2014-15 Guide Steps for Cycle 4 Monitoring Evidence


	Directions:  Prior to on-site visit the LEA Specialist should review all the evidence in the file cabinet to determine if it is accurate, complete and acceptable.  Any questions regarding the evidence should be addressed prior to the visit if possible or on-site if resolution has not been completed.  The on-site review consists mainly of interviewing staff following the methods below, observing the Title I programs, following up on any concerns raised during the review of evidence, and to look at the financial records.

	TIME AND EFFORT

C4-02
	All employees paid 100% out of any federally funded grant shall prepare a semi-annual certification. Charges for salaries and wages for employees who are expected to work solely on a single Federal award or cost objective shall be documented by periodic certifications that the employees worked solely on that program for the period covered by the certification. These certifications will be prepared at least semiannually and will be signed by the employee or supervisory official having first‐hand knowledge of the work.

All employees partially paid out of one or more federal grants shall complete a monthly Personnel Activity Report (PAR) or monthly spreadsheet. The PAR will detail the number of hours and effort spent on any issues related to the grants and other funding sources. The PAR will be prepared at least monthly and will be signed by the employee or supervisory official having first‐hand knowledge of the work.

METHOD:  Interview staff to determine that all employees paid with federal funds are completing Time Distribution Records as required.


	POVERTY MEASURE

C4-03
	The LEA uses the same measure of poverty to identify eligible school attendance areas, to determine the ranking of each area, and to determine allocations to each school area based on the number of children in poverty ages 5 through 17.

METHOD:  Interview staff to determine the measure of poverty used.  Measures include:

     (1) the most recent census data;
     (2) the number of children eligible for free and reduced priced lunches under the 

Richard B. Russell National School Lunch Act;
     (3) the number of children in families receiving assistance under the State program funded under the Social Security Act;
     (4) the number of children eligible to receive medical assistance under Medicaid;  
     (5) a composite of such indicators? 

OR

The Arizona Department of Education Income Guidelines for determining eligibility information for federal funding associated with programs funded under the Elementary and Secondary Education Act?


	POVERTY DATA

C4-04
	The LEA shall ensure that the data used in determining the poverty levels for each of the schools is accurate.

METHOD:  Interview staff and review procedures to ensure accuracy of poverty data.  Procedures should include that the following information is reviewed and verified by someone at the district.  We will not be looking at specific applications only for the procedures.

     -Date information provided 

     -Income of family 
     -Determination status 

     -Student name 
     -# of family members 
     -Signatures


	SUPPLEMENT NOT SUPPLANT

C4-05
	Funds made available under this part shall be used to supplement, and not supplant, any other Federal, State, or local education funds. An LEA may use Title I funds only to supplement and, to the extent practical, increase the level of funds that would, in the absence of Title I funds, be made available from non-Federal sources for the education of students participating in Title I programs. In no case may Title I funds be used to supplant, i.e., take the place of funds from non-Federal sources.

METHOD:  Interview staff.  Ask how the LEA determines that the funds made available under this part are used to supplement, and not supplant.  Review procedures to determine if description of how the LEA uses funds under this part to supplement aligns with the written procedure.  

	TITLE I FISCAL

C4-06
	The LEA's fiscal application and use of Title I-A funds align with the LEA Continuous Improvement Plan.

METHOD:  Examine a detailed expenditure report, a sample of purchase orders and or receipts (source documents), inventory lists, etc. 

· Include private school expenditures as applicable.  

· If the LEA receives $500,000 or more in Title I funds, review the Parent 

· Involvement form and expenditures to determine if funds were distributed to schools and used appropriately.  Ensure any carry over is brought forward into current project.

· Review expenditures for HCY.

	TITLE II FISCAL

C4-07
	The LEA ensures that Title II-A funds are used for the professional development needs of teachers (including teacher mentoring) and principals in order to close the achievement gap.

METHOD: Examine a detailed expenditure report, a sample of purchase orders and or receipts (source documents).

· Include private school expenditures as applicable.  

· Ensure funds were spent in accordance with the plan and the budget.

· How does LEA track the use of the funds?

· How does the LEA track the effectiveness of the PD, whether or not staff completed their HQ plans, finished classes, etc?

	HOMELESS EDUCATION

C4-08
	The LEA has developed a policy and procedures for identifying, admitting, and serving homeless students. 

METHOD:  Review policy to ensure all required components are included:

(1) Barriers to the enrollment and retention of homeless children and youth;

(2) Homeless students are not stigmatized or segregated on the basis of their status as homeless; and

(3) Transportation is provided, at the request of the parent or guardian (or in the case of an unaccompanied youth, the liaison) to and from the school of origin?

	HOMELESS EDUCATION

C4-09Top of Form


	The LEA has identified a liaison for Homeless Education.

METHOD:  Interview liaison and/or Title I Director to ensure duties of the liaison are carried out.  Ask about the process the LEA has in place for training all staff regarding HCY.

· Ensure training was provided to all staff in the district.  Ask for agenda/powerpoint.

· Ensure that the rights of HCY were disseminated once upon enrollment and 

               twice annually.  Preferably at least one poster in the public/community)

· Determine that children have been identified.  (How many)

· Ensure that the required set aside has been used.

· Review any concerns found during desk audit.

· Inquire about transportation for HCY and how it is funded.


	HOMELESS EDUCATION

C4-10
	The LEA has created a Dispute Resolution Procedure.

METHOD:  Review Dispute Resolution Procedure to ensure it contains all the required components.  Interview liaison regarding any disputes and the outcome.

(1) HCY are enrolled in school of choice until Dispute is settled;

(2) LEA delivers a decision in writing; and

(3) Parents of HCY are notified of their right to appeal to the State-level? 

	LEA CIP

C4-11
	The LEA has procedures in place to develop a plan that describes how the LEA will develop goals, strategies and action steps to meet student learning needs; to increase meaningful involvement of parents, community and stakeholders; to ensure instruction is provided by highly qualified and effective staff; to ensure proficiency in English for ELLs; to ensure students graduate from high school; that schools are safe, drug- free, and conducive to learning; and that professional development is aligned to meet the identified needs of students and staff. The plan shall include support for instruction, resources for meeting these goals as well has how the LEA will monitor and adjust for the implementation of the plan and evaluate the overall effectiveness of the plan.

METHOD: Interview staff regarding the process the LEA uses for continuous planning.  Ensure that the LEA has a process in place that includes:
 

· How and when the LEA has meaningful consultation on the design and development of the plan with stakeholders.

· How and when the LEA conducts a comprehensive needs assessment. How does the plan address the needs of the lowest achieving students?

· How the LEA facilitates the identification of current practices that relate to the identified needs (i.e., research, networking, evidence-based programs, etc.).

· When and how the LEA, in consultation with stakeholders, incorporates identified needs into a Continuous Improvement Plan (CIP).

· How and when the LEA implements job embedded professional development that is targeted to needs.

· The operational structures the LEA has in place to support plan implementation.

· How the LEA monitors student achievement.

· How and when the LEA evaluates the effectiveness of the Continuous Improvement Plan (CIP).

· LEA makes changes to the plan based on review/reflection of most current data
· LEA revises strategies and action steps as necessary

· How the LEA evaluates readiness to implement the plan.

· How the LEA ensures that participants have the knowledge and skills to implement the plan.

· How the LEA evaluates the implementation of the plan.

· How the school level plans align with the CIP.

· How the LEA communicates the plan to all stakeholders.


	PRIVATE SCHOOLS

C4-12
	The LEA has procedures in place to ensure timely and meaningful consultation with appropriate private school officials in order to design services for eligible children that address their needs, and to ensure that teachers and families of the children participate, on an equitable basis, in services and activities including professional development and parental involvement. The procedures describe how the LEA identifies and notifies private schools of available services.

METHOD: Interview staff about the process used to consult with private school officials annually.  Ensure there are written procedures in place that explain who, what, when, how, etc. the consultation is completed each year. Interview private school representative as applicable as to services provided, where, by whom, when, etc.

· How does the LEA identify private schools?

· How does the LEA identify students who reside within the attendance area and attend private school?

· How does the LEA identify students who reside within the attendance area and attend private school outside the attendance area?

· How and when does the Affirmation of Consultation occur?

· How does the LEA in consultation with the private school determine which services should be provided?

· What is the process to evaluate these services?

· (If LEA is a member of the consortium ask how the above process works)

	LEA PARENT INVOLVEMENT

C4-13
	The LEA developed jointly with, agreed upon with, and distributed to parents of children in Title I programs their expectations for parent involvement.  This policy shall be incorporated into the LEA's Continuous Improvement Plan that is submitted through ALEAT.

METHOD:  Interview staff and review the LEA Parental Involvement policy to ensure that the LEA has a process in place to build capacity for strong parent and community involvement:

· How does the LEA respond to parent concerns?

· How does the LEA encourage parents to support their child at school?

· How does the LEA evaluate the effectiveness of the parental involvement program?

· How does the LEA ensure two-way communication between teachers and parents?

· How are parents involved in deciding how to use Title I funds for parent involvement activities?


	SCHOOL PARENTAL INVOLVEMENT

C4-14
	Each Title I school assures that they develop a written parenalt involvement policy/plan and school-parent compact jointly with parents of participating children and agreed upon by such parents.

METHOD:  Interview school staff to determine if the Title I school developed a Parental Involvement Policy/Plan and school=parent compact with parents of Title I students.  Review the plan/compact to ensure that it contains all the required components.

Each participating school provides for the involvement of parents as specified in 20 USC §6318(c).

METHOD: Ask school staff to describe the Title I annual meeting conducted with parents of children participating in Title I programs to determine how and when parents were invited to attend the meeting and if all the required components were discussed:

(1) information about Title I; 

(2) requirements of Title I;

(3) rights of parents to be involved;

(4) curriculum;

(5) eligibility; and

(6) academic assessments to measure student progress.


	HQ PARAPROS

C4-15
	The LEA has procedures in place to ensure that all Title I instructional paraprofessionals are highly qualified at time of hire [PL107-110(c)(1)].


METHOD:  Review the Title I Paraprofessionals List to determine if paraprofessionals paid with Title I funds are HQ.  Review backup documentation ( 60 college hours, AA degree, Parapro Test and high school diploma/GED) The LEA ensures that a paraprofessional does not provide any instructional service to a student unless the paraprofessional is working under direct supervision of a highly qualified teacher. 

The LEA ensures that a paraprofessional does not provide any instructional service to a student unless the paraprofessional is working under direct supervision of a highly qualified teacher.
METHOD:  Review the Title I Paraprofessional List to determine if paraprofessionals paid with Title I funds are HQ and are working under the direct supervision of highly qualified teachers.  Interview staff to determine:

• how the paraprofessional works with supervising teacher in terms of lesson plans and reviewing progress and/or lack of progress for individual students.

• how often the paraprofessional and teacher communicate on a weekly basis.

• when and how does the paraprofessional receive training opportunities?

• when does the Title I program begin and end during the year?  During the day?  Ask to see schedule.

The LEA ensures that a paraprofessional working in a Title I program is assigned appropriate duties.

METHOD:  Review the Title I Paraprofessionals List to determine if paraprofessionals paid with Title I funds are HQ and are assigned appropriate duties.  Interview staff to determine that all duties assigned to paraprofessionals are comparable with duties assigned to other paraprofessionals in the school.


	HQ, EFFECTIVE TEACHERS

C4-16
	The LEA has procedures in place to ensure that all teachers in core academic areas are highly qualified at time of hire or transfer. [PL 107-110, Section 1119,(a)(1)]

METHOD:  Review written procedures to ensure that teachers and paraprofessionals must be HQ at time of hire.  Request a list of teachers and assignments.   

	HQ PROCEDURES FOR  TEACHERS AND PARAPROS

C4-17
	The LEA ensures that all core academic subject teachers teaching within the LEA are highly qualified.

METHOD:  Review the Highly Qualified Teacher Input reports to ensure teachers are HQ in content area.  

· review 4-week letters,

· for any teacher not listed or on a HOUSSE rubric or 24 credit hours verify documentation is present in file.  (transcripts, back-up documentation)

· ensure that the LEA has counted the 24 credit hours correctly and have not included courses that are not allowable.

· ensure that the HQT database was updated by October 1.

· review non-HQ teachers – interview staff to ensure there is a plan in place for them to become HQ immediately.

· interview staff to determine process LEA has in place for teachers who do not pass the teacher test the first time.  (Refer to Title II office for follow-up assistance if needed)

· for On-line Schools ensure that all teachers are HQ and have fingerprint clearance

· interview staff to determine what the LEA is doing to help teachers become more effective.

· interview staff to determine how the LEA ensures that the most effective teachers are working with the at risk students.


	SCHOOLWIDE

C4-18
	An LEA may consolidate and use federal, state, and local funds in order to upgrade the entire educational program of a school that serves an eligible school attendance area in which the poverty rate is not less than 40 percent.

METHOD:  Review the Schoolwide Principal and Teacher Input Forms.  Select schools to observe.  Review the application to determine if services budgeted in the application match what is in the schoolwide plan. 

· If appropriate observe activities paid with Title I funds such as after school tutoring, RTI, CSR models, etc. 

· Ensure that all teachers and paraprofessionals paid with Title I funds are HQ.

· Interview school staff about reform models used.

· How is SW plan shared with staff and parents?

· How is SW plan evaluated?

· What interventions are in place in SW schools?

· How are interventions monitored/changed?

· How are parents involved in the SW programs?

· In a SW 3 school what funds are consolidated?  How are expenditures tracked?

	TARGETED ASSISTANCE

C4-19
	In all schools identified as TA schools, an LEA must use Title I-A funds for supplemental programs that provide services to eligible Title I students identified as having the greatest need for special assistance to meet the Common Core State Standards.

METHOD:  Review the Targeted Assistance Principal and Teacher Input Forms.  Select schools to observe the TA program in progress. 

· Request fill bell schedule.

· Ensure that all Title I teachers and paraprofessionals paid with Title I funds are HQ

· Observe the selected target programs to ensure that targeted services are aligned with the application and program description.

· Ask how the LEA ensures supervision/oversight of the push in/pull out programs.

· Ensure that multiple measures are used to identify students for program.

· Review the Rank Order list of the school.

· Ask if and how students are exited from the program.

· How are students receiving special education services served in Title I?

· How is PD provided for Title I staff?

· What classes are students missing in order to receive Title I services?

· How does the LEA ensure that the most academically at risk students are provided services by the most effective teachers?

· How are paraprofessionals used in the Title I program?

· Who supervises the paraprofessionals in the TA program?

· How do the schools involve parents in the Title I program?

	MEP AND PRIVATE SCHOOLS
C4-20
	An agency receiving Title I Part C funds, after timely and meaningful consultation with private school officials, shall provide supplemental educational services or other benefits under this subpart on an equitable basis to eligible children.

METHOD:  Interview staff to determine how eligible children attending private schools are identified and served.


	MEP NEEDS ASSESSMENT

C4-21
	The LEA conducted an assessment of the needs of migratory children and how those needs relate to the priorities established by the state.


METHOD:  Interview staff to determine if the LEA conducted a comprehensive needs assessment in order to identify and address the special needs of migrant children in accordance with the state comprehensive needs assessment (CNA).  Ensure that process included the following: 

(1) Summary of student academic achievement data; 
(2) Surveys;
(3) Copy of the LEAs Comprehensive Needs Assessment.
****On-site reviewers will look at completed surveys and student data.


	MEP SERVICE DELIVERY PLAN

C4-22
	The LEA has developed a Service Delivery Plan (Program Description) that aligns with the State Education Agency's Service Delivery Plan.

METHOD:  Review the LEA Service Delivery Plan to ensure that it  addresses the following priorities:

Priority 1: MEP students will attain proficiency in Reading/Language Arts 
standards as measured by AIMS:
Priority 2: MEP students will attain proficiency in Math standards as 
measured by AIMS:
Priority 3: MEP students will attain English proficiency as measured by the 
Arizona English Language Learner Assessment (AZELLA);
Priority 4: All Arizona Migrant Preschool children will be adequately 
prepared for entering kindergarten;
Priority 5: All Arizona Migrant High School students will graduate from 
High School; and 
Priority 6: All LEAs and/or schools will increase effective parent and family 
involvement

Review the Service Delivery Plan to ensure that it includes:
(1) Clearly defined program priorities;
(2) Plan of action for clearly Identified Program Priorities; and

(3) Special Provisions to specifically target the unique needs of the Migrant child.


	MEP COORDINATION OF SERVICES

C4-23
	The LEA shall conduct joint planning among local, state, and federal education programs serving migrant children, and shall coordinate with similar programs and projects that can benefit migrant children and their families.

METHOD:  Interview staff to determine if the LEA maintains documentation that coordination is in keeping with the MEP application and SDP as it applies to supplemental services and program.


	MEP PARENTAL ADVISORY COUNCIL

C4-24
	The LEA is required, in the planning and operation of the MEP, to consult with a parent advisory council. 

METHOD: Review documentation to show that parents were advised on the following topics and that the LEA evaluated the MPAC structure, content, and participation.
(1) Design and implementation of the MEP
(2) Federal MEP laws and regulations
(3) Current MEP Application
(4) Any reports resulting from a Federal/State audit, monitoring, or evaluation of 
the LEAs MEP
(5) Student MEP data


	LEA shall assist the state in determining the number of eligible migrant children, who reside in the state full-time and part-time, through procedures as the state may require.

METHOD: Interview staff and review documentation that the LEA: 

· Validates and verifies  all information on the COE

· Validates and verifies all codes entered into the COEstar data collection system;
· Records transfers (sending and receiving);
· Resolves discrepancies in data;
· Tests written procedures.
	


	MEP IDENTIFICATION AND RECRUITMENT (ID&R)
C4-26
	The LEA shall develop and implement a plan for the Identification and Recruitment (ID&R) of migrant students.

METHOD:  Review the MEP ID&R plan to ensure that it includes how the plan is implemented and evaluated, that it describes inter-coordination and intra-coordination (as it applies to record transfers and the ID&R process),a time frame for recruitment, and how ID&R logs of recruiter schedule are maintained.


	MEP TITLE I-C FISCAL

C4-27
	The LEA shall use their MEP funds in an appropriate, supplemental manner as approved through the application and amendment process, to meet the unique need of the migrant students.

METHOD:  Interview staff to determine if the LEA has procedures in place to ensure that the MEP funds are not used to provide services that are required to be provided by Title I, Special Education, ELL, N&D, regular education, etc.  Review procedures, documentation that funds were spent appropriately, and time and effort logs.

	MEP SERVICES FOR PRESCHOOL/OUT OF SCHOOL YOUTH

C4-28
	The LEA meets the educational needs of preschool migratory children and out of school youth.

METHOD:  Interview staff to determine how the LEA identified and serves migrant preschoolers and out of school youth.

	PROFESSIONAL LEARNING NEEDS ASSESSMENT

C4-29
	The LEA conducted a comprehensive needs assessment and developed a professional learning plan for teachers and principals

METHOD:  Interview staff and review documentation that the LEA conducted a needs assessment to :

· Determine the professional learning needs of the teachers and principals;

· Incorporate multiple sources of data;

· Outline the professional learning activities.

· Include professional learning activities in the LEA CIP

	Title II High Quality Professional Learning

C4-30
	The LEA ensures that high-quality professional learning activities are provided for teachers and principals. 

METHOD:  Interview staff to determine how high-quality professional learning opportunities (which increases educator effectiveness and results for all students) are provided and coordinated with other professional learning opportunities supported through other Federal, State, and local funds.

Interview staff to determine if LEA has a Technology Plan to describe how teachers/staff are trained to integrate technology into curricula and instruction to improve teaching, learning, and technology literacy.


What do you need to take with you?

· Prior to the on-site visit review the prior and current year project summaries-line item detail to determine if there are any items that may need a closer look.  (food expenses, etc.)

· Current year project- year to date expense that they can get from the detailed expenditure report. 

· Last completion report- year to date expenses that they got their numbers from for the report. This information comes from the detailed expenditure report.

· In the areas of 6300, 6400, 6500 and 6800-select items and request the source documents to ensure the expense is correct.

· If LEA receives more than $500,000 ask for the report that reflects the expenses that are required for the Parent Involvement program.

· Also, check for the Homeless expenditures.

What should they have ready for you when you arrive?

· Equipment/inventory lists

What is a source document?

· Source- a point of origin or procurement

What is a Purchase Requisition?

· Requisition-the act of formally requiring or calling upon someone to perform an action.

What is a Purchase Order?
· Purchase Order-to seek to obtain

What is a single cost objective?

· Single cost objective-means a function, organizational subdivision, contract, grant, or other activity for which cost data are needed and for which costs are incurred.

What must be on the inventory list?

(d) Management requirements. Procedures for managing equipment (including replacement equipment), whether acquired in whole or in part with grant funds, until disposition takes place will, as a minimum, meet the following requirements:   (1) Property records must be maintained that include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.   (2) A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years.   (3) A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property. Any loss, damage, or theft shall be investigated.  (4) Adequate maintenance procedures must be developed to keep the property in good condition.  (5) If the grantee or sub grantee is authorized or required to sell the property, proper sales procedures must be established to ensure the highest possible return.
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