Local Educational Agency (LEA)-Level Coordinated Monitoring Review - NYSED Pre-Review Documents List for 2012-13
Instructions: Please enter a check mark or an “X” in the column to the right of the listed document(s) if the document(s) is/are being sent to the Title I School & Community Services Office for pre-review prior to the onsite review. If the requested document(s) will not be sent provide an explanation in the column to the right of the listed document(s). Make a copy of this form when completed and submit it along with the requested documents to:
New York State Education Department

Title I School & Community Services

Attn: LoriAnn Curtin, Program Associate

Room 365 EBA

Albany, New York 12234

When shipping the documents please clearly indicate which documents are for which sections.
	LEA:
	School Year:

	SED Reviewer:
	Onsite Review Dates: 


	Program Area for Review & Relevant Document Name
	Indicate if document is being sent or provide an explanation why it is not available for review.

	SECTION I – PLAN DEVELOPMENT/COORDINATION OF SERVICES AND RESOURCES

	

	Consolidated Application Update


	

	Documentation of Consolidated Application Collaboration/Consultation Meetings. Documentation should include agendas, notification of the meeting, attendance lists and sign-in sheets, and meeting minutes

	

	District Comprehensive Improvement Plan (DCIP) for Focus Districts


	

	School Comprehensive Education Plans (SCEP) for Title I Priority or Focus Schools

	

	Copies of approved Title IA and D (if applicable) and Title IIA Budgets

	

	Title I Schoolwide Plans (SWP) for all Title I schools in the district

	

	Agendas, minutes, attendance records from Title IA Parent Meetings


	

	Documentation of any School/Community Partnerships
Ex. Partnerships with Institutions of Higher Education, Business Groups, Libraries, Museums, Boys/Girls Clubs 

	

	District Academic Intervention Services Plan or Revised AIS Plan showing incorporation of Response to Intervention (RtI) 


	

	SECTION II – Accountability Requirements

	

	District Parent Notifications for:

· Priority or Focus Schools 
· Focus District Status 

· Public School Choice

· Supplemental Educational Services (SES) (if applicable)

	

	SURR Plan or approved School Improvement Grant Intervention Model Implementation Plan


	

	FRPL List by School Building for all Title I Buildings


	

	Public School Choice Student List


	

	Copy of District Public School Choice Plan


	

	2011-12 Public School Choice Data Collection Survey


	

	IF THE LEA IS NOT IMPLEMENTING SES DURING THE 2012-13 SCHOOL YEAR, SKIP THE NEXT FOUR ITEMS.

	For LEAs continuing the SES option in 2012-13, submit the SES Student List showing the school the student attends and SES Provider assigned to the student

	

	LEA/SES Provider Contracts (Two Active Contracts)

Note: Please have all SES contracts available for the onsite review.

	

	SES Vendor and Parent Agreements (If Applicable)

(Two to Four Samples)
	

	District SES Approved Providers List
	

	2011-12 Summary Report of SES Providers
	

	2011-12 Public School Choice & SES Parent application/registration packets (as applicable)


	

	Professional Development 
· PD Plans for 2011-12 and also for 12-13 if available, Schedules, Flyers, Attendance Rosters, Purchase Orders, PD Meeting Planning Session(s) 


	

	SECTION III – TITLE I PARENTAL INVOLVEMENT


	

	LEA-Level Parent Involvement Policy (PIP)


	

	Documentation of the Required Annual Review (and revision if required) of the LEA-Level PIP


	

	All Title I School Building Parent Involvement Policies


	

	All Title I School-Parent Compacts


	

	Parents Right-to-Know Notification Letters (i.e. Teacher Certification and Teaching Assistant Qualifications) if their child has been taught for four or more weeks by an uncertified teacher

	

	Parent Notification Letter that their child has been taught for four or more weeks by a teacher who is not highly qualified per NCLB Section 1119 legislation


	

	Proof (if applicable) that the LEA has provided for the participation of parents with limited English proficiency


	

	Documentation of the Required 1% Parental Involvement Set-Aside (for districts receiving over $500,000 in Title I funds) such as:

· Private School Proportionate Share 

· Private and Public School Consultation on the use of the funds for Parental Involvement (ex. Public School discussion on how to spend the 95% of the 1% set-aside on parental involvement activities for and in Title I schools) 


	

	Documentation of the Required 1% Parent Engagement Set-aside for Focus Districts
	

	Documentation of parent participation in district-level and school building-level committees.

	

	Documentation of Parent Training/Workshops Opportunities, including for parents of Title I students attending private schools in the district.


	

	Documentation of Professional Development (PD) opportunities for instructional staff on parent involvement opportunities, issues and concerns.


	

	Documentation showing how the district informs parents on the academic level of achievement of their child in each of the State Academic Assessments

	

	SECTION IV  – QUALIFICATIONS FOR TEACHERS & PARAPROFESSIONALS
	

	List of all Title I Staff, and their titles, (to include all instructional and non-instructional staff) FTE, certifications, qualifications and their assigned schools

Note: This information may have to come from several different data sources.


	

	If available, job descriptions of Title I funded staff


	

	List of all core academic subject teachers that are not HQT

	

	Principal Teacher and Teaching Assistant Attestation Statements for all Title I buildings


	

	Description or plan on how the LEA annually verifies teacher and paraprofessional qualifications and certification requirements (Ex. Human Resources’ Office procedures) 

	

	Supervision/Evaluation Records of Teaching Assistants

Note: Names may be redacted. Provide 4-6 samples for Pre-review.
Note: Have all Title I funded teaching assistant evaluations available for the onsite review.

	

	SECTION V– ALLOWABLE ACTIVITIES / EXPENDITURES


	

	Sample copies of contracts for purchased services (ex. SES, PD, parental involvement), including third party contracts (ex. Private School services by third party contractors), funded through Title I-A


	

	Copies of Employee Payroll Certifications (EPC) and/or Personnel Activity Reports (PAR) – Six for Full-time staff and six for split-funded staff

Note: For the onsite review have 2011-2012 EPC/PARs available for review, for all Title I funded staff.

	

	Copy of the Title I Comparability Report for 2011-2012

	

	Copies of Purchase Orders, Requisition Slips for items purchased with Title I funds. Twelve copies of P.Os and Requisition Slips is sufficient for pre-review.

Note: For the onsite review have all 2011-12 purchase orders available for review.

	

	Computer Printout of all Title I Purchases/Expenditures for 2011-2012 (As applicable, include identification of purchases/expenditures for Private Schools and/or Neglected and/or Delinquent Facilities for such things as parental involvement activities, professional development, equipment, purchased services (ex. PD) and supplies and materials)
For pre-review purposes please identify the funding code for Title I purchases and/or payments.

	

	Fiscal documentation of any 2011-2012 required set-asides for Title I such as 10% DINI PD set-aside, 20% set-aside for Public School Choice and/or SES, 1% parent involvement set-aside, 5% HQT set-aside, 10% PD for Title I schools at the “Comprehensive” level of accountability, etc.

	

	LEA Allocation Policy


	

	Inventory/Equipment Purchasing, Tracking and Control Policies
	

	Equipment Inventories


	

	Travel records

	

	SECTION VI – HOMELESS EDUCATION PROGRAM


	

	District Transportation and Enrollment Policies


	

	Student Enrollment/Registration Packets (To include Homeless Student Residency Questionnaire)


	

	If applicable, copies of Homeless Information Packets

(May be part of student registration packet) given to Unaccompanied Youth and/or homeless students and their families
	

	If applicable, documentation of expenditures for homeless students in Title I and Non-Title I buildings


	

	Description of LEA Procedures for reporting homeless students


	

	If applicable, copy of district-level homeless education policy

	

	District Homeless Complaint Policy/Procedures (i.e. Commissioner’s 310 Appeal Process)


	

	SECTION VIII – SUPPLEMENT NOT SUPPLANT


	

	Supplement Form (Include LEA-Level and Building-Level information)

	

	Two Payroll Printouts of all and only Title I funded staff – One for September 2011 and one for December 2011 or January 2012 


	

	Written LEA policies or procedures to ensure comparability of services:
· LEA Allocation Policy

· A district wide salary schedule

· Policy to ensure equivalency among schools in teachers, administrators and auxiliary personnel;
· Policy to ensure equivalency among schools in the provision of curriculum materials and instructional supplies; and

· Procedures to ensure that State and Local funds are used to provide services in project areas that, taken as a whole, are at least comparable to services provided in school attendance areas that are not receiving funds under Title I


	

	Title I Comparability Report for 2011-12

	

	SECTION VIII – PRIVATE SCHOOL PARTICIPATION


	

	Accountability Addendum from the Consolidated Application


	

	Private School Participation Forms for each private school


	

	Documentation of the consultation/collaboration process with each private school, which should include a discussion of:

· the private school’s proportionate share

· list of eligible students

· assessments used to select students for services

· how the student’s needs will be identified

· what services will be offered

· How, where, and by whom the services will be provided

· How the services will be assessed and how that assessment will be used to improve services

· The size and scope of the services to be provided

· The method or sources of poverty data that will be used to derive the allocation

· How and when the LEA will make decisions about the delivery of services to students
Documentation can include phone logs, meeting minutes, Power Point presentations, sign-in sheets, and agendas.


	

	Non-Fiscal Documentation (if applicable) of Title I-A funded activities or services for parental involvement, professional development, and/or instructional services (including third party contracted services). This could include flyers, brochures, training materials, sign-in sheets.
Note: Fiscal documentation for private school participation should occur in Section VI – Allowable Activities/Expenditures above.


	

	Certifications/Qualifications of Private School Title I Funded Instructional Staff

Please indicate if these documents are included in Section IV – Qualification for Teachers & Paraprofessionals above.
	

	Title I Private School Participant Residence Lists and Class Lists 

	

	Inventory Lists of supplies and materials and equipment purchased with Title I-A funds for use in the Private School Title I program.

	

	SECTION IX – WRITTEN COMPLAINT PROCEDURES


	

	Copy of LEA written complaint procedures for Title I issues and concerns such as but not limited to:
· Protocols for receiving and processing complaints
· Homeless students (Non-Title I issues are CR 310 Appeals and may be described in the district’s Homeless policy)

· Private schools

· Public School Choice

· Supplemental Educational Services (SES)


	

	Evidence of the dissemination of the complaint procedures to parents and if applicable, to private school administrators


	

	Printout of the LEA-level Title I Complaint Tracking Database Structure (which should include the following information):

· District where complaint was submitted

· School Building where complaint was submitted

· Person making the complaint

· Nature of the complaint

· District, school building, State, or federal level outcome of the complaint

· If the complaint was forwarded to NYSED for review

· If the complaint was forwarded to the USDOE for review

	

	If applicable, copies of any actual Title I related complaints and the final resolution of those complaints for the last three years (i.e. 09-10, 10-11, 11-12
	


Questions on requested documents may be addressed to: lcurtin@mail.nysed.gov,
or you may telephone the Title I School & Community Services Office at (518) 473-0295.
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