.).
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