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Sample Templates

6. Project Narrative, Section (e) Staffing must:

e Discuss how the project will be staffed and managed

e Describe the specific roles, responsibilities, and time commitments of the individual staff
members

e Provide specific information on how key personnel are qualified to manage and implement the
proposed activities

Please see below:
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Section 5 — Staffing

5.1 OVERVIEW

Sub-section 2.4 TRAINING AND STAFF DEVELOPMENT and SECTION 4 - PROJECT GOVERNANCE
AND MANAGEMENT PLAN addressed much of the information about staffing the UDA project
and the UDADS. The application’s Budget Information Non-Construction Programs (ED 524) —
Section C lists all of the positions each partner agency needs along with a counts, FTEs and costs.
The table below in Section 5.3 contains an abbreviated version of that section C while the
remainder of the section provides more detailed descriptions of those positions.

5.2 PROJECT MANAGEMENT TEAM AND QUALIFICATIONS

Key members of the committee that wrote the grant application will become members of the
UDA management team. They will assume this responsibility as part of their existing positions
within their partner agencies. Each of these individuals has years of experience working with
education or workforce data and computer systems.

Appendix B contains the resumes of the management team members listed in the following
table. The table identifies each team member’s organizational affiliations and position. These

individuals are selected based on the range of experience they bring to the team as indicated by
their current positions. They were also the primary authors of this application.
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Their first order of business will be the hiring of a fulltime grant manager/UDA research
coordinator followed by a fulltime project manager/UDA technical coordinator. With the addition
of these two individuals to the management team, work will begin. The table below lists the
members of this team.

Projected Management Team

Name Agency Position/Role
John Brandt USOE Director of Information Technology
Joseph Curtin USHE Director of Institutional Research
Richard Kendell USBR Utah State Board of Regents Professor
Bryan Peterson UEN Operations Manager
Stephen Maas DWS Director of Workforce Development and Information
Andrea Rorrer UEPC UEPC Director
Farah Thompson | UCAT Institutional Research Director
TBD UDA/UEPC Grant Manager/UDA Research Coordinator
TBD UDA/UEN Project Manager/UDA Technical Coordinator

5.3 ROLES, RESPONSIBILITIES, AND TIME COMMITMENTS

The following tables provide information about the responsibilities, time commitments and
staffing levels of the UDA. While all of the project management team members, with the
exception of the grant and project managers are fulltime employees of their agency, all others
are paid employees working solely for the outcomes of the UDA. Only these paid employees are
included. Information analysts in each agency will help provide technical training and support.
In practice, the UDA project will probably designate one fulltime trainer for the second and third
year of the project. This individual can assist the research coordinator at the UEPC and the
technical coordinator at UEN help the researchers and data analysts/statisticians understand and
use the UDADS data, both in meaning and structure.
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Staffing Needs by Partner and Overall

Role Research:
Grant Manager ’ ’ .
: Data Analyst - Information Executive Assist, IT Analyst - Warehouse
UCDA Re_search FESEEEN DB Statistician Analyst - Trainer Associate, Population ETL
oordinator .
Graduate Assist
FTE | Yrs FTE | Yrs FTE | Yrs FTE | Yrs FTE | Yrs FTE | Yrs
Partner
0.00 0.00 | 1.00 | 2.00 | 2.00 | 1.00 | 2.00 | 2.00 | 1.00 | 2.00 | 2.00 | 1.00 | 2.00 2.00
0.00 0.00 | 1.00 | 2.00 | 2.00 | 050 | 1.00 | 0.50 | 0.50 | 2.00 | 1.00 | 1.00 | 2.50 2.50
0.00 0.00 | 1.00 | 2.00 | 2.00 | 050 | 1.00 | 0.50 0.00 | 1.00 | 250 250
0.00 0.00 | 1.00 | 2.00 | 2.00 | 050 | 1.00 | 0.50 0.00 | 050 | 250 1.25
0.00 0.00 0.00 0.00 0.00 | 2.00 | 3.00 6.00
1.00 | 3.00 | 3.00 | 0.25 | 3.00 | 0.75 | 2.00 | 3.00 | 6.00 0.00 | 250 | 3.00 | 7.50 0.00
Role Project Mgr, UDA
Technical Data Quality Auditor Data Architect System Admin

Coordinator

FTE Yrs

Partner

. FTE Yrs . FTE Yrs . FTE Yrs

1.00 | 3.00

0.00 0.00 0.00 0.00 4.00 8.00 8.00
0.00 0.00 0.00 0.00 3.00 7.50 6.00
0.00 0.00 0.00 0.00 2.50 5.50 5.00
0.00 0.00 0.00 0.00 2.00 5.50 3.75

300 | 1.00 | 3.00 | 300 | 200 | 3.00 | 6.00 | 1.00 | 3.00 | 3.00 7.00 15.00 | 21.00

0.00 0.00 0.00 0.00 5.75 12.00 | 17.25

Position Descriptions

Position

Description

UEPC Director
(currentlyona9
month contract,
SLDS grant will
extend work to

The UEPC Director will serve as the project administrator and provide, project
oversight, manage quality assurance, and supervise staff to support the
implementation of the UDA for research and evaluation purposes, provide guidance
on the data request and coordination procedures, research studies, and preparation
of all reports and publications. The UEPC Director will also play a primary role in the
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12 months with
.25 FTE devoted

delivery of outreach efforts to disseminate the findings of research associated with
the use of the data collected by the UDA, and to maintain relationships/partnerships

Coordinator
(will also fulfill
role of grant

to the UDA, with educational stakeholders to improve the research capacity and use of the UDA
current job and | generated research for informed decision-making by educational leaders and

UDA role policymakers.

overlap)

UDA/UEPC The research coordinator will work directly with the UEPC staff and representatives
Research from the UDA team. In consultation with the UEPC director, research associate, and

analysts/statisticians, the research coordinator will be responsible for coordination,
management, and oversight of UDA partner research. Throughout the project, this
individual will also monitor the progress of the UDA as described in the grant

Coordinator
(will also fulfill
role of project
manager

manager) application. They will do so in collaboration with the UEN technical
coordinator/project manager.

UDA/UEN As project manager, this individual will define detailed UDA project plans, monitor

Technical resources, and provide management support to the project team. He or she will

collaborate with the UEPC’s research coordinator/grant manager. During the second
year of the project, this person’s role will become that of a technical service
coordinator to ensure UDA partners are receiving the support they need for
understanding and accessing the UDADS.

Data/research
analysts and
statisticians

The research analysts/statisticians will be primarily responsible for conducting
research on data available through the UDA. The research analysts/statistician will
identify and design analytical studies, analyze data, interpret findings, organize
conclusions, and prepare of reports on UDA research. The research
analysts/statisticians will work closely with the UEPC staff, including the current staff
and the research coordinator and research executive assistant to ensure timely
delivery and presentation of findings.

Business
Intelligence (BI)
tools Trainers

Business intelligence tool contractors will provide training resources for the agencies,
and function by delivering training, facilitating group processes, identifying individual
and organizational training needs as determined by the business analysis tool(s)
chosen for use and the type of question to be answered.

Information They use analysis, statistical and Bl tools to retrieve stored data, analyze and arrange
Analyst/Trainer | results in a format that effectively supports the organization's production activities;
(DHRM - coordinate the use of information analysis software, and data with the organization's
Business employees; help and train internal customers to identify better ways to utilize the
Analyst) system's capabilities; negotiate common standards for data formats; assess needs for
data analysis related hardware, software, and data
IT Analyst IT analysts analyze, design, and implement software that support the agencies’ and
(DHRM -IT project’s mission. They document systems and perform programming actions from
Analyst Il) initial design through ongoing maintenance and ultimately to problem resolution as
needed. Throughout the UDA project, but especially in the first year, they must work
closely with agency subject matter experts and the UEN staff to ensure the UDADS is
correctly populated with useful, quality and secure data.
Database Performs working level duties including analysis and implementation of logical and
Administrator physical database designs, design and implementation of data dictionary structures,
(DHRM - DBA) data base performance tuning, and participates in the development of standards,

evaluation testing and installation of database software. Within the UDA project,
such an individual will need to work closely with subject matter experts from the
participating agencies.
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Network Someone in this position acts as a high-level consultant in the LAN /WAN technical
Administrator environment either by providing on-going technical guidance to other staff or by
(DHRM - supervising staff or a project team on a continuous or project team basis.

Technical Incumbents are involved in either the planning, implementation or administration of
Support local area networks or in providing technical support for users of agency systems.
Specialist 111)

Research These individuals provide assistance in a variety of research projects and studies,

Analyst Intern
or Assistant

especially in the analysis of data and completion of reports for management use.
These individuals must have subject matter expertise as well as technical skills in the
use of data retrieval software, statistical tools and electronic reporting.

UDA data
auditor

The data auditor helps ensure the quality, accessibility and timeliness of the UDA
data; sponsors data governance processes; develops reviews and often approves
data policies and helps make data-related decisions including those concerning new
data collections, data elements, and technology standards. He or she will provide
data quality direction and knowledge to UDA staff at the partner/agency level.

5.4 INTERNSHIPS and ASSISTANCESHIPS

One of the major outcomes of the proposed UDA is the creation of multiple research
opportunities. Full-time employees at the partner organizations and fulltime employees added
with grant funds will complete much of the data analysis and research projects described in this
application. In addition, the UDA will create several graduate assistant or internship positions
that will allow students at the area colleges and universities to obtain research experience
through the UDA. The advantages of an internship program are:

e Cost savings — Interns are less expensive to employ and provide a willing workforce.

e Collaboration —Interns help build a collaborative environment between the agencies
providing the data and higher education.

e Access to additional Talent - An intern will often have a faculty advisor who will oversee,
and provide guidance in the research project. This provides additional resources applied
to the research project as well as insuring a sound, peer reviewed research design.

e Knowledge transfer — It builds a talent pool of experienced graduates who will take their
knowledge and experience working for the UDA and with SLDS data into the workforce,
ideally with the sponsoring organization.
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SAMPLE TEMPLATE Il

6. Project Narrative, Section (e) Staffing



(e) Staffing

Résumeés for all individuals mentioned by name in this section are included in Appendix B.
Qualifications of individuals to be hired are included in the Section 7 - Budget Narrative.
Staffing details for project |eadership and project management areas are contained in Section 6

(d).

ERDC Staff (in-kind)

One of ERDC’s goasisto conduct analyses of early learning, K-12, and higher education
programs and education issues across the P-20 system. Because of this, current ERDC staff will
play key rolesin the project and will continue supporting ESP-20 at the conclusion of the grant.

Carol Jenner and Debra Came (50% first year, 25% in second and third years of grant funding
each) will supervise the work of 4 Senior Analysts who will assist in completing the tasks
associated with the Research and Reporting (Outcome 2). Both Dr. Jenner and Dr. Came have
been a part of ERDC sinceits creation. Dr. Jenner has over 20 years of experience in working
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6. Washington Project Narrative

with education data (postsecondary and K-12) and workforce data. She has devel oped the
procedures for matching and linking across sectors and she prepared linked cross-sector
longitudinal data sets designed for specific research efforts. Dr. Came has specialized in the
analysis of longitudinal education and workforce data as a senior analyst in ERDC, and before
that as aresearcher for the TANF/WorkFirst program.

Melissa Beard will supervise the work of the grant in the area of data governance. Ms. Beard
joined the ERDC in 2008. Her background includes work in several agenciesin avariety of
roles — education data analyst, budget analyst, legidative fiscal analyst, and grants coordinator —
that make her well-suited to oversee the data governance work (Outcome 1). Ms. Beard'sin-
kind time commitment will be 50 percent in the first year and 25 percent in years 2 and 3.

Michael Gassand Lynn Cole will contribute in-kind time to oversee aspects of Data Warehouse
development (Outcome 3), the Higher Education Data System Consolidation project (Outcome
5.1), and the P-20 Data Interoperability Project (Outcome 4). Dr. Gasswill devote 50% of his
time annually to these activities. Ms. Cole will devote 50% annually. Dr. Gass currently serves
as manager and data architect for the state' s student-level Public Higher Education Enrollment
System (PCHEES). He has over 15 years of experience in higher education and information
technology, including experience as institutional research director and data warehousing
architect/manager. Ms. Cole has over 15 years experience as a senior information technology
professional, much of that time working with PCHEES.

Project Team Staff (in-kind and grant-funded)

The following discussion describes, by outcome area, the additional staff contributing to the
work proposed here. Qualifications and duties of new hires and contractors not included in the
narrative are described at the end of this section.

Data Governance (Outcome 1)

One staff member whose time will be devoted to the data governance effort will be hired with
grant funding. Thisindividual will be based in the ERDC.

An additional grant-funded 0.25 FTE education analyst position will be assigned to the Council
of Presidents (COP) office to coordinate data governance issues with the six public baccalaureate
institutions represented by COP.

Resear ch and Reporting (Outcome 2)

Four Senior Analysts (4.0 FTE) will be hired for the work of the grant in the area of Research
and Reporting. These analysts will be responsible for developing prototype feedback reports and
research datasets in response to input from potential users of ESP-20 information. The design
work performed here will inform the data warehouse devel opers and influence the design of data
marts to address specific research/feedback areas.

Two Research Analysts (2 FTE) will be hired with grant funds to conduct the work of the Social
Services Data-to-Information Project and 0.25 FTE of a Research Analyst will be hired to create
the Employment data handbook.

Data War ehouse (Outcome 3)
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6. Washington Project Narrative

The ERDC will competitively solicit and employ a nationally recognized consulting company to
conduct afeasibility study of the business and technical requirements for the ESP-20 data
warehouse. Grant funding will cover thiswork.

A Senior Data Analyst (1.0 FTE) will be hired to coordinate the inter-agency data inventory.

A Senior Data Analyst (0.75 FTE) will serve as ERDC data steward, coordinate the devel opment
of the P-20 data dictionary, and provide data analysis and documentation in support of the other
data warehousing outcomes and research and reporting outcomes.

2 grant-funded contracted Senior ETL (Extract-Transform-Load) Developers (2.0 FTE) will
develop integration procedures and data marts.

A grant-funded contracted senior data administrator (1.0 FTE) will be responsible for data
modeling and database administrative tasks.

A grant-funded experienced tester (1.0 FTE) will be responsible for quality assurance testing.
P-20 Data I nter oper ability (Outcome 4)

A Senior Data Analyst (1.0 FTE) will be hired with grant funds to coordinate the design and
development of all P-20 data interoperability frameworks and procedures.

Application Developers (0.8 FTE in year 1, 0.65 FTE in year 2, and 1.0 FTE in year 3) will be
hired to design and devel op data interoperability procedures between data systems of the State
Board for Community and Technical Colleges (SBCTC), the Workforce Training and Education
Coordinating Board (WTECB), and the Higher Education Coordinating Board (HECB) and the
P-20 Data Warehouse.

Sour ce System Enhancement: Public Higher Education Consolidation (Outcome5.1)

The Public Higher Education Consolidation project will be completed with the following grant-
funded staff:

— A Senior Data Analyst (0.25 FTE)

— Two Application Developers: Lead Developer (0.25 FTE in years 2 and 3), Devel oper
(1.0 FTE years 2 and 3)

— A Product Consultant (0.5 FTE, years 2 and 3)

— An experienced tester responsible for quality assurance testing (1.0 FTE years 2 and 3)

Sour ce System Enhancement: HECB Project (Outcome 5.2)

A grant-funded Application Developer (1.0 FTE) will be hired to develop database structure,
links to external data, procedures to import and verify data, a data dictionary, user interfaces,
datainterfaces, and reports. Thisindividual will aso conduct usability testing and training.

A grant-funded Project Coordinator (1.0 FTE) will be hired to work with staff at the various
agencies to establish data-sharing agreements as needed and to ensure that the data is consistent
with their needs. The Project Coordinator will aso work with the Application Developer in
usability testing and end-user training and will also develop a user’s guide for the program
database.

Sour ce System Enhancement: DEL Project (Outcome 5.3)

Three grant-funded staff (3.0 FTE) will be hired for the development of the early learning
information system — a Database Administrator and 2 Applications Devel opers
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6. Washington Project Narrative

A grant-funded contract Data Architect (1.0 FTE) will oversee the modeling, devel opment, and
implementation of the online transactiona database and the data warehouse.

James Minkler, DEL Chief Information Officer, and Corina McCleary, DEL Technica
Program Manager, will provide in-kind services to the project.

Sour ce System Enhancement: SBCTC COBOL to SQL Project (Outcome 5.4)

Grant funding will support a Data Architect (1.0 FTE), a Database Administrator (0.5 FTE), and
an Applications Developer (0.5 FTE) for the SBCTC project.

Sour ce System Enhancement: WTECB (Outcome5.5)

A grant-funded contract Applications Developer (1.0 FTE) will be hired to compl ete the
WTECB project.

P-20 Partner Agency Staff (in-kind)
In-kind contributions of time and effort by experts from the P-20 partner agencies of the ERDC

are critical to the success of the ESP-20 project. The following individuals will provide project
guidance and input. Résumeés for all are included in Appendix B.

Office of Superintendent of Public I nstruction
Dr. Joe Willhoft, Assistant Superintendent, Assessment and Student Information
Dr. Robin Munson, Director, Student Information
Peter Tamayo, Chief Information Officer
Debbie Spaulding, Director, Information Technology Project Management

Higher Education Coordinating Board
Dr. Jan Ignash, Deputy Director of Policy, Planning & Research
Dr. Evelyn Hawkins, Associate Director, Fiscal Policy
Dr. Christy England-Siegerdt, Associate Director for Research, Student Financial Assistance

State Board for Community and Technical Colleges
David Prince, Director for Research and Analysis
Carmen Stewart, Research and Data M anager

Department of Early Learning
Katherine Verville, Chief Operating Officer

Council of Presidents
Michael Reilly, Assistant Director

Workforce Training and Education Coordinating Board
David Pavelchek, Research Manager

Department of Social and Health Services
Dr. Elizabeth Kohlenberg, Director, Research and Data Analysis
Dr. Sharon Estee, Chief, Program Research and Evaluation Section
Dr. Barbara Lucenko, Senior Research Manager
Dr. David Mancuso, Senior Research Supervisor
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