Form Q
MHFA Quarterly Report
[bookmark: _GoBack]The ______________________, LMHA/LBHA submits this Quarterly report for period ending________.
	Measure
	Q1
9-1 / 11-30
	Q2
12-1 / 2-28
	Q3
3-1 / 5-31
	Q4
6-1 / 8-31
	Total

	Staff/contractors certified as MHFA Instructors
	
	
	
	
	

	School District Employee’s and School Resource Officers trained
	
	
	
	
	

	Non- School District Employee/School Resource Officers trained
	
	
	
	
	


Complete the table above for each quarter up to and including the current quarter. These will be unique numbers per quarter, not a running total for the year. The running total goes in the column titled “Total.” Do not leave cells blank; if no training occurred during a particular quarter, enter “0.” Quarterly reports are due December 15, March 15, June 15, and September 15 of each contract year.
Before submitting the report and supporting documentation please check to indicate:
· Review all supporting documentation for accuracy, completeness and simplicity
· Ensure the documentation is for the correct quarter
· Delete any duplicate information (sign-in sheets, certificates, etc.)
· Ensure the sign-in sheets match the certificates of completion i.e.
· Does the date on the certificate match the date of the training?
· Do the names on the certificates match the names on the sign-in sheets?
· Does the number of attendees listed on the sign in sheet equal the number of certificates attached? 
· If there are multiple sessions for the same training (i.e. AM and PM), do the time sheets indicate attendance at all sessions?
· Is the correct type of certificate attached? (i.e. Instructor Certificate for staff/contractors certified as Instructors)
· Are the “Educator Category” and “Employed by a school” boxes checked on the timesheets? If not, address how you determined that your participants met the definition for educator as it pertains to this program on a separate sheet citing sufficient information to determine which sign in sheet is missing the information and include participant name.
· Organize the report for simplicity
· Group and submit supporting documentation by individual training. (If training was held over multiple times/days, include all documentation for the training in the same group)
· If more than one email is required to submit supporting documentation, send supporting documentation grouped by training as described above with the training location and date the training was held as the subject line. Supporting Documentation will include:
· Citation of curriculum used for the training, (i.e. name of book, copyright dates, name of power points, handouts, etc.) 
· Agenda
· Sign-in sheet(s) for the training held
· Certificates of completion for the training held –certificates must include:
· the participant’s name, date of training and name(s) of instructor(s)
· Do not send a blank “example” of the certificate used
