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I. Introduction 
The Education Department General Administrative Regulations (EDGAR) at 34 CFR 80.40(a) requires 
the Florida Department of Education (FDOE) to monitor subgrant activities, “to assure compliance with 
applicable Federal requirements and that performance goals are being achieved.”  Section 1008.32, 
Florida Statutes, addresses the responsibility of the State Board of Education for oversight and 
enforcement relative to compliance.  
 
FDOE has developed a tiered monitoring system including self-monitoring, desktop, and onsite 
monitoring. A table identifying the required components of each level of monitoring is illustrated below. 
 

Table of Required Monitoring Components 
 

 Self-Monitoring Enhanced Self-
Monitoring or 
Follow-up 
Monitoring 

Onsite and Desktop 
 

Compliance 
Status 

Requirements 
Met/Further Action 
Required 

Requirements 
Met/Further Action 
Required 

Requirements 
Met/Further Action 
Required 

Work paper 
Questions 

 Online Submission 
Not Required 

 Completion is 
Necessary  

 Online 
Submission Not 
Required 

 Completion is 
Necessary  

 Online Submission 
Required 

 Completion is 
Necessary 

 
Documentation Upload Required 

Only for Specific 
Compliance Item(s) 
 
* Title I, Part A:  
Evidence for: 
AIA-1, DIA-1, DIA-3,  
DIA-5, HIA-1, and 
KIA-3  

 
* Title I, Part C: 
Evidence (detailed 
budget expenditure 
report) for IIC-1 is 
required  
 
* Title I, Part D:  
Currently not 
applicable 
 
*Title VI, Part  
Evidence for: 
  
AVIB-1: 
Copy of previous 
year’s Program 
Evaluation tool(s) for 
determining program 
progress in meeting 

Upload Required 
Only for Specific 
Compliance Item(s) 
 
* Title I, Part A:  
(Follow-up 
Monitoring Only)  
LEAs must upload 
documentation for 
Indicators, which 
identified areas of 
concern, or findings. 
LEA must provide 
an update on system 
improvement plans 
and or provide 
documentation 
demonstrating the 
system 
improvement have 

taken place.  
  
* Title I, Part C: 
Evidence for:  

BIC-1: LEA 
database report of 
all identified 

Onsite Monitoring: 
Upload Required for All 
Compliance Items (All 
Programs) 
All Compliance Items  
 
Desktop Monitoring: 
* Title I, Part A: 
Upload Evidence for the 
following sections: 
DIA, HIA, IIA, and KIA 
 
For all other Programs 
Upload Required for All 
Compliance Items  
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the LEA’s established 
goals and objective 
 
BVIB-1: 
Comprehensive 
Needs Assessment 
(CNA) used to 
identify needs. 
 
* Title X, Part C:  
Currently not 
applicable 
 

migrant children 

BIC-2:  LEA 
transmitting 
migrant student 
records to Migrant 
Student Information 
Exchange (MSIX) 
(i.e. Management 
Information System 
(MIS) generated 
MSIX transmission 
report) 

BIC-3: Log that lists 
all of the children 
identified as PFS in 
2011-2012 and 
2012-2013, which 
includes PFS criteria 
& indicators as to 
how student 
qualifies as PFS; and 
includes the types of 
services provided 
and/or facilitated to 
meet the academic 
needs of students 

IIC-1:  All evidence 
under this 
compliance item is 
required Detailed 
budget expenditure 
report is required 

* Title I, Part D:  
Provide an update 
on system 
improvement plans 
and or provide 
documentation 
demonstrating the 
system 
improvement have 
taken place.  
 
*Title VI, Part  
Currently not 
applicable 
 
* Title X, Part C:   
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Provide an update 
on system 
improvement plans 
and or provide 
documentation 
demonstrating the 
system 
improvement have 
taken place.  

 
The Monitoring Preparation Toolkit is designed to assist Local Educational Agencies (LEAs): 

 understand expectations of monitoring,  

 prepare for an onsite/desktop monitoring visit, self evaluation, or enhanced  and 

 demonstrate compliance. 
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II. General Tips for Preparing for Monitoring 
The content of the Monitoring Preparation Toolkit includes recommended ways to document 
compliance. The examples/samples included identify what evidence may look like. In viewing the 
examples/samples, note that what is important is the content, not necessarily the format. However, every 
LEA can use any of the included examples/samples as templates for documenting the LEA’s 
information relevant to that compliance item. 
Here are some helpful tips when preparing to submit evidence for each compliance item: 

 Provide a coversheet for each compliance item with dates of latest upload (see Appendix A for a 

sample.)  The LEA may list the titles of each piece of evidence used to document compliance on 

the coversheet to provide for an easier review by the FDOE monitor; however, this is not required. 

 Copy the scanned documentation into a Word document and upload (takes up less space) OR 

open the electronic version of the documentation and create a PDF file and upload. 

 Follow the Office of Federal Programs’ (OFP’s) guidelines for reducing file size for large 

documents (http://www.fldoe.org/NCLB/ppts/pdfs/leamontadoc.pdf).  

 
When preparing for FDOE monitoring, consider it an activity incorporated into your everyday work and 
conducted all year long. This approach may help alleviate anxiety caused by last minute preparation. To 
assist in maintaining and sorting appropriate documentation/evidence for each 
compliance item, consider these tips: 
 

 Create a monitoring filing system where you insert evidence throughout the year.  (An example of 

an electronic computer filing tree for each federal program can be found in Appendix B.)  A filing 

system also can be maintained in hardcopy (e.g., storage bin/drawer with a hanging folder for 

each compliance item). 

 Identify one or two people who assess ongoing progress in the annual collection of monitoring 

documentation. 

 Post a “monitoring evidence checklist” in a visible location so all staff can take part in the process. 

 See helpful monitoring website links, including: 

o Monitoring Website - http://www.fldoe.org/NCLB/nclb_monitoring.asp  

o Online Monitoring System Manual for Local Educational Agencies - 

http://www.fldoe.org/NCLB/ppts/pdfs/leamontadoc.pdf   

o Word Version of Work Papers - 

http://www.fldoe.org/NCLB/2010wordversion_wkpprs.asp  

o Online Monitoring System - https://app1.fldoe.org/bsa/grantsmonitoring/login.aspx  

o Bureau of Federal Educational Programs (BFEP) Website and links to program specialists 

or directors:  http://www.fldoe.org/bsa/   

 

 For Title I, Part A:  http://www.fldoe.org/bsa/  

 For Title I, Part C:  http://www.fldoe.org/bsa/title1/doemep.asp  

 For Title I, Part D:  http://www.fldoe.org/bsa/title1/partd.asp 

 For Title VI, Part B:  http://www.fldoe.org/bsa/title1/titlevi2.asp  

 For Title X, Part C:  http://www.fldoe.org/bsa/title1/titlex.asp 

http://www.fldoe.org/NCLB/ppts/pdfs/leamontadoc.pdf
http://www.fldoe.org/NCLB/nclb_monitoring.asp
http://www.fldoe.org/NCLB/ppts/pdfs/leamontadoc.pdf
http://www.fldoe.org/NCLB/2010wordversion_wkpprs.asp
https://app1.fldoe.org/bsa/grantsmonitoring/login.aspx
http://www.fldoe.org/bsa/
http://www.fldoe.org/bsa/
http://www.fldoe.org/bsa/title1/doemep.asp
http://www.fldoe.org/bsa/title1/partd.asp
http://www.fldoe.org/bsa/title1/titlevi2.asp
http://www.fldoe.org/bsa/title1/titlex.asp
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III. Tips for Responding to Review Questions 
Providing clear, comprehensive, and relevant responses to monitoring work paper questions that meet 
the required expectations can sometimes be challenging. Some helpful tips that will assist in addressing 
the questions are listed below. 
 

 Avoid responding to questions with just a Yes/No response; provide explanation. 

 Documents need to align with responses.  For example: 

 
 Title I, Part A: The LEA is asked to describe the assessments, other than state 

assessments, used to review student progress.  The LEA should provide copies of 

assessments as part of the evidence. 

 Title I, Part A, Choice and SES: The LEA is asked to describe additional communications 

used to inform parents of the options related to NCLB School Choice.  The LEA should 

provide copies of the communication sent to parents as part of the evidence. 

 Title I, Part C: The LEA is asked to describe curriculum used by the program in the work 
paper question. The LEA should make sure to include a sample of that curriculum as part 
of the evidence. 

 Title I, Part D: The LEA is asked how they ensure that formal agreements or contracts with 
correctional facilities comply with all elements in section 1425 of the NCLB law.  The LEA 
should provide copies of actual formal agreements and/or addendums to all formal 
agreements ensuring compliance with the 11 elements as part of the evidence.  

 Title VI, Part B: Compliance Item AVIB-1 requires that the LEA describe the LEA’s annual 
program evaluation process of the Title VI program.  The LEA should provide a snapshot 
of the entire process (to include who, what, when, how); provide samples of the 
comprehensive needs assessment (CNA), program evaluation tools, monitoring and 
assessment tools used to determine needs, evaluate the overall program, and for assessing 
the progress of meeting targeted goals and objectives, the anticipated outcomes indicated, 
and for assessing the progress students and schools.  The LEA much identify each school 
and the activities that are to be implemented and briefly describe the technical assistance 
provided related to the Title VI program requirements.  Additionally, the LEA should 
include how the results of the evaluation will be used to improve or revamp the Title VI 
program if necessary. 

 Title X, Part C:  The LEA is asked whether it has established a homeless student school 
board policy that addresses the requirements of the McKinney-Vento Act.  The LEA 
should provide a copy of the board approved homeless students policy as well as Minutes 
of school board's approval and final adoption of school board policy (if policy adoption or 
revision is less than three years ago). 

 Answers need to provide a complete picture.  

 Where relevant, address goals related to data/compliance item.  For example: 

 Title I, Part A:  Compliance item LIA-1 requires that 100% of paraprofessionals providing 

instructional services in the LEA are highly qualified.  In the response to the work paper 

question, the LEA should identify if the LEA met this goal, and if not, why the LEA was 

unable to meet the goal. 

 Title I, Part C:  Compliance item AIC-1 requires that 95% of the migrant students in an 

LEA are administered the FCAT. In the response to the work paper question, be sure to 

identify the percent, and if below the expected percent, explain why that is the case. 

Ideally, the LEA would provide the documentation verifying that at least 95 percent of 

migrant students are administered the FCAT; if that is not the case then the LEA would 

provide documentation of the  percent of migrant student that were administered the 

FCAT in that LEA. 
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 Title I, Part D:  Compliance Item JID1-1 requires the State Agency to reserve 15% - 30% of 
funds to support transition services.  In response to the work paper question, be sure to 
provide a description of expenditures and the amount (%) of funds used to provide 
transition services.  If the State Agency reserves less than 15% of funds then an 
explanation must be provided.   

 Title X, Part C:  Compliance Item HXC-1 requires that the LEA ensure that homeless 
children and youth have an opportunity to meet the same challenging state student 
academic achievement standards to which all students are held.  In response to the work 
paper question, be sure to provide a comparison of the number and percent of homeless 
students vs. non-homeless students in achieving proficiency levels on the FCAT in 
Reading and Math.  

 Public and private school-level questions (Title I, Part A only) should be responded to using 
the FDOE’s methodology provided by the Title I office.  Specific instructions will be provided to 
the LEA for selecting the schools that will respond to the school-level questions.  The LEA should 
obtain the responses from the schools and provide the school-level responses in the online work 
papers according to the instructions provided by the Title I office.  School-level responses are 
required for onsite and desktop monitored LEAs only. 
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IV. Example of Evidence by Compliance Item 
The following section presents each compliance item and identifies an example/sample for each required 
piece of evidence. 
 
 Remember:  
*The content of the evidence is what is important to focus on, not necessarily the format. However, the 
LEA can use any of the example/sample evidence provided as a template for recording and reporting 
information for each relevant compliance item. 
 
*Suggested evidence is provided in each table in the left column titled “Evidence”.  Where multiple 
examples are provided for the same piece of evidence, those documents are separated with “OR” in the 
column titled “Example Documents”.  Multiple pieces of documentation are not required by the LEA, but 
are provided in this Toolkit to assist the LEA with documenting compliance. 
 
 



10 | P a g e  
Sept  2013 

 

 
 

 

 
 

AVIB-1 
 

EXAMPLES OF 

EVIDENCE  
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED 

FOR INFORMATIONAL PURPOSES ONLY. 
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Title VI, Part B, Subpart 2 
 
Compliance Item AVIB-1: Any Local Educational Agency (LEA) that receives funds under this 
subpart shall evaluate the degree to which progress has been made toward meeting the Targeted Goals 
and Objectives as stated in the approved Title VI, Part B Application.   
 
NOTE:  This compliance Item addresses the previous year’s program ((2011 – 2012). 

Section 6224(a)(3), P.L. 107-110 

Evidence Example Documents 
Evaluation (2011-2012): 
 
Evidence of evaluation’s implementation  

 Of the overall 2011-2012 program 

 Of the progress toward meeting the 
targeted goals and objectives indicated in 
the 2011-2012 program application 

 
 

Evaluation (2011-2012): 
 
Copy of 2011-2012 Title VI Program Evaluation 
Report. 
 
Copy of LEA’s evaluation tool(s) for determining 
program progress in meeting established goals and 
objectives. (Required from ALL LEAS) 
 
Copy of assessment tool(s) for determining 
students’ progress in meeting anticipated outcomes 
as established in program application for each 
activity implemented. 
 
Copy of written analysis of data or summary of 
evaluations results with required component 

 Program evaluation 

 Activities evaluations 
 

 
Student Assessments(2011-2012): 
 
Evidence of assessments implemented 
throughout the school year  
 
Written analysis of data or summary of results 
for participating students and/or schools 
 
Evidence of revising or revamping activities if 
necessary 
 

Student Assessments (2011-2012): 
 
Copy of assessment tool(s) used for determining 
the progress of students participating in Title VI 
activities. in meeting the targeted goal and/or 
objective as stated in project application for: 

 Students 

 Schools 

 Professional development participants 
 

Written analysis of data or summary of results for 
activities implemented for 

 Students 

 Schools 

Professional Development (2011-2012): 
 
Evidence of professional development provided 
as described in project application 
 
Evidence of assessing teachers’ implementation 
of strategies learned via professional 

Professional Development (2011-2012): 
 
List of professional development activities funded 
by Title VI along with:  

 invoices, budgets expenditures, and other 
expenses as is applicable 
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Evidence Example Documents 

development provided to determine 
effectiveness 
 
Evidence of revising or revamping activities if 
necessary 
 

 list of participants for each activity 

 professional development 
schedules/calendar of events 

 
Copy of tools used to assess progress in meeting 
the targeted goal and/or objective as stated in 
project application: 

 Classroom Walkthroughs  

 Summary of principal and teachers 
evaluations 

 Site visit notes 

 Teacher observation and comments  

 Online teacher professional development 
activities 

 Certification  
 
Copy of notes, written analysis of data or summary 
of results for activities implemented  
 
 

Monitoring tool(s) (2011-2012): 
 
Evidence of monitoring activities or strategies 
implemented as described in project application 
 
Evidence of revising or revamping activities, if 
necessary 
 
  

Monitoring tool(s) (2011-2012): 
 
Copy of tool(s) used to monitor activities 
implemented during the 2011-2012 school year: 

 Student activities 

 Professional development activities 

 Parent involvement activities, if applicable 
 
Compiled summary of principal/teacher 
evaluations 
Compiled summary of parent surveys or input 
 
 

Technical Assistance (2011-2012): 

Evidence of technical assistance or guidance 
provided to appropriate LEA and school staff 
regarding the Title VI, Part B program, 
requirements and strategies or activities 

Technical Assistance(2011-2012): 

Dated documents such as: 

 copies of meeting agendas (Title VI, Part B 
should be identified on agenda) 

 copies of meeting minutes/notes  

 copies of presentation materials including 
handouts and PowerPoint presentations  

 copy of meeting attendance logs or sign-in 
sheets 

 copies of emails in which subject matter is 
identified 

 



13 | P a g e  
Sept  2013 

 

 
Evidence Example Documents 

 
Disseminating, Marketing or Reporting  
(2011-2012): 
 
 
Evidence of Disseminating, Marketing or 
Reporting information regarding the 2011-2012 
Title VI program and evaluation results 

Identification of stakeholders notified  

 Copies of dated notification to 
appropriate stakeholders regarding the 
Title VI Project or program.  

 

 
Disseminating, Marketing or Reporting 
(2011-2012):: 
 
Copies of dated notifications sent to disseminate, 
market or report information on the Title VI 
program and its outcome.  Examples of 
notification formats: 

 Letters (LEA or school letterhead) 

 LEA and/or schools newsletters, flyers, 
brochures, etc. 

 e-mails with subject matter indicated 

 school board meetings agendas and 
minutes 

 principal meetings 

 school staff meetings 

 school advisory committee (SAC) meetings 

 district advisory committee (DAC) meetings 

 parent teacher organization meeting (PTO) 

 participants’ attendance logs or sign-in 
sheets to meeting in which Title VI was 
discussed 

 notification regarding the display of 
application at LEA or schools main office 

 Evidence of the display of information at 
school level parent centers 

 publicly advertised school board minutes 

 News articles, etc. 

 meetings handouts 

 backpacks (dated notices) 

 LEA or schools websites 
 
 

Copies of meeting agendas and minutes in which 
Title VI is identified as a topic of discussion 
 
Evidence of disseminating notifications via 
multiple methods, if applicable 
 
If applicable, copies of notification provided in a 
format and/or language that parents can 
understand 
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Evidence Example Documents 

Students Outcomes (2011-2012): 
 
Evidence of Disseminating, Marketing or 
Reporting information regarding students 
outcomes (2011-2012) 

 

Students Outcomes (2011-2012): 
 
Copies of dated notifications sent to disseminate 
or report information regarding students 
outcomes as a result of the activities implemented 
as described in Title VI application 
 

 Copies of any letters (LEA or school 
letterhead) regarding students participation 
in Title VI funded activities 

 Copies of notifications to parents regarding 
individual student’s progress (progress 
reports, report card, weekly progress 
notices, etc.) 

 Copies of notifications to parents regarding 
overall students progress 

 Copies of notifications to parents regarding 
the Title VI program and activities funded 

 Copies of notifications to other stakeholders 
(community, schools staff, LEA staff, SEA) 
regarding the Title VI programs and the 
activities implemented and the results of 
activities implemented 

 Copy of disseminating FCAT Reports made 
available through FDOE reports for 
individual students and schools that are 
sent to the LEA 

 Copies of News articles released by the LEA 
for overall student and school results 

 Proof of (annual) dissemination of SPAR 
reports  

 Proof of (annual) dissemination of district 
report cards 

 Copy of notification of websites or web 
address for schools or district information 
regarding school grades, NCLB, etc. 

 Copies of scheduled meeting with parents 
one-on-one or parent conferences or other 
venue in which student information is 
provided 

 
Evidence of disseminating notifications via 
multiple methods 
 
If applicable, copies of notification provided in a 
format and/or language that parents can 
understand 
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Evidence Example Documents 

 
Evidence of Disseminating, Marketing, or 
Reporting of program outcomes (2011-
2012) 
 
 

 

 
Copies of dated notifications sent to disseminate 
and report information regarding program 
outcomes  
 

 See other means of dissemination as 
discussed in above evidence for 
disseminating, marketing or reporting 
regarding Title VI  

 Evidence of disseminating notifications via 
multiple methods 

 Copies of meetings agendas and minutes in 
which Title VI was included 

 If applicable, copies of notification provided 
in a format and/or language that parents 
can understand 

 
 
 
 
Note:  If documents previously uploaded satisfy multiple indicators, please make a note 
and do not re-upload. 
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AVIB-1 
 
SAMPLE DOCUMENTS  

PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED 

FOR INFORMATIONAL PURPOSES ONLY. 
 

 Program Evaluation Description 
 Annual Review/Evaluation Tools - Sample 
 Florida K-12 Reading Classroom Walkthroughs Checklists: 

  (http://www.justreadflorida.com/readingwalkthrough/) 
 

 Glades’ County End of the Year Report for Consultation Services 
 Walton’s Annual Review of 2010-2011 

 
 Student Assessment Tools 
 
 Dissemination/Marketing/Reporting 

 LEA and Schools website 
 District Board Meeting Agenda, Minutes, Participants 

 

http://www.justreadflorida.com/readingwalkthrough/
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AVIB-1 - SAMPLE DESCRIPTION 
PROGRAM EVALUATION DESCRIPTION 

 

The purpose of this tool is to provide LEAs and campuses with a systematic process to evaluate the impact of federal program 
funding. 
 

OBJECTIVES: 

 To evaluate the effectiveness and impact of federal programs on student achievement outcomes. 
 

 To assess the impact of federally funded strategies on campus performance objectives (CPOs). 
 

 To determine the degree to which program funds met the intended purposes. 
 

 To guide future program decisions. 
 
PROCESS 
Step 1:  List the needs identified within the Comprehensive Needs Assessment. 

Step 2:  Using the district and/or campus improvement plan, identify strategies or initiatives that address these program needs 
and were connected to this federal program. 

Step 3:  Identify the amount of funds expended to implement the strategy or initiative, if applicable. 

Step 4:  Review data identified to measure fidelity of implementation and impact of strategy or initiative on student outcomes. 

Step 5:  Evaluate the impact and make recommendations for continuation or modification of strategy or initiative. 

 
TOOL DEFINITIONS AND GUIDING QUESTIONS 
 

 Review Committee:  List the committee members involved in the evaluation of this program.  Include both names 
and positions. 

 

 Identified Needs:  What were the identified needs of the organization from the comprehensive needs assessment as 
they correlate to this program?  The district level evaluation should include a review of the reserved funds when 
evaluating Title VI, Part B. 

 

 Strategies to Address Needs:  What strategies were implemented to address the identified need(s) as noted in the 
district and/or school improvement plan(s)? 

 

 Expenditure:  What were the total funds from this program used to implement the strategy or initiative? (If funds 
were coordinated with other federal ESEA funds, include only the amount of funds from this source on this worksheet 
and document the other program on the respective worksheet.) 

 

 Data:  What data was used to measure the impact? 
 

 Impact:  As you compare the identified needs to the established performance objectives in the district and/or school 
improvement plans, what change occurred?  Did the activity accomplish what was expected?  If yes, why? If no, why 
not? 

 

 Recommendations:  What are the committee's recommendations to continue, alter, or discontinue the initiative? 
 

 Required Data to Complete Program Evaluation:  Comprehensive needs assessment, district or school 
improvement plan, student achievement data, and budget report are the minimum data sources. 

 

Possible additional data:  Implementation data would be data collected to measure the fidelity of action or strategy 
accomplishment such as sign-in sheets, meeting minutes, completed documents, or results from perceptual surveys or focus
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AVIB-1 - SAMPLE DOCUMENT  
 

ANNUAL REVIEW/EVALUATION TOOLS 

 
Title VI, Part B Rural & Low-Income Schools 

 
District Name _________________________ SY ____________ Date of Review ___________ 
 

 SUPPORTING DOCUMENTATION MAY INCLUDE BUT IS NOT LIMITED TO: 
 

 Progress Results (District and School Levels) 

 State Assessments Results 

 Evidence of Expenditures 

 Schools Budgets/Expenditure Reports  

 Schedules of Strategies or Activities 
Implemented 

 Evidence of Professional Development 

 Listing or log of participants for each activity 

 LEA’s Budget/Expenditure Reports 

 Comprehensive Needs Assessment Summary 

 Tools used to monitor or assess students and activities 

 

 
I.  DISTRICT NEEDS ASSESSMENT 

Provide a brief description of the district’s needs assessment process & results including date(s) conducted, procedures, and major identified needs of the school 
district.  Include all planning team members. 
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II. USE OF FUNDS: 
 

In the table below, provide the percentage or amount of Title VI (only) funds used in addressing each of the listed 
activities.  
 

ACTIVITY 
PERCENTAGE OF FUNDS 

EXPENDED 
OR AMOUNT 

Teacher recruitment and retention, including the use of signing bonuses and other financial incentives.  

Teacher professional development on the Common Core State Standards.  

Teacher professional development on the utilization of technology to improve teaching;  

Teacher professional development to support quality instruction for students with disabilities  

Teacher professional development to support quality instruction for English language acquisition;  

Educational technology, including software and hardware, to support digital curriculum.  

Parental involvement activities.  

Activities authorized under the Safe and Drug-Free Schools Program (Title IV, Part A).  

Activities authorized under Title I, Part A.  

Activities authorized under Title III (Language Instruction for LEP and Immigrant Students).  

Support supplemental tutoring activities.  

Incorporate scientifically based learning in core academic subjects  

Identify and implement strategies that have the greatest likelihood of improving student achievement  

Address professional development needs of instructional staff in supporting activities being implemented  

Incorporate, as appropriate, before and after school and summer supplemental student academic improvement programs for low 
achieving students 

 

Increase students participation in summer school and/or other extended learning programs by funding transportation (these 
funds are subject to the supplement, not supplant requirements). 

 

Address fundamental teaching and learning needs in the schools and the specific academic problems of low-achieving students  

Incorporate strategies to promote effective parental involvement in the school  

Incorporate activities that support schools improvement plans.  

TOTALS  
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List how the Title VI, Part B funds were used to address the needs of the district, the action taken by the district 
in order to address those needs, and the method of evaluation and the outcome of those actions.  Please 
include documentary evidence of outcomes. 

Identified Need Action Method of Evaluation Outcomes Funding 

     

     

     

 
If applicable, list the instructional services and staff paid with Title VI, Part B funds. 

Vendor 
Description of Services 
Purchased 

Location  
(i.e. School, Central Office) 

Grades Served Amount 

     

     

     

Personnel Position 
Location  
(i.e. School, Central Office) 

Grades Served Amount 

     

     

     

     

 
If applicable, list the non-instructional services paid with Title VI, Part B funds. 

Vendor 
Description of Services 
Purchased 

Location  
(i.e. School, Central Office) 

Grades Served Amount 
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Please provide evidence that supports the district’s compliance with each of the following indicators 

COMPLIANCE INDICATOR EVIDENCE OF COMPLIANCE 

Did the LEA ensure that Title VI, Part B funds were used only to supplement the 
funds that would, in the absence of such Federal funds, be made available from 
non-Federal sources, and not to supplant such funds?  Section 6232 

Summary of all evidence 
Expenditure Reports 
Budgets 

Is it evident that Title VI, Part B budgets and expenditures are: a) allocable; b) 
reasonable and necessary; c) meets the intent and purposes of Title I, Part A 
statues and d) is aligned with the approved application on file at the SEA?   

Application for funding 
Evidence of expenditures (purchase orders, contracts, staffing, invoices, etc.) 
Other ______________ 

  
Is it evident that contracts and agreements for the Title VI, Part B products and 
services are made in accordance with applicable federal, state and local 
regulations and audit guidelines? 

Review of purchases, leases, agreements, contracts 
Review of Audit Reports 

  
 

 

 

COMPLIANCE INDICATOR EVIDENCE OF COMPLIANCE 

Are Title VI, Part B funds used to address needs that have been identified 
through a comprehensive needs assessment? 

Evidence of the process and results of the needs assessment reported related to Title 
VI 

Are the Title VI, Part B funds used to support programs that have specific 
measurable goals and objectives to be achieved that increase student academic 
achievement and/or decrease student dropout rates? 

Evidence that ties the use of the Title VI funds to specific measurable goals and 
objectives determined by the LEA 

If the LEA has not made adequate yearly progress (AYP) for the past three years, 
does the LEA use all of its funds for School Improvement?  Title VI Section 
6224(e) 

Evidence of AYP Improvement Plan and Implementation Plan 

Are all teachers funded with Title VI, Part B funds certified and highly qualified 
for the subject/area in which they teach? 

List of teachers funded with Title VI, Part B funds 
Credentials of each teacher 
Highly qualified worksheet for each teacher 

Is all equipment purchased with Title VI, Part B funds identified with a Title VI 
label? 

Evidence of purchases 
 

 

 
 

VI. SIGNATURES   
 

 Appropriate certifying signatures and team members 
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SAMPLE – END OF THE YEAR REPORT 
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SAMPLE - SCHOOL ANNUAL REVIEW 
(Courtesy of Walton County) 
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BVIB-1 
 

EXAMPLES OF 

EVIDENCE  
 

PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED FOR 

INFORMATIONAL PURPOSES ONLY. 
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Compliance Item BVIB-1: Any Local Educational Agency (LEA) that receives funds under this 
subpart shall implement activities related to the Targeted Goals and Objectives listed in the approved 
Title VI, Part B Application.  

 
Section 6223(b), P.L.107-110 
 

Evidence Example Documents 
Comprehensive Needs Assessment  (2012-
2013): 
 
Evidence that a Comprehensive Needs 
Assessment (CNA) was actually implemented to 
determine the needs to be funded with Title VI 
funds. 
 
Description of the local education agency’s 
process or procedures for conducting an annual 
comprehensive needs assessment (CNA) to 

determine the needs to address with Title VI 

funds.   The process should include a description 
of the educational data sources (such as state 
assessment, school grades, annual learning 
gains, graduation data, dropout data, FCAT 
scores, etc.) and surveys (parent, staff, student, 
community, other stakeholders, etc.) used to 
develop an overall picture of the needs of the 
targeted population(s).  
 
Written analysis of data or summary of CNA’s 
results.   
 

Comprehensive Needs Assessment  
(2012-2013): 
 
Copy of LEA’s Comprehensive Needs 
Assessment (CNA) used to identify students’ 
needs. 
 
 
Written analysis of data or summary of CNA’s 
results that includes the following information.   
 

 Review Committee:  List the committee 
members involved in the evaluation of this 
program.  Identify positions or titles of 
committee members. 
 

 Identified Needs:  What were the 
identified needs of the organization from 
the comprehensive needs assessment as 
they correlate to this program?  The district 
level evaluation should include a review of 
the reserved funds when evaluating Title VI, 
Part B. 
 

 Strategies to Address Needs:  What 
strategies were implemented to address the 
identified need(s) as noted in the district 
and/or school improvement plan(s)? 
 

 Expenditure:  What were the total funds 
from this program used to implement the 
strategy or initiative? (If funds were 
coordinated with other federal ESEA funds, 
include only the amount of funds from this 
source on this worksheet and document the 
other program on the respective 
worksheet.) 

 

 Data:  What data was used to measure the 
impact? 
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Evidence Example Documents 

  Impact:  As you compare the identified 
needs to the established performance 
objectives in the district and/or school 
improvement plans, what change occurred?  
Did the activity accomplish what was 
expected?  If yes, why? If no, why not? 
 

 Recommendations:  What are the 
committee's recommendations to continue, 
alter, or discontinue the initiative? 
 

 Required Data to Complete Program 
Evaluation:  Comprehensive needs 
assessment, district or school improvement 
plan, student achievement data, and budget 
report are the minimum data sources. 
 

 Possible additional data:  
Implementation data would be data 
collected to measure the fidelity of action or 
strategy accomplishment such as sign-in 
sheets, meeting minutes, completed 
documents, or results from perceptual 
surveys or focus groups.  Impact data 
measures the change over time for the 
implementation of the action or strategy. 

 
Strategies Implementation  (2012-2013): 

Evidence that strategies in the application were 
or are being implemented for the current school 
year  

 educational activities for students 

 professional development activities 

 dropout prevention activities 

 activities implemented to increase 
graduation rate 

Budget/Expenditure Reports  

Title VI, Part B Application (do not upload) 

Strategies Implementation  (2012-2013): 
 
Evidence that supplemental educational 
activities designed for students as described 
in the program application are being 
implemented:  

 copies of activities schedules or 
calendar of events (include location of 
activities, dates, etc.) 

 copies of participants sign-in sheets for 
each location where Title VI activity is 
implemented 

 copies of planning meetings agendas 
and minutes/notes 

 evidence of monitoring activities 
implemented as described in project 
application  

 written summary of monitoring results  
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Evidence Example Documents 

 Evidence that the  professional development 
activities identified in the program application are 
being implemented, if applicable: 

 copy of scheduled events – (professional 
development related to or in support of 
activities indicated in approved application 
and other school improvement 
activities/strategies implemented) 

 Listing of professional development 
provided (locations or mode in which PD 
was provided) 

 copy of participants’ sign-in sheet for each 
professional development activity provided 

 written evaluation or summary of activities 
implemented  

 evidence of monitoring activities 
implement as described in project 
application 

 
 
Evidence that dropout prevention 
activities/programs, are being implemented as 
described in the program application, if 
applicable. 

 Address elements as described under 
educational activities above 

 
Evidence that activities to support the 
graduation issues identified in approved 
application are being implemented, if applicable 

 evidence of implementation of credit 
recovery or credit accrual programs as 
described in Title VI program application 

 description that identify activities 
accessibility, students’ pre- and post-data 
status 

 evidence that support targeted students’ 
enrollment versus students’ actual 
participation in activity 

 evidence of frequency and duration of 
activities implemented 

 evidence of evaluating outcome - end of 
the year results/reports 
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Evidence Example Documents 

Budget/Expenditure Reports (2012-
2013): 
 
Evidence of Title VI funds utilized to provide 
activities or strategies identified in project 
application   

Evidence that ties the use of Title VI, Part B 
funds to specific measurable goals and objectives 
determined by the LEA 

Budget/Expenditure Reports  (2012-2013): 

 copies of school level budgets and expenditure 
reports to support Title VI purchases 
identified in project application 

 copies of LEA level budget and expenditure 
reports 

 copy of latest LEA budget summary of 
expenditures for Title VI, Part B (FA-399) 

 copies of purchase orders and invoices to 
support Title VI purchases identified in project 
application 

 copies of contracts, service agreements, 
licensing of equipment for the provision of 
services related to the activities identified in 
approved application, if applicable 

 provide evidence that Title VI funds are used 
to address the needs of disadvantaged 
students  

Disseminating, Marketing or Reporting 
(2012-2013): 
 
Evidence of Disseminating, Marketing or 
Reporting information regarding the 2012-
2013 Title VI program and evaluation 
results 

Identification of stakeholders notified  

Disseminating, Marketing or Reporting 
(2012-2013): 
 
Copies of dated correspondence/notifications 
used to disseminate, market or report information 
on the Title VI program and its outcome.  
Examples of notification formats: 
 

 Letters (LEA or school letterhead) 

 LEA and/or schools newsletters, flyers, 
brochures, etc. 

 e-mails or other written communication 
with subject matter indicated 

 school board meetings agendas, minutes 
and attendees (or copy of publicly 
advertised school board minutes) 

 principal meetings/minutes 

 school staff meetings/minutes and 
attendees 

 school advisory committee (SAC) 
meetings/minutes and attendees 

 district advisory committee (DAC) 
meetings/minutes and attendees 

 parent teacher organization meeting (PTO) 
minutes and attendees 

 participants’ attendance logs or sign-in 
sheets to meeting in which Title VI was 
discussed 

 evidence of notification regarding the 
location of application, reports, etc  
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Evidence Example Documents 

  Evidence of the display of information at 
school level parent centers or other school 
locations 

 News articles, etc. 

 Copy of meetings handouts, power-point 
presentations, etc 

 backpacks (dated notices sent by students) 

 LEA or schools websites (include website 
address or link) 

 
 Copies of meeting agendas and minutes in which 

Title VI is identified as a topic of discussion 
 
Evidence of disseminating notifications via 
multiple methods, if applicable 
 
If applicable, copies of notification provided in a 
format and/or language that parents can 
understand 
 

Students Outcomes (2012-2013) 
 
Evidence of Disseminating, Marketing or 
Reporting information regarding students 
outcomes  

 

Students Outcomes (2011-2012): 
 
Copies of dated correspondence/notifications 
used to disseminate and report information 
regarding students outcomes as a result of the 
activities implemented as described in Title VI 
application 
 

 Copies of any letters (LEA or school 
letterhead) regarding students 
participation in Title VI funded activities 

 Copies of notifications to parents 
regarding individual student’s progress 
(progress reports, report card, weekly 
progress notices, etc.) 

 Copies of notifications to parents 
regarding overall students progress 

 Copies of notifications to parents 
regarding the Title VI program and 
activities funded 

 Copies of notifications to other 
stakeholders (community, schools staff, 
LEA staff, SEA) regarding the Title VI 
programs and the activities implemented 
and the results of activities implemented 

 Copy of disseminating FCAT Reports made 
available through FDOE reports for 
individual students and schools that are 
sent to the LEA 

 Copies of News articles released by the 
LEA for overall student and school results 
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Evidence Example Documents 

  Proof of (annual) dissemination of SPAR 
reports  

 Proof of (annual) dissemination of district 
report cards 

 Copy of notification of websites or web 
address for schools or district information 
regarding school grades, NCLB, etc. 

 Copies of scheduled meeting with parents 
one-on-one or parent conferences or other 
venue in which student information is 
provided  

 
 Evidence of disseminating notifications via 

multiple methods 
 
If applicable, copies of notification provided in a 
format and/or language that parents can 
understand 

Program Outcomes (2011-2012): 
 
Evidence of Disseminating, Marketing, or 
Reporting of program outcomes (2012-2013) 
 
 

 

Program Outcomes (2011-2012): 
 
Copies of dated correspondence/notifications 
used to disseminate and report information 
regarding program outcomes  
 

 See other means of dissemination as 
discussed in above evidence for 
disseminating, marketing and reporting 
regarding Title VI  

 Evidence of disseminating notifications via 
multiple methods 

 Copies of meetings agendas and minutes in 
which Title VI was included 
 If applicable, copies of notification 

provided in a format and/or language 
that parents can understand 

 
 
Note:  If documents previously uploaded satisfy multiple indicators, please make a note and 
do not re-upload. 
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BVIB-1 
 

SAMPLE DOCUMENTS 
 
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE SAMPLES ARE PROVIDED FOR 

INFORMATIONAL PURPOSES ONLY. 
 

 Comprehensive Needs Assessment (CNA) Tool and Summary - Sample 

 Data Collection Guide for Needs Assessment 

 Dropout Prevention Strategies - Description 

 

 Evidence of Activities/Strategies Implementation 

o Graduation/Credit Recovery or Credit Accrual – (Walton) 

o Student participation – Credit Recovery – (Walton) 

 

Samples 

 Professional Development – 

o Contractual Agreements - Walton 

o Purchase Order reflecting the use of funds for activities identified in approved application – 

(Walton, Madison) 

o Reading Coaches – Agreements (Walton) 

 

 

 Dissemination, Marketing, and Reporting 

o LEA and Schools Website (Walton, Hendry, Columbia, Highlands) 

o School staff meetings, principal meetings, school board meetings, DAC and SAC meetings 

o Suwannee District Schools – Federal Programs Newsletters – (District Website:  

http://suwannee.schooldesk.net/Departments/FederalPrograms/tabid/7265/Default.aspx) 
 

 Technical Assistance, Meetings, etc 

 

 Classroom Observation Summary (Walton)

http://suwannee.schooldesk.net/Departments/FederalPrograms/tabid/7265/Default.aspx
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BVIB-1 - SAMPLE DOCUMENT COMPREHENSIVE NEEDS ASSESSEMENT 
 

Creating the School Profile—Student Needs 

Factor Data Measures of Data 

Student Needs Source 
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1. How well are students achieving on state assessments—in general, 
in identified subgroups, and individually?       

2. Individualize student achievement as is appropriate (All students, 
ethnicity, economically disadvantaged, gender, special program 
groups such as Title I, Part A, ELLs. Migrant, at-risk, homeless, etc) 

     

3. Are there measurable goals for achievement that are known by 
parents, teachers, and students?      

4. How does the school identify individual student needs?      

5. What are the student mobility rates?  Dropout rates? Attendance 
rates? 

     

6. What, if any, significant disciplinary problems exist in the school?      

7. What intervention process is in place to ensure that students’ 
educational needs are met in a timely manner? 

     

8. Does the school have indicators of student success that are not 
academic? If so, what are they, and how are they assessed? 

     

9. Did the school make AYP last year? In prior years? If not, why?      

Adapted from USDOE’s Designing Schoolwide Programs, Non-Regulatory Guidance, 2006 
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Creating the School Profile—Curriculum and Instruction 
Factor Data Measures of Data 

Curriculum and Instruction Source 
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1. How do staff members express high expectations for student 
achievement? 

 

 Is the curriculum aligned with the state’s challenging academic 
content standards? 

 How are high expectations set in subjects for which the state 
has not established standards? 

 Have teachers participated in a curriculum alignment process? 

     

2. What instructional materials are used in the school?  
Are they up-to-date, and do they reflect the state's academic 
content standards? 

     

3. Is there scientifically-based research that supports the curriculum 
and the instructional program being used in the school? 

     

4. What assessment instruments, including diagnostic assessments, 
are routinely used to measure student achievement?   

     

5. What role do teachers play in deciding what assessments will be 
used to measure student achievement? 

     

6. How are assessment results used?       

7. Is instructional technology available to all students?  

 Do teachers integrate technology into teaching? 

     

8. Does the school evaluate curriculum and instruction to determine 
whether they address the needs of all students?  

 
 

    

Adapted from USDOE; Designing Schoolwide Programs, Non-Regulatory Guidance; March 2006. 
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Creating the School Profile—Professional Development 

Factor Data Measures of Data 

Professional Development Source 
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1. Are all teachers and instructional paraprofessionals highly 
qualified? 

     

2. Is there a process to determine the professional development 
needs of teachers? 

     

3. What kinds of professional development are offered to teachers? 
To paraprofessionals? To other staff? 

     

4. Is professional development voluntary or mandatory? 

 To what degree does staff participate? 

     

5. Is professional development related to classroom instruction?      

6. How frequently is professional development offered? 

 What follow-up activities take place? 

 Is the professional development ongoing and incorporated into 
the day-to-day routine of the staff? 

     

7. Do teachers have the opportunity to collaborate as team members 
and/or mentors during these sessions? 

     

8. Who provides professional development (e.g., school district, SEA, 
regional laboratory, etc.)? 

 Are external resources (e.g., expert practitioners, regional 
laboratories, representatives of higher education institutions, SEA 
staff, etc.) used to provide staff development for the school? 

 How often does this occur? 

     

9. Does the daily teacher schedule allow for common planning time 
across grade levels and content areas? 

     

10. How is professional development evaluated and mid-course 
corrections made if needed? 

     

Adapted from USDOE; Designing Schoolwide Programs, Non-Regulatory Guidance; March 2006. 
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Creating the School Profile—Family and Community Involvement 

Factor Data Measures of Data 

Family and Community Involvement Source 
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1. Do teachers routinely communicate with parents (formally and 
informally) about the academic progress of their children? 

     

2. How parents and the community are involved in activities that 
support student learning? 

     

3. How does the school involve parents and the community in school 
governance decisions? 

     

4. Are health and human services available to support students and 
their families?  

     

5. Are translators and written communications available for families 
who speak languages other than English? 

     

6. Does the school or district offer adult education programs?      

7. Does the school partner with local businesses to enhance its 
educational program? 

     

8. How does the community view the school?  
 

    

9. How is the effectiveness of parent and community involvement 
strategies evaluated and revised, as needed? 

     

Adapted from USDOE; Designing Schoolwide Programs, Non-Regulatory Guidance; March 2006. 
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Creating the School Profile—School Context and Organization 

Factor Data Measures of Data 

School Context and Organization Source 
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1. Does the school have a vision and a mission statement? 

 Are they widely known and understood? 

 Is the vision periodically reviewed to determine if it meets the 
needs of the school? 

     

2. Is the entire school staff involved in decisions about school 
operations? How? 

     

3. Is the school safe and orderly?      

4. What disciplinary policies exist, and how are these policies 
enforced? 

     

5. What is the school climate? 

 Are staff and student morale high? 

     

6. How is the school managed?      

7. What role(s) does the principal play? 

 Is he or she viewed primarily as an instructional leader? 

 A business manager? A disciplinarian? 

     

8. How is the school budget determined, and how are priorities set?       

9. How are all resources (funds, time, personnel, etc) currently 
allocated? 

     

10. How are the financial resources prioritized to meet the needs of 
the school?  

     

11. Does the school currently operate with one written plan?  

 Was the plan developed collaboratively? 

 Is the plan followed? 

     

12. Overall how much progress has the school made in the last year? 
In the last two years?  

     

Adapted from USDOE; Designing Schoolwide Programs, Non-Regulatory Guidance; March 2006. 
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BVIB-1 - SAMPLE DOCUMENT ___ 
DATA COLLECTION GUIDE FOR NEEDS ASSESSEMENT 

 

Data Collection Guide
1
 

 
  Use for the needs assessment and also the evaluation 

 
The following chart is designed to help the school planning team collect and manage information collected for the comprehensive needs assessment.  Fill in specific sources 
of information you have from current sources, then list any additional information you need to collect.  Make sure that you have sufficient data to make judgments about 
the status of each focus area.  
 

Methods of Data 
Collection 

Student Achievement Curriculum and Instruction High-quality Professional 
Development 

Family and Community 
Involvement 

School Context and 
Organization 

Self Assessment 
 

     

Observations 
 

     

Interviews and/or 
Surveys 
 

     

School Records 
 

     

Group Discussions 
 

     

Evaluation/Data 
Reports 
 

     

Student Work 
 

     

Other Information 
 

     

USDE, 2006, Designing Schoolwide Programs: Non-Regulatory Guidance, p.47.]

                                                 
1
 This tool was adapted from a chart originally published in Implementing Schoolwide Programs: An Idea Book on Planning, Volume 1, U.S. Department of Education, Washington, D.C., 1998, 

with permission from WestEd. 
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BVIB-1 - SAMPLE DESCRIPTION 

DROPOUT PREVENTION STRATEGIES 

15 Effective Strategies for Dropout Prevention 
The Basic Core Strategies 
 

 Mentoring/Tutoring 

Mentoring is a one-to-one caring, supportive relationship between a mentor and a mentee that is based on trust. Tutoring, also a 

one-to-one activity, focuses on academics and is an effective way to address specific needs such as reading, writing, or math 

competencies. 

 

 Service Learning 

Service learning connects meaningful community service experiences with academic learning. This teaching/learning method 

promotes personal and social growth, career development, and civic responsibility and can be a powerful vehicle for effective 

school reform at all grade levels. 

 

 Alternative Schooling 

Alternative schooling provides potential dropouts a variety of options that can lead to graduation, with programs paying special 

attention to the students’ individual social needs and the academic requirements for a high school diploma. 

 

 After School Opportunities 

Many schools provide after-school and summer enhancement programs that eliminate information loss and inspire interest in a 

variety of areas. Such experiences are especially important for students at risk of school failure. 

 

 

Early Interventions 

 Early Childhood Education 

Birth-to-three interventions demonstrate that providing a child educational enrichment can modify IQ.  The most effective way 

to reduce the number of children who will ultimately drop out is to provide the best possible classroom instruction from the 

beginning of their school experience. 

 

 Family Engagement 

Research consistently finds that family involvement has a direct, positive effect on children’[s achievement and is the most 

accurate predictor of a student’s success in school. 

 

 Early Literacy Development 

Early interventions to help low-achieving students recognize that focusing on reading and writing skills is the foundation for 

effective learning in all subjects. 

 

 

Making the Most of Instruction 

No sustained and comprehensive effort to keep students in school can afford to ignore what happens in the classroom. 

Strategies that produce better teachers, expand teaching methods to accommodate a range of learning styles, take advantage of 

today’s cornucopia of technological resources, and meet the individual needs of each student can yield substantial benefits.  

 

 Professional Development 

Teachers who work with youth at high risk of academic failure need to feel supported and need to have an avenue by which they 

continue to develop skills, techniques, and learn about innovative strategies. 
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15 Effective Strategies for Dropout Prevention (continued) 

 

 Active Learning 

When educators show students that there are different ways to learn, students find new and creative ways to solve problems, 

achieve success, and become lifelong learners.  

 

 Educational Technology 

Technology offers some of the best opportunities for delivering instruction that engages students in authentic learning, 

addresses multiple intelligences, and adapts to student’s learning styles. 

 

 Individualized Instruction 

A customized individual learning program for each student allows teachers flexibility with the instructional program and 

extracurricular activities. 

 

 

Making the Most of the Wider Community 

Students who come to school bring traces of a wider community; when students leave school, either before or after graduation, 

they return to that community. It’s impossible to isolate “school”• within the walls of the school building. Effective efforts to 

keep students in school take advantage of these links with the wider community. 

 

 Systemic Renewal 

Systemic renewal calls for a continuing process of evaluating goals and objectives related to school policies, practices, and 

organizational structures as they impact a diverse group of learners. 

 

 School-Community Collaboration 

When all groups in a community provide collective support to the school, a strong infrastructure sustains a caring environment 

where youth can thrive and achieve.  

 

 Career and Technical Education 

A quality guidance program is essential for all students. School-to-work programs recognize that youth need specific skills to 

prepare them for the larger demands of today’s workplace. 

 

 Safe Schools 

A comprehensive violence prevention plan, including conflict resolution, must deal with potential violence as well as crisis 

management. Violence prevention means providing daily experiences at all grade levels that enhance positive social attitudes 

and effective interpersonal skills in all students. 

 

NOTE:  The strategies were developed by Dr. Jay Smink, Executive Director of the National Dropout Prevention Center at 

Clemson University, the associates of the Center and Mr. Franklin Schargel. They have been recognized by the U.S, Department 

of Education and the National Education Goals Panel as “the most effective strategies to help prevent school dropouts.”• 
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EVIDENCE OF ACTIVITIES IMPLEMENTATION 
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EVIDENCE OF PROFESSIONAL DEVELOPMENT/ STAFF DEVELOPMENT SUPPORT 
INSTRUCTIONAL SUPPORT/PROFESSIONAL DEVELOPMENT 
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 SCHEDULE OF ACTIVITIES 
 

 



77 | P a g e  
Sept  2013 

 



78 | P a g e  
Sept  2013 

 



79 | P a g e  
Sept  2013 

 



80 | P a g e  
Sept  2013 

 

DISSEMINATION/MARKETING/REPORTING 
LEA WEBSITE 
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DISSEMINATION/MARKETING/REPORTING 
LEA WEBSITE 
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HTTP://WWW.HENDRY-SCHOOLS.ORG/EDUCATION/COMPONENTS/SCRAPBOOK/DEFAULT.PHP?SECTIONDETAILID=15523&   

http://www.hendry-schools.org/education/components/scrapbook/default.php?sectiondetailid=15523&
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TECHNICAL ASSISTANCE 
ALSO DISSEMINATION AND REPORTING 
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SUWANNEE COUNTY SCHOOL DISTRICT – FEDERAL PROGRAMS 
UPDATE NEWSLETTER 

http://suwannee.schooldesk.net/Departments/FederalPrograms/tabid/7265/Default.aspx 
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BVIB-1 - SAMPLE DOCUMENT 
BUDGET/EXPENDITURE REPORTS 

 
BUDGET REFLECTING EXPENDITURE FOR MATERIALS/SUPPLIES TO SUPPORT NEED IN APPLICATION 
 
NEED STATEMENT 1:   
Based on 2009 FCAT results, only one subgroup met state proficiency target in Reading and no subgroups met state proficiency 
in Math.  The LEA needs to increase the proficiency of student s in all subgroups to meet the state target in both Reading and 
Math in the upcoming school year. 
 
ACTIVITIES TO BE IMPLEMENTED:  

 Disaggregate data to determine target students (Level 1 and Level 2) in Reading and Math 

 Utilize District RTL Specialist/Instructional Coach to assist School Based Instructional Coaches on monitoring students’ 

progress utilizing assessment data, etc. (6300-130 – Salary; 6300-210-240 - benefits) 

 Provide monthly Professional Development to teachers in strategies in reading and math (along with other resources 

from FLDOE Bureau of School Improvement (no cost to program) 

 To increase reading scores, individual independent reading will be encouraged by establishing reading goals and 

increasing the book collection in the libraries, and creating classroom libraries in content areas to enhance student 

independent reading and to increase reading and math scores. (5100 – 610/612; 6300-612) – Below the arrows Ties 

expenditures to budget in application which ties budget line items to Need Statement. 
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SAMPLE INDEX PROVIDED BY LEA FOR  
COMPLIANCE DOCUMENTS  
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SAMPLE - INVOICE 
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SAMPLE - INVOICE 
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SAMPLE – INVOICE 
 
 

 



110 | P a g e  
Sept  2013 

 

 SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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SAMPLE CONTRACTUAL SERVICES AGREEMENTS 
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IVIB-1 
 

EXAMPLES OF 

EVIDENCE  
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED FOR 

INFORMATIONAL PURPOSES ONLY. 
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Compliance Item IVIB-1: Any Local Educational Agency (LEA) that receives funds under this subpart 

shall use those funds to supplement, and not supplant, any other federal, state, or local education funds. 

Section 6232, P.L.107-110 
 

Evidence Example Documents 

Budget/Expenditure Reports (2012–
2013):  

LEA budget/expenditure reports for Title VI 
expenditures 

School budget/expenditure reports for schools 
implementing Title VI, Part B activities 

List of schools in which Title VI activities or 
strategies are being implemented  

Budget/Expenditure Reports (2012–2013):  
 

 copies of school level budgets and expenditure 
reports  

 copies of LEA level budget and expenditure 
reports 

 copy of latest LEA budget summary of 
expenditures for Title VI, Part B (FA-399) 

 copies of purchase orders and invoices funded 
with Title VI 

 copies of contracts, service agreements, 
licensing of equipment funded by Title VI, if 
applicable 

 listing of schools and each Title VI funded 
activity or strategy being implemented at each 

 
LEA Budget/expenditure reports showing 
evidence of purchases charged to Title VI, Part 
B to support approved activities or strategies 
 
 

Purchases charged to Title VI, Part B to support 
approved activities - Supporting documents such 
as: 

 Purchase orders and invoices for supplies  

 Purchase orders and invoices for equipment 

 Contracts, service agreements and/or 
Licensing  

 Positions or staff providing Title VI 
strategies or activities 

Note:  If evidence indicated for this 
compliance item is located under a previous 
indicator – please provide cover sheet 
identifying the name of the document, the 
evidence that it supports and the compliance 
item number where it is located. 

 LEA expenditure reports for schools in 
which Title VI, Part B funds are not 
identified in the approved application as 
implementing supplemental educational 
activities funded by the program.  
(randomly selected if applicable) 

Property and Inventory (2012–2013): 
 
LEA’s Property or Inventory Policy or 
Procedures or Property Control Handbook 
 
LEA expenditure reports for property or 
equipment or purchases made with Title VI, 
Part B funds 
 
LEA’s Property or Inventory Reports 

 

 

Property and Inventory (2012–2013): 
 
Copy of LEA’s Property or Inventory 
Procedures or Policy related to property 
purchased with federal funds or Copy of Property 
Control Handbook 
 
Copy of Title VI purchases or expenditures for 
property or equipment 
 
Evidence that physical inventory of all property 
is conducted at least annually.  Report should 
include at a minimum: 

 Description of property (make, model 
number, manufacturer, etc.) 
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 Serial or other identification number 

 Acquisition date 

 Cost or value 

 Condition 

 Physical Location 

 Funding source 

 Disposition date if applicable 

 Name of Custodian (or delegate) 

 Date of last inventory and condition of the 
item on that date  

 Date and method of disposition, as 
applicable 

 
Note:  This applies to any property or 
equipment purchased with Title VI funds 
throughout the years; not just the current year. 

 
Note:  If documents previously uploaded satisfy multiple Indicators, please make a note and 
do not re-upload.   
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IVIB-1 
 

SAMPLE DOCUMENTS  
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED FOR 

INFORMATIONAL PURPOSES ONLY. 
 

 

 INVENTORY PROPERTY POLICY/PROCEDURES 

 SAMPLE INVENTORY CONTROL REPORT
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IVIB-1 - SAMPLE  
 

INVENTORY/PROPERTY PROCEDURES 
_____________COUNTY SCHOOL DISTRICT 
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IVIB-1 - SAMPLE DOCUMENT  

INVENTORY/PROPERTY REPORT 
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IVIB-2 
 

EXAMPLES OF 

EVIDENCE  
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED FOR 

INFORMATIONAL PURPOSES ONLY. 
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Compliance Item IVIB-2: Any Local Educational Agency (LEA) that receives funds under this 
subpart shall maintain records and documentation that grant funds are being used only for defined 
authorized purposes.  The funds must be used consistent with authorized use of federal funds and 
must be used to address the needs of disadvantaged students. The funds must be used consistent with 
authorized use of federal funds and must be used to address the needs of disadvantaged students.    

Section 6222(a), P.L.107-110; Section 6224, P.L. 107-110;  

Evidence Example Documents 

Evidence that activities or strategies 
selected are consistent with authorized 
use of federal funds and are being used to 
address the needs of disadvantaged 
students.   
 

 Teacher recruitment and retention, including 
the use of signing bonuses and other 
financial incentives;  

 Teacher professional development on the 
Common Core State Standards; 

 Teacher professional development on the 
utilization of technology to improve 
teaching;  

 Teacher professional development to 
support quality instruction for students with 
disabilities;  

 Teacher professional development to 
support quality instruction for English 
language acquisition; 

 Educational technology, including software 
and hardware, to support digital curriculum; 

 Parental involvement activities;  

 Activities authorized under the Safe and 
Drug-Free Schools program under part A of 
Title IV;  

 Activities authorized under part A of Title I; 
and 

 Activities authorized under Title III. 
 

Evidence that strategies in the application 
were or are being implemented  

 educational activities for students 

 professional development activities 

 dropout prevention activities 

 activities implemented to increase 
graduation rate 

 support of the needs of disadvantage 
students 

Documentation that supplemental 
educational activities designed for students 
were implemented:  
 

 copies of activities schedules or calendar of 
events (include location of activities) 

 copies of participants sign-in sheets for each 
location where Title VI activity is 
implemented 

 copies of planning meetings agendas and 
minutes/notes 

 evidence of monitoring activities 
implemented as described in project 
application  

 written summary of monitoring results  
 

Documentation that professional 
development activities were implemented: 
 

 copy of scheduled events – (professional 
development related to or in support of 
activities indicated in approved application 
and other school improvement issues) 

 Listing of professional development 
provided (locations or mode in which PD 
was provided) 

 copy of participants’ sign-in sheet for each 
professional development activity provided 

 written evaluation of data analysis 
 

Documentation that dropout prevention 
activities/programs were implemented, if 
applicable 
 
See Appendix BVIB-1 - Example for suggested 
strategies for dropout prevention 
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Evidence Example Documents 

Evidence of implementation of strategies 
or activities as identified  
 

 Support public school choice activities 
and/or supplemental education services 
(SES) 

 Incorporate scientifically based learning 
in core academic subjects 

 Identify and implement strategies that 
have the greatest likelihood of improving 
student achievement 

 Address professional development needs 
of instructional staff in supporting 
activities being implemented 

 Incorporate, as appropriate, before and 
after school and summer supplemental 
student academic improvement 
programs for low achieving students 

 Increase students participation in 
summer school and/or other extended 
learning programs by funding 
transportation (these funds are subject to 
the supplement, not supplant 
requirements). 

 Address fundamental teaching and 
learning needs in the schools and the 
specific academic problems of low-
achieving students 

 Incorporate strategies to promote 
effective parental involvement in the 
school 

 Incorporate activities that support an 
improvement plan developed under 
Section 1116 

Title VI, Part B Application (do not upload) 
 

Evidence of the implementation of activities 
to support the graduation issues identified 
in approved application, if applicable 
 

 evidence of the implementation of credit 
recovery or credit accrual programs as 
described in Title VI program application 

 description that identify activities 
accessibility, students’ pre- and post-data 
status 

 evidence that support targeted students’ 
enrollment versus students’ actual 
participation in activity 

 evidence of frequency and duration of 
activities implemented 

 evidence of evaluating outcome - end of the 
year results 

Budget/Expenditure Reports (2012-
2013):  
 
Evidence of Title VI funds utilized to provide 
activities or strategies identified in project 
application 

Evidence, if applicable, the use of Title VI funds 
to support approved activities identified under 
Title IV, Part A (Safe and Drug-Free Schools and 
Communities), Title III (Language Instruction 
for Limited English Proficient and  

Budget/Expenditure Reports (2012-2013):  
 

 copies of school level budgets and expenditure 
reports to support Title VI purchases identified 
in project application 

 copies of LEA level budget and expenditure 
reports 

 copy of latest LEA budget summary of 
expenditures for Title VI, Part B (FA-399) 

 copies of purchase orders and invoices to 
support Title VI purchases identified in  
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Evidence Example Documents 
Immigrant Students) and Title I, Part A 
(Improving the Academic Achievement of the 
Disadvantaged) 

Evidence that ties the use of Title VI, Part B 
funds to specific measurable goals and objectives 
determined by the LEA 

 

project application 

 copies of contracts, service agreements, 
licensing of equipment for the provision of 
services related to the activities identified in 
approved application, if applicable 

 Evidence of use of Title VI funds to support 
teacher professional development, including 
programs that train teachers to use technology 
to improve teaching and t train teachers of 
student with special needs 

 Evidence, if applicable, the use of Title VI funds 
to support teacher recruitment and retention or 
signing bonuses and other financial incentives 

 Evidence, if applicable, the use of Title VI funds 
to support educational technology, including 
software and hardware, that meets the 
requirements of Part D or Title II (Enhancing 
Education Through Technology) 

 Evidence, if applicable, the use of Title VI funds 
to support parental involvement activities 

 

School Improvement Alignment (2012-
2013): 

Evidence of the correlation or alignment of 
activities with plans that support School 
Improvement 

School Improvement Alignment (2012-
2013): 
 
Written description of the correlation or alignment 
of activities or strategies with plans that support 
school improvement (i.e., DA school improvement 
plans)  
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IVIB-2 
 

SAMPLE DOCUMENTS  
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED 

AND MAY USE THEIR FORMS AND FORMATS.  THESE ARE SAMPLES PROVIDED FOR 

INFORMATIONAL PURPOSES ONLY. 
 
 

 School Improvement Correlation Checklist - Sample 
 Walton’s School Improvement Correlation Worksheet 
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IVIB-2 - SAMPLE DOCUMENT 
SCHOOL IMPROVEMENT CORRELATION CHECKLIST 

 
Title VI Need/Strategy or Activity implemented   Correlation to SIP  Correlation to DIAP 

 Teacher recruitment and retention 

 Teacher professional development to support 
o Common Core State Standards 
o Utilization of technology to improve teaching 
o Quality instruction for students with 

disabilities 
o Quality instruction for English language 

acquisitions 

 Educational technology 

 Parental involvement activities 

 Title IV, Part A activities 

 Title I, Part A activities 

 Title III, Part A activities 

Identify SIP Activity(ies) that 
correlates to the activity 
implemented under Title VI 

Identify DIAP Activity(ies) 
that correlates to the activity 
implemented under Title VI 

 Support supplemental education services (SES) 

 Incorporate scientifically based learning in core 
academic subjects 

 Identify and implement strategies that have the 
greatest likelihood of improving student 
achievement 

 Address professional development needs of 
instructional staff in supporting activities being 
implemented 

 Incorporate, as appropriate, before and after 
school and summer supplemental student 
academic improvement programs for low 
achieving students 

 Increase students participation in summer school 
and/or other extended learning programs by 
funding transportation (these funds are subject to 
the supplement, not supplant requirements). 

 Address fundamental teaching and learning needs 
in the schools and the specific academic problems 
of low-achieving students 

 Incorporate strategies to promote effective 
parental involvement in the school 

 Incorporate activities that support plans for school 
improvement 

Identify SIP Activity(ies) that 
correlates to the activity 
implemented under Title VI 

Identify DIAP Activity(ies) 
that correlates to the activity 
implemented under Title VI 
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IVIB-2 - SAMPLE DOCUMENT 
SCHOOL IMPROVEMENT CORRELATION CHECKLIST 

1. Review the Title I SIP/SWP/TA and/or DIAP to provide correlation.   
2. Insert the page number that corresponds to the documentation of each Component.   

Components of a School Improvement Plan/Schoolwide Plan (SIP/SWP/TA) SIP/DIAP 
Page # 

Implementation of a COMPREHENSIVE NEEDS ASSESSMENT to determine academic needs. 
 

 

HIGHLY EFFECTIVE ADMINISTRATORS  

HIGHLY EFFECTIVE INSTRUCTIONAL COACHES 
 

 

HIGHLY EFFECTIVE TEACHERS in all core content area classes 
 School-based strategies that will be used to recruit and retain high quality effective teachers to schools. 
 Implementation of teacher mentoring program 

 

 

COORDINATION AND INTEGRATION of federal, state and local services and programs/funds as is appropriate.  

TRANSITION SERVICES 
 Plans for assisting preschool children in the transition from early childhood programs to elementary schools.  
 Grades 6-12 
 High Schools 
 Postsecondary Transition 

 

 
 

EXPECTED IMPROVEMENTS 
 Reading Goals 

o Professional Development 

 

 Comprehensive English Language Learning Assessment (CELLA) Goals 
o Professional Development 

 

 Mathematics Goals/Algebra End-of-Course (EOC)/Geometry Goals 
o Professional Development 

 

 Science/Biology Goals 
o Professional Development 

 

 Writing Goals 
o Professional Development 

 

 

 Civics End-of-Course (EOC)/U.S. History/End-of-Course (EOC)/ Goals 
o Professional Development 

 

 Attendance Goal(s)  
o Professional Development 

 

 Suspension Goal(s)  
o Professional Development 

 

 Dropout Prevention Goal(s)  
o Professional Development 

 

 Parent Involvement Goal(s)  
o Professional Development 

 

 Science, Technology, Engineering, and Mathematics (STEM) Goal(s) 
o Professional Development 

 

 Career and Technical Education (CTE) Goal(s) 
o Professional Development 

 

 Additional Goal(s) 
o Professional Development 
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APPENDIX A 

 

SAMPLE COVERSHEET FOR DOCUMENTS 

Create a coversheet for each compliance item with the compliance item number and the date of the latest 

upload.  The LEA may also list the names of documents on the coversheet, but this is optional or the LEA may 

create a may create one coversheet that includes all compliance items/number, the title of the document(s) 

being uploaded to support that compliance item, indicate the date of the initial upload, and when applicable, 

the date LEA upload additional documents to support compliance item.  

 
Compliance 

Item 

Title of Compliance 

Document(s) 

Date of 

Initial 

Upload 

Title of New 

Compliance 

Document(s) 

Date of 

Revised or 

new 

Documents 

Compliance 

Item AVIB-1 

Identify each document and its 

purpose.  (i.e., Program Evaluation 

Tool(s) 

October 14, 

2012 

Identify the name of new 

or updated document 

 

 Identify each document and its 

purpose.  (i.e., Comprehensive Needs 

Assessment) 

October 14, 

2012 

Identify the name of new 

or updated document 

 

 Identify each document and its 

purpose.  (i.e., Student Assessments 

tools – i.e., LEA developed 

assessment, FAIR results, etc.) 

October 14, 

2012 

Identify the name of new 

or updated document 

 

 Identify each document and its 

purpose.  (i.e., Monitoring Tool(s) 

1. Name of tools used 

2. If a different tool was used for 

monitoring professional develop 

identify  

October 14, 

2012 

Identify the name of new 

or updated tool or 

document (i.e., updated 

Classroom Walk-through 

checklist related to PD) 

October 20, 

2012 

 Evidence of dissemination, marketing 

and reporting 

1. Identify the documents being used 

as evidence for each of the 

category required (Project 

Application, reporting student 

outcomes, reporting program 

outcomes, etc.) 

October 14, 

2012 

Identify the name of new 

or updated document 

 

Compliance 

Item BVIB-1 

Identify each document that is 

uploaded to support the compliance 

item (i.e., Schedules of tutoring 

activities for students, Log or rosters 

of participants for each activity 

implemented, i.e., PD) 

October 14, 

2012 

Identify the name of new 

or updated document 

(Calendar or events) 

 

October 20, 

2012 

Compliance 

Item IVIB-1 

__ LEA Budget Report 

__ School Budget 

__ District Property/Inventory Policy 

and procedures Manual (or excerpts) 

__ District Annual Inventory Report 

 

October 14, 

2012 

Identify the name of new 

or updated document 

 

Compliance 

Item IVIB-2 

School Improvement Correlation October 14, 

2012 

Identify the name of new 

or updated document  

October 20, 

2012 
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APPENDIX B 
 

SAMPLE FILE TREE 

 

 


