TOBACCO-USE PREVENTION EDUCATION PROGRAM

Request for Applications
Guidelines for

Cohort K Tier 1 Applicants

Grant Term: July 1, 2015, to June 30, 2018
Coordinated School Health and Safety Office
California Department of Education

1430 N Street, Suite 6408
Sacramento, CA 95814-5901

916-319-0914

APPLICATION DEADLINE: 

4:00 p.m.

Wednesday, October 29, 2014
Table of Contents

I. Purpose
1

II. General Grant Information
1

A. Eligibility Criteria
1

B. Areas of Specialized Focus
3
C. Grant Renewal (2018–2021)
4
D. Tobacco-Free Policy Requirement
4

E. Survey Requirements
4
F. Assurances
5
III. Tobacco-Use Prevention Education Program Requirements
6
A. Operational Requirements
6
B. Personnel Requirements
7
C. Fiscal Management Requirements
7
D. Reporting Requirements
.10
IV. Application Process and Instructions
10
A. Timetable
10
B. Intent to Submit an Application and Questions
11
C. Application Technical Requirements
11
D. Assembling the Application
12
E. Reasons for Disqualification from the Reading and Scoring Process…………...………..
13
V. Application Narrative
14
A. Tobacco-Free Policy
15
B. California Healthy Kids Survey
16
C. Letter of Agreement or Memorandum of Understanding
17
VI.      Budget Summary
17
VII.      Reviewing and Scoring Applications
20
VIII. Appeals Process
21
IX. Tier 1 Appendices
Appendix 1
Tier 1 Worksheet for Calculating Direct and Indirect Costs
22

Appendix 2
Tier 1 Application Disqualification Checklist
23
Appendix 3
Cohort K Tier 1 Individual Rubric and Score Sheet
24
Appendix 4

Suggested Tobacco-Use Prevention Education Program 

Resources for Tier 1 Applicants
29
I.
Purpose

The Cohort K Tier 1 Request for Applications (RFA) solicits applications from school districts, direct-funded charter schools, county offices of education (COE), or consortia thereof for grants to implement a tobacco-free school policy as authorized by California Health and Safety Code (HSC) Section 104420, and conduct the California Healthy Kids Survey (CHKS). The authorizing code can be found on the California Law Web page at http://leginfo.legislature.ca.gov/faces/codes.xhtml. 
The focus of the California Department of Education’s (CDE) Coordinated School Health and Safety Office (CSHSO) is to provide students with the knowledge and skills that enable them to be tobacco free. Implementing a tobacco-free school policy and surveilling the prevalence of tobacco-use behaviors are fundamental to this effort. 
The CDE will fund the Tobacco-Use Prevention Education Program (TUPE) 
Cohort K Tier 1 grants for three years from July 1, 2015, through June 30, 2018. The level of funding appropriated by the Legislature, the number of qualified applications, and the total amount requested by qualified applications will determine the number of grants awarded. 

These TUPE funds are only intended for the enforcement of tobacco-free school policies and administration of the CHKS. Use of funds for any non-TUPE purposes is not allowable.

II.
General Grant Information

A. Eligibility Criteria

1. Eligible Agencies. Applicant agencies are limited to public school agencies within the State of California that serve students in sixth, seventh, eighth, ninth, tenth, eleventh, or twelfth grades. This would include school districts, direct-funded charter schools, and COEs. All applicants must include their CDE-assigned County/District/School (CDS) identification code as well as the CDS identification of all local educational agencies (LEA) included in consortium applications. The applicant agency, and all LEAs represented in a consortium application, must have submitted to the CSHSO all deliverables required by the applicant’s previous grant prior to the submission date of the current application.
The LEA must apply on behalf of all schools within its jurisdiction. 

Community agencies, private schools, individual public schools, and locally-funded charter schools are not eligible to apply for these funds. By statute, projects targeting out-of-school youth cannot be funded under this application. 

Current CDE grantees, whose existing TUPE grants expire after 
June 30, 2015, are not eligible to apply under this RFA.
Eligible LEAs may submit either a Tier 1 or a Tier 2 application, but not both, during this funding cycle. An LEA cannot be included in more than one grant application per term. The County TUPE Coordinator acting as a consortia lead may do so for multiple applications provided an LEA is not represented in more than one application.

2. Application Requirements. All applications submitted must include the Application Cover Sheet (Attachment A), the Tier 1 Local Educational Agency Consortium Participant Identification Form (Attachment B) if applicable, a two-page application narrative, either a Letter of Agreement (LOA) from the applicant’s County TUPE Coordinator or a Memorandum of Understanding (MOU) for a consortium, and a Tier 1 Project Budget Summary (Attachment C). Applicants are strongly encouraged to use the Tier 1 Request for Applications Checklist (Attachment D) as a guide to ensure that the application package is complete. 
3. Tobacco-Free Certification. To apply for any TUPE funds, the applicant agency and all LEAs represented in a consortium application must have been certified by the COE or the CDE as having met the tobacco-free school district criteria on or before July 1, 2014. The applicant agency and the school sites represented in the application must continue to meet the criteria, including enforcement of the tobacco-free policy, during the term of the grant. The signature of the Superintendent or Designee on the Application Cover Sheet (Attachment A), or on the MOU in the case of a consortium, constitutes an assurance that COEs, school districts, schools, and charter schools represented in the application will meet the tobacco-free school requirements, pursuant to HSC Section 104420(n)(2). The authorizing code can be found on the California Law Web page at http://leginfo.legislature.ca.gov/faces/codes.xhtml. For information regarding Tobacco-Free Policy Certification, contact the County TUPE Coordinator at your COE. A list of these coordinators is available on the CDE’s County Office of Education TUPE Coordinators Web page at http://www.cde.ca.gov/ls/he/at/countycoordinators.asp.

4. Tobacco Industry Funding. An applicant for TUPE grant funding that receives any funding, services, or educational materials from the tobacco industry or from any agency that has received funding from the tobacco industry for the purpose of implementing tobacco prevention or intervention programs is prohibited from applying for these funds. In addition, TUPE grantees are prohibited from accepting such materials and services for the duration of the grant. Acceptance of such items will result in termination of the grant and a request for the return of all advanced grant funds.

B. Areas of Specialized Focus

Tier 1 grantees will receive funding to maintain and enforce a tobacco-free school policy and administer the CHKS. 
Tier 1 Individual Local Educational Agency Applications

Applications submitted by an individual LEA must include an LOA signed by the County TUPE Coordinator endorsing the application. The County TUPE Coordinator’s letter must state that the County TUPE Coordinator has established an agreement with the applicant LEA to monitor the applicant’s tobacco-free policy enforcement, recertify that all of the tobacco-free policy requirements are being met by the end of the grant if warranted by the grantee’s performance, coordinate the administration of the CHKS with other LEAs within the county, and make the CHKS data available to the public.

The maximum allowable funding for a single LEA applicant is $4,500 for the full three-year term of the grant.
Tier 1 Consortia Applications

Multiple LEAs may collaborate with their COE to form a consortium for the purposes of this grant application. The County TUPE Coordinator must be designated on the Application Cover Sheet (Attachment A) as the contact person and the COE as the lead applicant agency with fiscal responsibility for the consortium. 

A consortium must apply the grant criteria and address the required items for each consortium member. For example, a consortium consisting of two school districts must both implement a tobacco-free policy and administer the CHKS at all of the schools within the two districts. 
Applications submitted by a consortium of LEAs must include an MOU between the Superintendent or Designee of each participating LEA acknowledging that the County TUPE Coordinator will monitor the applicant’s tobacco-free policy enforcement, recertify that all of the tobacco-free policy requirements are being met by the end of the grant if warranted by the grantee’s performance, coordinate the administration of the CHKS with other LEAs within the county, and make the CHKS data available to the public, if selected for funding.

The application must include a copy of the Tier 1 Local Educational Agency Consortium Participant Identification Form (Attachment B) listing each LEA represented in the consortium’s application. Consortium applicants may request up to $4,500 for each LEA represented in the application.

C. Grant Renewal 

Applicants who are successful in securing funding for the grant may be eligible to renew the grant. 


Agencies will be notified of their renewal status by September 30, 2017. Continued funding is contingent upon the recommendations of the Tobacco Education and Research Oversight Committee and appropriation of funds by the California Legislature.
D. Tobacco-Free Policy Requirement 

All successful applicants (grantees) are required by HSC Section 104420 to enforce the tobacco-free school policy adopted by the applicant agency’s Governing Board. Tobacco-free school policies are associated with decreased smoking prevalence among adolescents when consistently enforced (Pentz et al., 1989). The existence and enforcement of these policies promote norms against tobacco use as an acceptable behavior for everyone (Wakefield et al., 2000; Gilpin et al., 2001). A tobacco-free school policy does more than prevent individual tobacco use. Everyone benefits from reduced exposure to secondhand smoke. Policy creates a framework to reinforce tobacco-free norms and attitudes. Tobacco-free schools help change the overall social norm about the acceptability of tobacco use. Enforcing a tobacco-free school policy impacts the health of the entire community. It is essential for creating a tobacco-free California.
E.
Survey Requirements


All grantees and their schools will be required to conduct the district-level CHKS Core Module to a representative population of students in seventh, ninth, and eleventh grades. A grantee that only serves students in kindergarten through sixth grade is required to administer the CHKS Elementary Module in the fifth and sixth grades. Grantees may include other grades as part of the survey. Grantees that are required to conduct the CHKS Core Module in seventh, ninth, and eleventh grades may also use grant funds to support the cost of implementing the CHKS Elementary Module in the fifth and sixth grades. 

Survey results, to the extent possible, must be reported by school site, student ethnicity, and race. The survey is to be conducted within the first year of funding and at least every other year thereafter as long as TUPE funding is received. If an LEA has conducted the CHKS in the 2014–15 school year and is planning to conduct the CHKS in the 2016–17 school year, the LEA may continue conducting the survey every other year and does not need to conduct it within the first year of this grant. Applicants are encouraged to refer to an individual LEA’s adopted policies and administrative regulations regarding conducting student surveys and receiving parental permission. For additional information regarding the administration of the CHKS, visit the WestEd Web site at http://chks.wested.org/ or request assistance by phone at 888-841-7536.


Randomly selected grantees and schools must also participate in the California Student Tobacco Survey (CSTS) administered by the California Department of Public Health (CDPH). The results of this statewide biennial evaluation will be made available to the CDE for the purposes of improving its ability to implement and oversee school-based tobacco-use prevention programs. Students in sixth, eighth, tenth, and twelfth grades, as well as school and district TUPE Program coordinators, will be among the participants of this evaluation. Per the California Office of the Attorney General, this requirement extends to all schools in the district. As with the CHKS, the CSTS is conducted in accordance with board policy on parental consent and required beginning-of-the-year notice to parents. The next anticipated administration of this survey will occur during the 2015–16 school year.


The signature of the Superintendent or Designee on the Application Cover Sheet (Attachment A), or the MOU in the case of consortium applicants, serves as an assurance that the grantee will administer the CHKS and, if selected, will participate in the CDPH-CSTS.
F.
Assurances
1. General Assurances and Certifications
Assurances and certifications are requirements of grantees as a condition of receiving funds. Applicants do not need to sign and return the General Assurances and Certifications with this application; instead, they must download the current General Assurances and Certifications (May 2014) and keep them on file. Refer to the Assurances and Certifications located on the CDE Funding Forms Web page at http://www.cde.ca.gov/fg/fo/fm/ff.asp.

2. Tobacco-Use Prevention Education Program Assurances
The applicant agency and all school districts and schools represented in the application agree to:
a. Enforce the tobacco-free school policy as described in HSC 

Section 104420(k)(2). 
b. Not receive or apply for funds or educational materials from the tobacco industry or any agency which has received funding from the tobacco industry to implement tobacco-use prevention or intervention programs.
c. Conduct the district-level CHKS core and/or elementary modules as described in Section II E.

d. Submit all the required deliverables by the designated due dates as described in Section III D. 

e. Expend funds as detailed in the approved application as described in Section III C2 and C3.

3. Acceptance of Terms and Conditions of Grant
As a requirement of funding, all successful applicants must satisfactorily respond to all program and budget stipulations, and agree to the terms and conditions of the grant and to the general and program assurances by signing the Grant Award Notification (AO-400) form.

III.
Tobacco-Use Prevention Education Program Requirements

A.
Operational Requirements

The primary operational requirement for any TUPE project is that it must be operated in accordance with this RFA and the LEA’s grant application. Additionally, grantees must meet the following requirements:

1.
Identify a project coordinator responsible for the overall coordination of project activities, for documenting project activities, and for providing required reports. The County TUPE Coordinator may serve as the Project Coordinator for a consortium.
2.
Conduct the CHKS every other year for each school site operated by the grantee.

3.
Enforce the grantee’s Governing Board adopted tobacco-free school policy.

4. Submit original annual expenditure reports to the CSHSO and provide a copy to the County TUPE Coordinator. At the end of the grant term, submit the Final Year 3 Expenditure Report, the Tobacco-Free School Policy Recertification, and the most current CHKS Key Findings Report. The process and forms to certify LEAs as meeting the HSC requirements for being tobacco free can be found on the CDE Tobacco-Free School District Certification Web page at http://www.cde.ca.gov/ls/he/at/tobaccofreecert.asp.
B.
Personnel Requirements

Personnel required for the TUPE project must be clearly identified and included in the narrative of the application. Project staff must be LEA personnel and must provide direct support for the grant activities. Funding for administrative personnel, other than the Project Coordinator, cannot be funded through the TUPE grant.

1.
TUPE Project Coordinator. The duties of the TUPE Project Coordinator may vary, and include, but are not limited to: 

a.
Providing overall coordination of LEA staff in support of required activities needed to fully implement the grant.

b. Ensuring that all project funds expended or obligated are allowable costs and in compliance with the approved budget.
c.
Maintaining required documentation of project activities, accomplishments, and program records.

d.
Developing and providing mandatory progress and fiscal reports.

e. Participating in ongoing meetings with the County TUPE Coordinator. 

The exact title of the TUPE Project Coordinator position is determined by the LEA. 

2.
Contracted Direct Service Providers. The use of contracted staff is discouraged.

C.
Fiscal Management Requirements

1. Payment Process. All payments are subject to State Budget Act approval. Payments will be distributed as follows:

a.
The grantee will automatically receive a cash advance equal to 50 percent of the grant award after satisfactorily addressing all program and budget stipulations and submitting them with the signed AO-400 and Contact Personnel Form.

b.
Grantees that submit the first Year 1 Expenditure Report will receive an additional payment of 25 percent approximately 18 months after the start of the grant. Expenditure reports should show that approximately 30 percent of the total grant funds have been expended annually.

c.
The final payment of 25 percent will be held pending receipt of the Year 2 Expenditure Report, the Final Year 3 Expenditure Report, the Tobacco-Free School Policy Recertification for 2018–2021, and the most current CHKS Key Findings Report. The Final Year 3 Expenditure Report and other documents are due June 30, 2018, and must be submitted to the CSHSO no later than September 30, 2018.

All required fiscal reports and final deliverables must be submitted to the CSHSO before payments are made. All funding must be expended no later than June 30, 2018. The carryover of TUPE Tier 1 funds is not allowed.
2.
Allowable Costs. Grant funds must be used as proposed in the application approved by the CDE. Costs charged to TUPE budgets must be limited to those materials and activities which directly address tobacco-free policy enforcement or CHKS administration. 

a. The percentage used to determine indirect costs is not to exceed the CDE-approved rate. See the Tier 1 Worksheet for Calculating Direct and Indirect Costs (Appendix 1) for assistance in determining the correct costs for this item.

b. The County TUPE Coordinator acting as lead of a Tier 1 consortium may use grant funds to support costs related to performing the duties described in the consortium’s MOU.

3.
Non-allowable Costs. TUPE funds are intended to supplement existing programs and must not be used to supplant other state or federal funds now being used for existing staff or activities. TUPE funds cannot be transferred to any other program accounts that are for specific purposes other than tobacco-free policy enforcement and conducting the CHKS.

TUPE funds for Tier 1 grants may not be used for:

a. Student incentives, awards, and recognitions;

b. Compensation or expenses of administrative personnel other than the TUPE Project Coordinator position;

c. Expenditures for land, buildings, equipment, capitalized collection of books and other intangible capital assets, such as computer software, including items acquired through leases with option to purchase (Capital Outlay);

d. Telephone systems, fax machines, and telephones, including cell phones and landlines;

e. Purchase of vehicles;

f. Out-of-state travel or air travel;

g. Child care;

h. Food;

i. Payment of any kind to law enforcement agencies for enforcement, lesson delivery, or other activities and services;

j. Campus monitoring and supervision;

k. Smoking demonstration machines; and
l. Preparation, delivery, and travel costs associated with the application.

4.
Budget Revisions. All applicants selected for funding agree to expend funds as described in the approved application and budget. However, budget revision requests are not required when reported expenditures vary from the original budget line item.

5.
Match Requirement. No matching funds are required.

6.
Record Retention. Grant recipients shall maintain accounting records and documentation of costs incurred during the grant award period and thereafter for five full years from the date of the final payment of grant funds. The CSHSO must be permitted to audit, review, and inspect the activities, documents, papers, and financial records during the term of the grant and for five years following final allocation of funds.

7.
Final Year 3 Expenditure Report. The Final Year 3 Expenditure Report is due June 30, 2018, and must be submitted no later than 

September 30, 2018. There will be no reporting extensions.

D. Reporting Requirements

As a requirement of funding, all grantees must agree to submit annual expenditure reports. These reports are due at the end of each fiscal year of the grant and must be submitted within the 30-day grace period that ends 
July 31. The Final Year 3 Expenditure Report, the Tobacco-Free School Policy Recertification, and the most current CHKS Key Findings Report are due 
June 30, 2018, and must be submitted to the CSHSO no later than 
September 30, 2018.
Failure to submit the required deliverables by the established due dates may jeopardize an agency’s funding. Late submission or non-submission of one or more required deliverables may result in termination of the grant with the CDE withholding any non-distributed funds and billing the agency for any funds previously distributed.

IV.
Application Process and Instructions

A.
Timetable
	DATE
	ACTIVITY

	September 15, 2014
	RFA released and posted on the CDE Web site.

	October 7, 2014 
	Final deadline to submit questions to the CDE. Following this date, questions must be submitted to the County TUPE 

Coordinator. 

	October 9, 2014
	Webinar for potential applicants.

	October 29, 2014
	Application due to the CSHSO by 4:00 p.m. (Original application with signature of the Superintendent or Designee in blue ink and four copies.) No faxed or e-mailed copies accepted.

	December 8–10, 2014
	Application review and scoring.

	February 2, 2015
	Notice of Intent to Award Funds posted in the lobby of the CDE, 1430 N Street, Sacramento, CA 95814-5901. The list will also be posted on the CDE Funding Web page at

http://www.cde.ca.gov/fg/fo/fr/. 

	February 2–9, 2015

	Appeal period for the proposed grant awards. Must be in writing and postmarked by February 9, 2015 or within 5 days of the posting of the Intent to Award Funds on the CDE Website.

	July 1, 2015
	Grant period begins.

	Note: All dates after the application deadline are approximate and may be adjusted as program conditions indicate without an addendum to this RFA.


B.
Intent to Submit an Application and Questions
An Intent to Submit an Application is not required. 

Questions regarding the TUPE Cohort K Tier 1 RFA should be addressed to the CDE no later than October 7, 2014. Questions arising after the October 9, 2014, Webinar must be addressed to the County TUPE Coordinator. Contact information for the County TUPE Coordinator can be found on the CDE County Office of Education TUPE Coordinators Web page at http://www.cde.ca.gov/ls/he/at/countycoordinators.asp.

Applicants are advised to consult the Frequently Asked Questions 
(Attachment E). Answers to questions that were frequently asked during previous RFAs can be found in Attachment E. 
C.
Application Technical Requirements

1.
An original application and four copies must be mailed or delivered so that they are received by 4:00 p.m., on or before Wednesday, 
October 29, 2014. Faxed or e-mailed applications will not be accepted. Late submissions of the grant application will not progress through the application process. Mail or deliver applications to:
Rachael Gutierrez, Staff Services Analyst
Coordinated School Health and Safety Office

California Department of Education

1430 N Street, Suite 6408

Sacramento, CA 95814-5901

2.
The original Application Cover Sheet (Attachment A) shall include an original signature in blue ink. Applicants must mail or deliver the original application and four copies to the address listed above. 

3.
The CSHSO staff will not notify applicants of application omissions, and will not accept faxed or e-mailed additions to submitted applications.

4.
An application from a single agency must include an LOA signed by the County TUPE Coordinator endorsing the application. The LOA must describe the specific steps the County TUPE Coordinator will take to recertify that a tobacco-free policy is being enforced. The LOA must describe the County TUPE Coordinator’s approval of the agency’s plan to enforce a tobacco-free school policy and coordinate CHKS administration with countywide CHKS efforts. 
5.
A consortium application must contain an MOU between the applicant LEAs and the County TUPE Coordinator. The MOU must describe how the County TUPE Coordinator will take an active part in leading the proposed project and ensure that project activities are completed by all LEA members. The MOU must describe how the member LEAs will participate in the project. Consortium member signatures on the MOU(s) may be in black ink.
6.
The application narrative must be in 12-point Arial font, single-spaced, normal character spacing, with one-inch minimum margins. The CSHSO will screen applications to ensure compliance with these requirements. The use of smaller font sizes or margins will result in disqualification. 

7.
Applications must be submitted on standard white, 8½- by 11-inch paper. The narrative section shall not exceed two pages. When the narrative section exceeds two pages, the CSHSO staff will draw a red line through the extra pages and will not allow reviewers to look at those pages. 

8.
Applications must be stapled or clipped together for submission. Do not use binders, covers, flat folders, or sleeves. Do not include section separators or blank pages.

9.
Submission of an application constitutes consent to a release of information and waiver of the applicant’s right to privacy with regard to information provided in response to this RFA. Ideas and format contained in the application will become the property of the CSHSO.

10.
The CSHSO is not responsible for the applicant’s public or private mail carrier’s or courier’s performance. Late applications will not be accepted.

D.
Assembling the Application

The various application elements should be assembled in the order listed below. Grant application reviewers are not obligated to search for application content if it is out of order. Each of the following items must be submitted for the application to be considered complete.

1.
Application Cover Sheet (Attachment A). The cover sheet must include all the information requested and the Superintendent’s or Designee’s original signature in blue ink. 

2.
Consortium Participant Identification Form (Attachment B). Consortium applicants must include this form listing each LEA member.

3.
Narrative. The narrative must demonstrate the LEA’s ability to meet all qualifications, requirements, and standards set forth in this RFA. The application narrative shall not exceed two pages. The narrative should indicate the level of support agency staff and administration will provide for enforcing tobacco-free policy and CHKS administration. 

4. LOA or MOU. A signed LOA or MOU must be provided documenting the agreements between the LEA and the County TUPE Coordinator describing mutual support for the active role played by the County TUPE Coordinator in monitoring and supporting the proposed project. The LOA or MOU must describe how the partner agencies will participate in the project. The Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) awards higher scores to applications that include an LOA or MOU that clearly describes roles and responsibilities. The LOA or MOU should not exceed one page. An LOA or MOU may include additional pages to accommodate signatures from multiple LEA consortium members. The applicant may also provide separate copies of the LOA or MOU signed by each of the multiple LEA consortium members provided the document does not exceed one page per MOU. The applicant is encouraged to use 12-point Arial font for the LOA or MOU.
5. Tier 1 Project Budget Summary (Attachment C). The program budget summary must be prepared in the format described in Section VI using the sample forms as a guide.

Before submitting the application, the applicant is responsible for ensuring that the application package is complete and no pages or forms are missing. The CDE cannot add items to or remove items from the received application after the due date. Information required by the RFA but omitted from the application may disqualify an agency from competing in this grant process. To assist the applicant in ensuring the application packet is complete, all applicants are encouraged to download and use the Tier 1 Request for Applications Checklist (Attachment D).
E.
Reasons for Disqualification from the Reading and Scoring Process
The applicant is provided with a Tier 1 Application Disqualification Checklist (Appendix 2) that can be used to ensure that none of the following reasons for disqualification apply to the submitted application:

· The original application and four copies are not received in the CSHSO by 4:00 p.m., on October 29, 2014.
· The Superintendent or Designee signature is not original and is not in blue ink.
· The applicant agency is not a public school district, direct-funded charter school, or COE. 
· The CDE has not certified the applicant agency and all LEAs represented in a consortium application as being tobacco free by 

July 1, 2014.
· The applicant agency or any LEA represented in a consortium application is already participating in a TUPE grant for which the grant term expires after July 1, 2015.

· The budget requested exceeds $4,500 per agency.
· The application is not complete.
· The application was submitted via e-mail or fax.
· The applicant agency submitted both a Tier 1 and Tier 2 Cohort K application.
· The application is not on 8½- by 11-inch white paper.
· The application is not single-sided.
· The application narrative is not in 12-point Arial font, single-spaced, normal character spacing, with one-inch minimum margins.
· The applicant agency and all LEAs represented in a consortium application have not submitted all required deliverables for the applicant’s current or previous grant by the submission date of the application to the CSHSO.
V.
Application Narrative

There are three parts to the application narrative: enforcement of the tobacco-free school policy, CHKS administration, and LOAs or MOUs. The application narrative should be formatted and presented in the same order as described in Sections A through C below. It is highly advisable to closely review the Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) to ensure the narrative reflects criteria in the rubric. Suggested resources supporting grant activities can be found in the Suggested Tobacco-Use Prevention Education Program Resources for Tier 1 Applicants (Appendix 4). The narrative must contain each of the following sections:

A.
Tobacco-Free Policy (52 Point Maximum)
The goal of this section is to provide a description of the steps the applicant will take to enforce a tobacco-free policy and the applicant’s commitment to enforcement. 

The Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) awards higher scores to applications that contain the following elements:

1.
Enforcement of Tobacco-Free Policy. This section must include:
a. A description of the LEA’s policy regarding the use or possession of tobacco products on agency property by students, staff, and visitors. The description should identify, at a minimum, the party affected by the policy, what activities are prohibited or allowed, and the hours during which this policy is effective.

b. A description of the consequences for violation of the policy by students, staff, and visitors. The description should include actions that will be taken in the event of a violation of policy and identification of personnel responsible for enforcement.

c.
A description of how students, parents, staff, and the community at large are made aware of the policies and enforcement procedures.

The Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) rewards descriptions that individually address policy and enforcement procedures, and notification procedures for students, staff, parents, and the community at large.
2.
The LEA Staff Role. The application must describe how the LEA staff and administration will work together to enforce the policy. The application must describe the commitment of the applicant’s staff and administration for supporting policy enforcement. The Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) rewards descriptions that address staff and administrators’ commitment to ongoing enforcement of the policy.

3.
The County TUPE Coordinator Role. Applicants must describe how the County TUPE Coordinator will support the LEAs efforts to:

· Determine that tobacco-free school signs are prominently displayed at all entrances to all school and agency properties or locations.

· Ensure that policy and enforcement procedures are clearly communicated to school personnel, parents, students, and the larger community.

· Verify that information about smoking cessation support programs is made available, and that students and staff are encouraged to quit using tobacco.
The Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) rewards descriptions that establish a collaborative relationship between the County TUPE Coordinator and LEAs that ensure the applicant enforces the board approved tobacco-free policy.
B.
California Healthy Kids Survey (32 Point Maximum) 

The goal of this section is to provide a description of the steps the applicant will take to administer the CHKS and the applicant’s commitment to the analysis and use of the data to substantiate or improve the TUPE Program. 

The Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) awards higher scores to applications that contain the following elements:

1. A description as to when the first administration of the CHKS will occur, the approximate dates on which the CHKS will be administered every other year, and the extent to which students in fifth, seventh, ninth, and eleventh grades, and nontraditional schools will be included in survey efforts. 
Note: Nontraditional schools are defined for the purposes of the CHKS as schools that are not identified in the California Basic Educational Data System Public Schools file as: elementary, middle, junior high, kindergarten through twelfth grade, or high school. 

2. A description of the roles and responsibilities of COE, district, and site staff for conducting the CHKS.

3. A description as to how the data and analysis will be publicly disseminated.

4. A description of the level of commitment that staff and administrators have to ongoing collection, analysis and use of CHKS data.




C. Letter of Agreement or Memorandum of Understanding (16 Point Maximum)
Applicants must provide a clear description of the role of each partner by including in the LOA or the MOU information such as:

· A description of the commitment on the part of the County TUPE Coordinator, LEA staff, and other partners or individuals to collaborate.
· Descriptions of specific detailed responsibilities, coordination, and action steps that will be taken by the County TUPE Coordinator and LEA staff and leadership to ensure tobacco-free school policies are fully enforced.

· A description of specific detailed responsibilities, coordination, and action steps that will be taken by the County TUPE Coordinator and LEA staff and leadership to collect, analyze, and use the CHKS data.

· An LOA or MOU from the applicant agency and from each individual LEA included in the application.
Additional information regarding LOAs and MOUs is found in Section II. B. Areas of Specialized Focus (page 3), Section IV. C. Application Technical Requirements (beginning on page 11), and Section IV. D. Assembling the Application (beginning on page 12).
VI. Budget Summary (One Page)
The purpose of this section is to provide a general line item summary of all proposed TUPE expenditures. The CSHSO staff will review the proposed budget items. Each item must directly correlate with costs resulting from either tobacco-free school policy enforcement or CHKS implementation and data use. 

Descriptions of allowable and non-allowable costs are provided in Sections III. Tobacco-Use Prevention Education Programs Requirements C2 and C3 of the RFA (beginning on page 8). A sample budget is located on page 19, and a blank template of this budget page is included as Tier 1 Budget Summary (Attachment C). 
1.
The Budget Summary should show the subtotal of each listed object code. 
The purpose of the Budget Summary is to indicate how the applicant will allocate funds to best support the grant requirements. 
The budgeted amounts must align with the grant activities as described in the application. 

Budget calculations should:

a. Take into account the time base and annual costs for the staff responsible for implementing grant activities as shown in the sample.

b. Be based on actual unit-cost computations for each budget item. 

c. Include consideration for both personnel and non-personnel costs related to the grant requirements.

d. Provide a subtotal for each object code.

e. Not exceed the lead agency’s CDE-approved indirect cost rate. Indirect cost may be claimed by the applicant agency or consortium lead only.

2. The key factor in the Budget Summary is that every dollar amount must be aligned with grant requirements and the activities proposed by the applicant. The following budget descriptions are provided as a guide.
	Object Codes
	Budget Calculation Guidelines

	1000

2000
	Compensation can be in the form of a stipend rather than a dedicated Full Time Equivalent or number of days and rate of pay.

	3000
	Benefit costs, if charged to this program, must be proportionate to the percentage of salary charged to this program. Benefits should be based on actual known costs and only for the percentage of time devoted to the project.

	4200

4300

4400


	Dollar amount should be based on a computation that includes unit cost for the item being purchased (e.g., 5 aluminum Tobacco-free School Signs [California version] for each of 10 school sites @ $6.50 each, 5 x 10 x $6.50 = $325). Cost for Capital Outlay is not allowed.
Costs for other materials or supplies should be calculated at a fixed rate per school site. For example, the CHKS basic fee is a fixed cost @ $0.30 per student x 500 students x 10 schools = $1,500. Supplies and materials purchased with TUPE funds must only be used for the TUPE Program. 

	5100
	Products or services to be procured by contract are discouraged.

	5200
	Travel expenses of project personnel for staff training, in-service, or grant-related meetings are allowed. Air travel or out-of-state travel is not allowed. Costs for travel to events that are not grant-specific cannot be charged to this grant.

	5600
	Costs for rentals, leases, repairs, and non-capitalized improvements are not allowed. 

	5700
	Costs associated with printing and postage are allowed. Costs for telephone systems, fax machines, and telephones, including cell phones and landlines are not allowed. Costs budgeted for interprogram services cannot be included with costs being charged to the grant as indirect costs.

	5800–0000

5800–1000
	Individual consultant services or sub-agreements identified under 5800–0000 or 5800–1000 is discouraged.

	TOTALS
	Total Budget is for the three-year term and must equal the funding requested on the Application Cover Sheet (Attachment A).


Construct a chart in the format shown below. A separate budget narrative or justification is not required.

	BUDGET SUMMARY

	Object Code
	Line Item
	Proposed Budget 

	1000
	Certificated Salaries
	$690

	2000
	Classified Salaries
	$615

	3000
	Employee Benefits
	$150

	4200
	Books and Other Reference Materials
	$0

	4300
	Materials and Supplies
	$2,550

	4400
	Noncapitalized Equipment
	$0

	5200
	Travel and Conferences
	$260

	5700
	Interprogram Services
	$0

	5800–0000
	Noninstructional Consultant Services
	$0

	5800–1000
	Instructional Consultant Services
	$0

	Total Direct Costs 
	$4,265

	7000
	Indirect Costs Estimated at 5.5%
	$235

	5100
	Subagreements for Services (Amounts over $25,000 per subagreement)
	$0

	Total Budget 
	$4,500


VII. Reviewing and Scoring Applications

Each application will be screened by the CSHSO to ensure it meets all technical requirements as listed in Section IV. C. Each application passing the screening process shall be reviewed by local and state representatives from education and/or the community selected by the CSHSO. Reviewers will review and score each application for effectiveness in meeting the requirements contained in the RFA and for alignment with the Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3). 

Each application will be evaluated for the degree to which the application provides:
1.
A demonstration of high levels of involvement and commitment of school staff and the County TUPE Coordinator in meeting grant requirements.
2.

Proposed roles and activities that will likely be effective in enforcing a tobacco-free school policy and conducting the CHKS.
Using the Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3) as the guide, each application will be scored in the following areas:

1.
Tobacco-free policy enforcement (52 possible points).
2.
CHKS administration and data use (32 possible points).
3.
LOAs or MOUs (16 possible points) 

Reviewers judge each application based on merit against the Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3). The applications do not compete with one another; they are judged by the common standard, adherence to the Cohort K Tier 1 Individual Rubric and Score Sheet (Appendix 3), and the RFA. 

The combined average score of the reviewers will determine an application’s final score. Once the scoring process is complete, the CDE will rank applications by final score. Applicants must obtain the minimum scoring requirement of 70 points to be considered for funding. The CDE will base funding decisions on the score and available funding.

Budgets will be reviewed for allowable and reasonable expenditure requests. 

Upon successful completion of the grant scoring process, the CSHSO will post a Notice of Intent to Award Funds to Tier 1 grants in the CDE’s lobby, located at 
1430 N Street, Sacramento, CA 95814-5901. The Notice of Intent to Award Funds will also be posted on the CDE Funding Web page located at http://www.cde.ca.gov/fg/fo/fr/.

Copies of the final score sheets and applications will be available for public inspection at the CSHSO, 1430 N Street, Suite 6408, Sacramento, CA 95814-5901 after the Notice of Intent to Award Funds is posted. The CSHSO will formally notify the successful applicants in writing after any appeals are resolved.

VIII.
Appeals Process

Appeals to the grant awards must be postmarked within five working days of posting the Notice of Intent to Award Funds. The same person authorized to sign the application must sign the appeal letter.

Appeals are limited to the grounds that the application process described in this RFA was not followed. Dissatisfaction with the score received by the application is not grounds for appeal. Late appeals will not be considered. The protesting applicant(s) must file a full and complete written appeal, including the reason for appeal, issue(s) in dispute, legal authority or other basis for the appellant’s position, and the remedy sought. Applicants who wish to appeal a grant award decision must submit a letter of appeal by mail, fax, or in person to:

Gordon Jackson, Division Director
Coordinated Student Support and Adult Education Division
Address the envelopes and send all appeal correspondence to:

TUPE Tier 1 Grant Appeal

Coordinated School Health and Safety Office

California Department of Education

1430 N Street, Suite 6408

Sacramento, CA 95814-5901

A final decision will be made by the CSHSO within 20 working days of the last day to file an appeal. The decision shall be the final administrative action afforded the appellant.

Tier 1 Worksheet for Calculating Direct and Indirect Costs

Use this worksheet to calculate the costs applicable to your grant.

	EXAMPLE
	WORKSHEET

	Given the following set of facts regarding a local educational agency (LEA):

Maximum allowable funding is $4,500. 

California Department of Education 

(CDE)-approved indirect cost rate (ICR) is 5.50% or .0550
	Given the following set of facts about your LEA: 

Your maximum allowable funding is $___________

Your CDE-approved ICR is __% or __


Use the following steps to determine direct costs and indirect costs and to double-check your calculations.

1. To determine DIRECT COSTS:

Divide the maximum funding by 1.0 plus ICR in decimal format = direct costs.

	EXAMPLE
	WORKSHEET

	$4,500      divided by       1.0550       =         $4,265

(max. funding        /                1.0 + .0550         =       direct costs)

Therefore, the direct costs are $4,265
	$______ divided by (1.0 + .___) = $_________ (max. funding        /              1.0 + ICR     =       direct costs)

Therefore, your direct costs are  $_______


2. To determine INDIRECT COSTS:
Maximum funding minus direct costs = indirect costs.

	EXAMPLE
	WORKSHEET

	$4,500         –     $4,265      =         $235

(max. funding   –   direct costs       =  indirect costs) 

Therefore, the indirect costs are $235
	$__________   –   $___________ =  $__________
    (max. funding      –       direct costs          =       indirect costs)

Therefore, your indirect costs are  $__________


3. To double-check CALCULATIONS:
Multiply direct costs by ICR to get the indirect cost amount. Add direct and indirect cost amounts to get the maximum allowable funding (Total Budget).

	EXAMPLE
	WORKSHEET

	  $4,265      x   .0550  =         $235

(direct costs    x      ICR      =     indirect costs)

   Direct costs
$4,265
+ Indirect costs
+   235
= Maximum allowable funding
$4,500
	$______________ x _________ = $____________
     (direct costs              x        ICR           =          indirect costs) 

   Your direct costs                                  $___________

+ Your indirect costs                               +___________

= Your maximum allowable funding   $___________


For additional information about CDE-approved ICRs, refer to the CDE Indirect Cost Rates Web page at http://www.cde.ca.gov/fg/ac/ic/.

Tier 1 Application Disqualification Checklist


Applicants should use this checklist to ensure that the application will not be disqualified for any of the following reasons. A single NO can result in disqualification.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    An original application and four copies received in the Coordinated School Health and Safety Office (CSHSO) by 4:00 p.m., on 




October 29, 2014.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    Superintendent or Designee’s signature is original and in blue ink.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The applicant agency is a public school district, direct-funded charter school, or county office of education. 
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The applicant agency, and all local educational agencies (LEAs) represented in a consortium application, were certified by the California Department of Education as being tobacco-free prior to July 1, 2014.

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The applicant agency, and all LEAs represented in a consortium application, are not already participating in a Tobacco-Use Prevention Education (TUPE) grant for which the grant term expires after July 1, 2015.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The total budget requested does not exceed $4,500 per agency.

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The application is complete.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The application was submitted by mail or delivered in hard-copy.

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The applicant submitted only the Tier 1 application and did not   submit any other application for TUPE funding.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The application is on 8½- by 11-inch white paper.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The application is single-sided.

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The application narrative is in 12-point Arial font, single-spaced, normal character spacing, with one-inch minimum margins.
 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
 No    The applicant agency, and all LEAs represented in a consortium application, have submitted to the CSHSO all deliverables required by the applicant’s previous grant prior to the submission date of the current application.

Cohort K Tier 1 Individual Rubric and Score Sheet
	RUBRIC CATEGORY
	SCORE
	POINTS POSSIBLE

	Enforcement of Tobacco-Free Policy Plan
	     
	52

	California Healthy Kids Survey Administration
	     
	32

	Letters of Agreement/Memoranda of Understanding
	     
	16

	Total
	     
	100


Each of the above categories contains criteria with assigned point values. The point scale is divided into five columns labeled: Makes an Outstanding Case, Makes a Good Case, Makes an Adequate Case, Makes a Weak Case, and Failed to Make a Case. 

The applicant’s response to each question is evaluated on the following criteria:

Outstanding: The response is clear, detailed, relevant, and presents a compelling argument supporting the proposal and the intent of the program.

Good: The response is clear and detailed, and presents a persuasive argument supporting the proposal and the intent of the program.

Adequate: The response addresses the question(s) adequately, supports the proposal, and supports the intent of the program.

Weak: The response partially addresses the question, provides limited support for the proposal, or partially supports the intent of the program.
Failed: The response does not address the question(s), or a response was not provided. Information presented does not provide any understanding of the applicant’s intent, provides limited information requested by the Request for Applications, or does not support the application or the intent of the program. 
Note: A score of zero (0) will be given only if the applicant does not respond to the question(s).

	Enforcement of Tobacco-Free Policy Plan
52 Total Points 
	Outstanding
	Good
	Adequate
	Weak
	Failed

	

	a. To what extent does the applicant provide a description of the applicant agency’s tobacco-free policy as it specifically applies to students, staff, and visitors, including the use of district facilities for school and community events?
	12–10
	9–7
	6–4
	3–1
	0

	b. 
	Score:      

	c. To what extent does the applicant provide a description of the applicant agency’s tobacco-free policy enforcement procedures for students, staff, parents, and community? 
	12–10
	9–7
	6–4
	3–1
	0

	d. 
	Score:      

	e. To what extent does the applicant provide a description of how the tobacco-free policy and enforcement procedures are specifically communicated to students, parents, staff, and the community at large?
	12–10
	9–7
	6–4
	3–1
	0

	f. 
	Score:      

	g. To what extent does the applicant provide a description of the administration and staff’s commitment to enforcing the tobacco-free policy?
	8–7
	6–5
	4–3
	2–1
	0

	h. 
	Score:      

	i. To what extent does the applicant describe how the County Tobacco-Use Prevention Education (TUPE) Coordinator will support the local educational agencies’ (LEA) efforts to enforce the policy and enforcement procedures, including:
1. the display of signs,
2. the communication of policy and enforcement procedures, and
3. the distribution of information regarding the availability of tobacco-use cessation support programs. 
	8–7
	6–5
	4–3
	2–1
	0

	4. 
	Score:      

	Enforcement of Tobacco-Free Policy Plan
Subtotal Score
	_____

(Write score here and then transfer to cover page)


	California Healthy Kids Survey Administration

32 Total Points
	Outstanding
	Good
	Adequate
	Weak
	Failed

	

	a. To what extent does the application provide a description of the process and timeline for conducting the California Healthy Kids Survey (CHKS) administration?
	8–7
	6–5
	4–3
	2–1
	0

	b. 
	Score:      

	c. To what extent does the application provide a description of the roles and responsibilities of district and site staff for conducting the CHKS?
	8–7
	6–5
	4–3
	2–1
	0

	d. 
	Score:      

	e. To what extent does the application provide a description of how the applicant will ensure that the CHKS data will be publicly disseminated? 
	8–7
	6–5
	4–3
	2–1
	0

	f. 
	Score:      

	g. To what extent does the application provide a description of the applicant’s commitment to the ongoing collection, analysis, and use of the CHKS data?
	8–7
	6–5
	4–3
	2–1
	0

	h. 
	Score:      

	California Healthy Kids Survey Administration 

Subtotal Score
	_____

(Write score here and then transfer to cover page)


	Letters of Agreement or Memoranda of Understanding 
16 Total Points
	Outstanding
	Good
	Adequate
	Weak
	Failed

	

	a. To what extent does the letter of agreement (LOA) or the memorandum of understanding (MOU) provide a description of the commitment on the part of the County TUPE Coordinator, LEA staff, and other partners to collaborate?
	4
	3
	2
	1
	0

	b. 
	Score:      

	c. To what extent does the LOA or the MOU provide specific responsibilities, detailed coordination, and action steps that will be taken to ensure tobacco-free school policies are fully enforced?
	4
	3
	2
	1
	0

	d. 
	Score:      

	e. To what extent does the LOA or the MOU provide specific responsibilities, detailed coordination, and action steps that will be taken to collect, analyze, and use CHKS data?
	4
	3
	2
	1
	0

	f. 
	Score:      

	g. To what extent are LOAs or MOUs provided from each individual LEA included in the application and the County TUPE Coordinator?
	4
	3
	2
	1
	0

	h. 
	Score:      

	Letters of Agreement or Memoranda of Understanding
Subtotal Score
	_____

(Write score here and then transfer to cover page)


Suggested Tobacco-Use Prevention Education Program Resources for Tier 1 Applicants

1.
California Health and Safety Code 

The California Health and Safety Code (HSC) regarding the California Tobacco Control Program funded under Proposition 99 (1988) can be accessed on the California Law Web page at  http://leginfo.legislature.ca.gov/faces/codes.xhtml. The pertinent sections are 104350 through 104495.

2. California Healthy Kids Survey

This tool is available to all local educational agencies (LEAs) to assist in the assessment of the health-related behavior of students in fifth, seventh, ninth, and eleventh grades. The California Healthy Kids Survey is available on the WestEd Web site at http://chks.wested.org/.

3. County Office of Education Tobacco-Use Prevention Education Coordinators

The Coordinated School Health and Safety Office funds a Tobacco-Use Prevention Education (TUPE) Coordinator at each county office of education in California. This coordinator is available to provide technical assistance on all aspects of the application process. The TUPE Coordinator list is located on the California Department of Education (CDE) County Office of Education TUPE Coordinators Web page at http://www.cde.ca.gov/ls/he/at/countycoordinators.asp.

4.
Tobacco-Free School District Certification Process
The process and form to certify LEAs as meeting HSC requirements as tobacco free is described on the CDE Tobacco-Free School District Certification Web page at http://www.cde.ca.gov/ls/he/at/tobaccofreecert.asp.
5. California Smokers’ Helpline

This is a telephone-based program that can help youth and adults quit smoking. Helpline services are free. For additional information, visit the California Smokers’ Helpline Web site at http://www.nobutts.org/.
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