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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 *The following 
documents should be 
submitted to the 
Bureau of Federal 
Educational 
Programs, Title VI 
office by email. 
 
 Copy of previous 

year’s Program 
Evaluation  

 

 Comprehensive 
Needs Assessment 
(CNA) used to 
identify needs for 
current school year 

Title VI, Part B: 
Currently not 
applicable 
  

Onsite Monitoring: 
Uploads required for 
all compliance Items  
 
Desktop Monitoring: 
Uploads required for 
all compliance Items  
 

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

 understand expectations of monitoring 

 prepare for monitoring via an onsite visit/desktop review, self-evaluation or enhanced 

 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/core/fileparse.php/5622/urlt/0097905-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/core/fileparse.php/5622/urlt/0097905-leamontadoc.pdf).  

o Word Version of Work Papers  – http://www.fldoe.org/NCLB/nclb_monitoring.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/ 

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

http://www.fldoe.org/core/fileparse.php/5622/urlt/0097905-leamontadoc.pdf
http://www.fldoe.org/NCLB/nclb_monitoring.asp
http://www.fldoe.org/core/fileparse.php/5622/urlt/0097905-leamontadoc.pdf
http://www.fldoe.org/NCLB/nclb_monitoring.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/
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 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 Act.  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 its’ annual 
evaluation process of the Title VI program.  The LEA should provide a snapshot (to include 
how, who, why, what, when and where) of the entire process used to evaluate the overall 
program, for assessing the progress of meeting targeted goals and objectives, and for 
assessing the progress of students participating in Title VI funded activities/strategies.  
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: 

o 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. 

o 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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o 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.   

o 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. Descriptions of Documents to Support Compliance Items 
The following section presents each compliance item and provides a description of example documents 
that may be used as evidence to support compliance.  One or multiple documents may be needed to 
support compliance 
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DESCRIPTIONS OF 
DOCUMENTS 

TO SUPPORT 

COMPLIANCE ITEM 
 
 

AVIB-1 
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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 Title VI Performance 
Goals and Targeted Objectives as stated in the approved Title VI, Part B Application.   

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

NOTE:  This compliance Item addresses the previous year’s program (2014 – 2015). 
 

Evidence Example Documents 
Title VI Annual Program Evaluation (2014 – 
2015) 
 
Evidence of evaluation of previous year’s Title VI, 
Part B program 

 Of the overall 2014-2015 program 

 Of the progress toward meeting the targeted 
goals and objectives indicated in the 2014-
2015 program application 

 
Evidence of disseminating and reporting information 
regarding the annual evaluation report. 

Title VI Annual Program Evaluation Report 
(2014 – 2015) 
 

(Upload required for all LEAs) 
 
Copy of 2014-2015 Title VI Program Evaluation 
Report/Review of overall Title VI program to include: 
 
 
Evidence of communicating, disseminating and 
reporting information regarding the annual evaluation 
report.   
 
 
 
 
 

See Examples of Evidence 

Progress Monitoring (2014 – 2015) 
 
Evidence of implementing ongoing assessments 
to determine the progress of students 
participating in Title VI funded activities in 
meeting established program goals and 
objectives 
 

 Tutoring and other extended learning 
opportunities 

 Activities to increase graduation rate and 
reduce student dropout  

 Hiring of specific staff (i.e., graduation 
coaches) 

 Professional development  

 Use of Technology 

 Others, if applicable 

Progress Monitoring (2014 – 2015) 
 
Tool(s) used for determining the progress being 
made in meeting the targeted goal(s) and 
objective(s) as stated in the Title VI project 
application and amendments for schools and 
students participating in activities/strategies 
funded by Title VI 

 
 
 
 
 
 
 
 

See Examples of Evidence 
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Compliance Item AVIB-1 (continued) 
 

Professional Development (2014 – 2015) 
 
Evidence of professional development provided 
as described in project application 
 
 

Professional Development (2014 – 2015) 
 
List of professional development activities funded 
by Title VI with included related evidence such as: 
  

 Professional development schedules and/or 
calendar of events 

 Roster of participants for each activity 

 Purchases such as invoices, budget 
expenditures (LEA and schools), and other 
applicable expenditures  

 Evidence of monitoring and assessing 
teachers’ performance in demonstrating 
knowledge of the area(s) in which they 
teach and in implement teaching strategies 
in the classroom to students.  Such 
evidence may be in the form of: 
o Summary of classroom 

walkthroughs/observations  
o Site visit notes 
o Online teacher professional 

development activities 
o Written analysis of data or summary of 

results for activities implemented 

 Evidence of revising or revamping 
activities, if necessary 

 
See Examples of Evidence 

 

Monitoring (2014 – 2015) 
 
Evidence of ongoing monitoring of activities or 
strategies implemented as described in project 
application and to meet identified needs 
 
 
  

Monitoring (2014 – 2015) 
 
Tool(s) used to monitor or evaluate 
activities/strategies implemented during the 
previous school year to determine the effectiveness 
of activities/strategies in meeting established 
program goals and objectives 
 

 Student activities  

 Instructional staff 

 Professional development activities 

 Parent involvement activities, if applicable 

 Equipment/Technology 

 Graduation and dropout prevention 
activities 

 

Summary of principal/teacher classroom 
evaluations/observations 
 

Summary of parent surveys or input 
 
Evidence of revising or revamping activities, if 
necessary 

See Example of Evidence 
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Compliance Item AVIB-1 (continued) 

Technical Assistance (2014 – 2015) 

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

Technical Assistance (2014 – 2015) 

Dated documents such as copies of: 

 Meeting agendas (Title VI, Part B should be 
identified on agenda) 

 Meeting minutes/notes  

 Presentation materials including handouts 
and PowerPoint presentations  

 Meeting attendance logs or sign-in sheets 

 Emails in which subject matter is identified 

 Others, if applicable 
 
 

 
See Examples of Evidence 

Budget/Expenditure Reports (2014-2015) 

Evidence to support the use of Title VI funds for 
the approved activities/strategies identified in 
approved project application/amendments 

Evidence that ties the use of Title VI, Part B 
funds to specific measurable Title VI 
Performance Goals and targeted objectives as 
indicated by the LEA in the approved project 
application/amendments 

Budget/Expenditure Reports  (2014-2015) 

Evidence to support allocations and expenditures 
under Title VI such as:  

 LEA/School level budgets and expenditure 
reports to support Title VI purchases 
identified in project application 

 LEA budget summary of expenditures for 
Title VI, Part B (Note: Approved budget line 
items will be compared to the LEA’s final 
FA-399) 

 Purchase orders and invoices charged to 
Title VI 

 Salaries and Benefits 

 Contracts, service and rental agreements 
for equipment/technology funded for the 
provision of services related to the activities 
identified in approved application and 
amendments 

 Evidence, if applicable, to support the use 
of Title VI funds to implement parental 
involvement activities as supplemental 
(which do not supplant the PI requirements 
under other federal programs) 

 

See Examples of Evidence 
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Compliance Item AVIB-1 (continued) 
 

Evidence Example Documents 
Communication, Dissemination and 
Reporting - Project Application (2014–
2015) 
 
Evidence of communicating, disseminating and 
reporting information regarding the 2014-2015 

Title VI project application 
 
 

Communication, Dissemination and 
Reporting - Project Application (2014–2015) 
 
Copies of dated notifications sent to communicate 
and report information on the Title VI project 
application to appropriate stakeholders   
 
Examples of notification formats: 

 Letters (LEA or school letterhead) 

 LEA/Schools newsletters, flyers and 
brochures 

 Emails with subject matter indicated 

 School board meetings agendas/minutes 

 Principals meetings 

 School staff meetings/Agendas/Minutes, 
Participants 

 LEA/school advisory committee (i.e., SAC, 
DAC, PTO, PTA) meetings/Agendas/ 
Minutes/Participants 

 Notification to appropriate stakeholders 
regarding the location of program 
application and reports  

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

 News articles 

 Meetings handouts/PowerPoints and 
presentations 

 Backpacks (dated notices sent home with 
students to parents) 

 LEA or schools websites (include website 
address or link to document 

 
Evidence of communicating and reporting 
information via multiple methods, if applicable and 
as needed  
 
Evidence of communications provided in a format 
and/or language that parents can understand, if 
applicable and as needed 
 
 

See Examples of Evidence 
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Compliance Item AVIB-1 (continued) 
Evidence Example Documents 

Communication, Dissemination and 
Reporting - Project Application (2014–
2015) 
 
Evidence of communicating, disseminating and 
reporting information regarding students 
outcomes (2014-2015) 

 

Communication, Dissemination and 
Reporting - Project Application (2014–2015) 
 
Dated correspondence/notifications used to 
communicate and report information regarding 
students outcomes as a result of the activities 
implemented as described in Title VI application such 
as: 
 

 Notification (LEA or school letterhead) to 
parents regarding activities or strategies being 
implemented under Title VI 

 Notifications to parents regarding individual 
student’s progress (e.g. progress reports, 
report card, and weekly progress notices) 

 Notifications to stakeholders (community, 
schools staff, LEA staff, SEA) regarding the 
Title VI programs, overall students’ progress, 
activities implemented and the outcome of 
such activities 

 Evidence of Florida Standards assessment 
reports made available through FDOE reports  

 News articles regarding LEA students and 
school performance 

 Proof of (annual) dissemination of SPAR 
reports  

 Proof of (annual) dissemination of district 
report cards 

 Notification of websites or web addresses for 
schools or district information regarding 
school grades, AMOs data and state 
assessment data 

 Scheduled meeting with parents one-on-one 
or parent conferences or other venues in which 
student information is provided 

 
Evidence of communicating and reporting 
information via multiple methods, if applicable and as 
needed  
 
Evidence of communications provided in a format 
and/or language that parents can understand, if 
applicable and as needed 
 

See Examples of Evidence 
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Compliance Item AVIB-1 (continued) 
 

Evidence Example Documents 

Communication, Dissemination and 
Reporting - Project Application (2014–
2015) 
 
 
Evidence of communicating, disseminating 
and reporting program outcomes during 2014-
2015  
 

 

Communication, Dissemination and 
Reporting - Project Application (2014–2015) 
 
 
Dated notifications sent to communicate and 
report information regarding program outcomes  
 

 See description of evidence to support 
communicating and reporting strategies 
above. 
 
 
 
 
See Examples of Evidence 

 
 
 
Note:  If documents previously uploaded satisfy multiple indicators, please make a note and 
do not re-upload. 
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DESCRIPTIONS OF 
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TO SUPPORT 

COMPLIANCE ITEM 
 

 

BVIB-1 
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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 Title VI Performance Goals and Targeted 
Objectives listed in the approved Title VI, Part B Application.   Section 6223(b), P.L. 107-110 

 
NOTE:  This compliance item addresses the current program year (2015-2016.)  
 

Evidence Example Documents 
Comprehensive Needs Assessment (CNA)  
(2015-2016) 
 
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 
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, 
Florida Standards Assessment scores, and 
surveys) used to develop an overall picture of the 
needs of the targeted population(s) and/or 
schools. 
 
 
NOTE:  The CNA used to determine the needs 
to be served under Title VI may be in 
conjunction with a CNA developed as a 
requirement under other federal programs (i.e., 
Title I, Part A)  
 
 

Comprehensive Needs Assessment (CNA) 
(2015-2016) 

 
(All LEAs are required to upload this document.) 

 
LEA’s Comprehensive Needs Assessment 
(CNA) used to identify students’ needs.   
 
Written analysis of data or summary of results 
derived from CNA’s that includes at a minimum 
the following information: 
 

 Data:  What data was used to measure the 
impact? 

 Identified Needs:  What were the identified 
needs of the organization from the 
comprehensive needs assessment as they 
correlate to this program?   

 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 implemented in the 
previous year?  If yes, why? If no, why not? 

 As you compare the identified needs to the 
established performance objectives in the 
district and/or school past year’s performance, 
what change occurred?  Did the activity 
accomplish what was expected if implemented 
in the previous year?  If yes, why? If no, why 
not? 

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

 

See Examples of Evidence 

Title VI Performance Goal(s): 
Goal 1 - Decrease the proportion of the cohort of 
students 4th -10th grade scoring non-proficient on 
Florida Standards in reading, mathematics, and 
writing by 10 percent each school year. 
 
Goal 2 - Each participating LEA will decrease the 
proportion of all students scoring non-proficient on 
Florida Standards reading, mathematics, and writing 
by 10 percent each school year. 

Goal 3 - Cut the average gap between minority and 
non-minority 20 percent each school year. 

 

Goal 4 - Each participating LEA will decrease the 
proportion of high school students not earning a 
standard diploma by 10 percent each school year. 
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Compliance Item BVIB-1 (continued) 
 

Evidence Example Documents 
Activities/Strategies Implementation 
(2015-2016) 

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 to support increase in 
graduation 

 School Safety  
 Use of Technology 

Budget/Expenditure Reports  

Activities/Strategies Implementation 
(2015-2016) 
 
Evidence that supplemental educational 
activities designed for students as described in 
the program application are being 
implemented:  

 Schedule or calendar of Title VI funded 
activities/events (include targeted 
audiences, location, and dates) 

 Participants sign-in sheets for each Title 
VI activity implemented 

 Planning meetings agendas, 
minutes/notes 

 Evaluation or summary of activities 
implemented  

 Evidence of ongoing monitoring of 
activities implementation 

 Summary of monitoring results  

 Incorporates scientifically or evidence 
based learning in core academic 
subjects 

 
Evidence of activities to support dropout 
prevention as described in the program 
application, if applicable 
 
If applicable, evidence that support the 
implementation of activities to support 
graduation issues identified in approved 
application such as: 

 Credit recovery or credit accrual 
programs 

 Targeted students’ participation  
o to include student enrollment 

versus students’ actual 
participation in activity and their 
results 

o frequency and duration of 
activities implemented 

o Summary or evaluation of 
outcome - end of the year 
results/reports 

 Other activities implemented 
 

See Examples of Evidence 
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Compliance Item BVIB-1 (continued) 
 

Evidence Example Documents 

Professional Development (2015-2016) 
 
Evidence of professional development provided 
as described in project application 
 
 

Professional Development (2015-2016) 
 
List of professional development activities funded 
by Title VI with included related evidence such as: 
  

 Professional development schedules 
and/or calendar of events 

 Roster of participants for each activity 

 Purchases such as invoices, budget 
expenditures (LEA and schools), and 
other applicable expenditures  

 Evidence of monitoring and assessing 
teachers’ performance in demonstrating 
knowledge of the area(s) in which they 
teach and in implement teaching 
strategies in the classroom to students.  
Such evidence may be in the form of: 
o Summary of classroom 

walkthroughs/observations  
o Site visit notes 
o Online teacher professional 

development activities 
o Written analysis of data or summary of 

results for activities implemented 

 Evidence of revising or revamping 
activities, if necessary 

 
See Examples of Evidence 

Progress Monitoring (2015-2016) 
 
Evidence of implementing ongoing assessments 
to determine the progress of students 
participating in Title VI funded activities in 
meeting established program goals and 
objectives 
 

 Tutoring and other extended learning 
opportunities 

 Activities to increase graduation rate and 
reduce student dropout  

 Hiring of specific staff (i.e., graduation 
coaches) 

 Professional development  

 Use of Technology 

 Others, if applicable 
 

Progress Monitoring (2015-2016) 
 
Tool(s) used for determining the progress being 
made in meeting the targeted goal(s) and 
objective(s) as stated in the Title VI project 
application and amendments for schools and 
students participating in activities/strategies 
funded by Title VI 

 
 
 
 

See Examples of Evidence 
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Compliance Item BVIB-1 (continued) 
 

Evidence Example Documents 

Monitoring (2015-2016) 
 
Evidence of ongoing monitoring of activities or 
strategies implemented as described in project 
application/amendments to meet identified 
needs in activities such as: 
 

 Student activities  

 Instructional staff 

 Professional development activities 

 Parent involvement activities, if 
applicable 

 Equipment/Technology 

 Graduation and dropout prevention 
activities 

 
 

Monitoring (2015-2016) 
 
Tool(s) used to monitor or evaluate 
activities/strategies implemented during the 
current school year to determine the effectiveness 
of activities/strategies in meeting established 
program goals and objectives 
 
 

Summary of principal/teacher  classroom 
evaluations/observations 
 

Summary of parent surveys or input 
 
Evidence of revising or revamping activities, if 
necessary 

See Example of Evidence 

Technical Assistance (2015-2016) 

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 (2015-2016) 

Dated documents such as copies of: 

 Meeting agendas (Title VI, Part B should 
be identified on agenda) 

 Meeting minutes/notes, and presentation 
materials including handouts and 
PowerPoints 

 Meeting attendance logs or sign-in sheets 

 Emails in which subject matter is 
identified 

 Others, if applicable 
 
 
 

See Examples of Evidence 
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Compliance Item BVIB-1 (continued) 
 

Evidence Example Documents 

Budget/Expenditure Reports (2015-2016) 
 
Evidence to support the use of Title VI funds for 
the approved activities/strategies identified in 
approved project application/amendments 

Evidence that ties the use of Title VI, Part B 
funds to specific measurable Title VI 
Performance Goals and targeted objectives as 
determined by the LEA in the approved project 
application/amendments 

Budget/Expenditure Reports (2015-2016) 
 
Evidence to support allocations and expenditures 
under Title VI such as:  
 

 LEA/School level budgets and expenditure 
reports to support Title VI purchases 
identified in project application 

 LEA budget summary of expenditures for 
Title VI, Part B (Note: Approved budget 
line items will be compared to the LEA’s 
final FA-399) 

 Purchase orders and invoices charged to 
Title VI 

 Salaries and Benefits 

 Contracts, service and rental agreements 
for activities/strategies identified in 
approved application and amendments 

 Evidence, if applicable, to support the use 
of Title VI funds to implement parental 
involvement activities as supplemental 
(which do not supplant the parental 
involvement requirements under other 
federal programs) 

 
See Examples of Evidence 

Communication, Dissemination and 
Reporting - Project Application (2015-

2016) 
 
Evidence of communicating, disseminating and 
reporting information regarding the 2015 – 2016 
Title VI project application/amendments 
 
 
 

Communication, Dissemination and 
Reporting - Project Application (2015-2016) 
 
Copies of dated notifications sent to communicate 
and report information on the Title VI project 
application to appropriate stakeholders 
 
Examples of notification formats: 

 Letters (LEA or school letterhead) 

 LEA/Schools newsletters, flyers, 
brochures, etc. 

 E-mails with subject matter indicated 

 School board meetings agendas/minutes 

 Principals meetings 

 School staff meetings/Agendas/Minutes, 
Participants 

 LEA/school advisory committee (i.e., SAC, 
DAC, PTO, PTA) meetings/Agendas/ 
Minutes/Participants 
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Compliance Item BVIB-1 (continued) 
 

Evidence Example Documents 

Communication, Dissemination and 
Reporting - Project Application (2015-

2016) (continued) 
 

Communication, Dissemination and 
Reporting - Project Application (2015-2016) 
(continued) 
 

 Notification to appropriate stakeholders 
regarding the location of program 
application and reports  

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

 News articles 

 Meetings handouts, PowerPoints and 
presentations 

 Backpacks (dated notices sent home with 
students to parents) 

 LEA or schools websites (include website 
address or link to document 

 
Evidence of communicating and reporting 
information via multiple methods  
 
Evidence of communications provided in a format 
and/or language that parents can understand, if 
applicable and as needed 
 

See Examples of Evidence 

Communication, Dissemination and 
Reporting - Student Outcomes (2015-2016) 

 
Evidence of communicating, disseminating and 
reporting information regarding students 
outcomes (2015-2016) 

 

Communication, Dissemination and 
Reporting Student Outcomes (2015-2016) 

 
Dated correspondence/notifications used to 
communicate and report information regarding 
students outcomes as a result of the activities 
implemented as described in Title VI application 
such as: 
 

 Notifications (LEA or school letterhead) to 
parents regarding activities or strategies 
being implemented under Title VI 

 Notifications to parents regarding 
individual student’s progress (progress 
reports, report card, or weekly progress 
notices) 

 Notifications to stakeholders regarding 
overall students’ progress 

 Notifications to other stakeholders 
(community, schools staff, LEA staff, SEA) 
regarding the Title VI programs, activities 
implemented and the outcome of such 
activities 
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Compliance Item BVIB-1 (continued) 
 

Evidence Example Documents 

Communication, Dissemination and 
Reporting Student Outcomes (2015-2016) 
(continued) 

 

Communication, Dissemination and 
Reporting Student Outcomes (2015-2016) 
(continued) 

 

 Evidence of Florida Standards assessment 
reports made available through FDOE  

 News articles  

 Overall student and school results 

 Proof of (annual) dissemination of SPAR 
reports  

 Proof of (annual) dissemination of district 
report cards 

 Notification of websites or web address for 
schools or district information regarding 
students performance and school grades  

 Scheduled meeting with parents one-on-
one or parent conferences or other venues 
in which student information is provided 

 
Evidence of communicating and reporting 
information via multiple methods if applicable 
and as needed 
 
Evidence of communications provided in a format 
and/or language that parents can understand, if 
applicable and as needed 
 

See Examples of Evidence 

 
Communication, Dissemination and 
Reporting - Program Outcomes (2015-2016) 

 
 

Evidence of communicating, disseminating 
and reporting program outcomes during 2015 
– 2016 
 
 

 

Communicating, Disseminating and 
Reporting - Program Outcomes (2015-2016) 

 
 

Dated notifications sent to communicate and 
report information regarding program 
outcomes  
 

 See description of evidence to support 
communicating and reporting 
strategies above. 

 
See Examples of Evidence 

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

TO SUPPORT 

COMPLIANCE ITEM 
 
 

IVIB-1 
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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 (2015-2016) 

LEA budget/expenditure reports for Title VI  

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

Budget/Expenditure Reports (2015-2016) 
 
Evidence of the use of funds to supplement, 
and not supplant other state and local and 
federal requirements 
 
Examples of Documents to support this 
compliance item are indicated under AVIB-1 and 
BVIB-1. 
 
Evidence must support activities funded by Title 
VI as supplemental when the activity is required 
or mandated under other state and local or federal 
requirements. (i.e., Title I, Part A requires that a 
minimum of 1% of the LEA’s total allocation be 
set-aside for parent involvement; if the LEA’s 
allocation under Title I, Part A is $500,000 or 
more.  Title VI funds may not be used to meet that 
required reservation; however, Title I funds may 
be used to supplement the Title I parent 
involvement program by providing activities that 
are above and beyond any required federal 
mandate.) 

 LEA/School level budgets and expenditure 
reports to support Title VI purchases 

 LEA budget summary of Title VI 
expenditures (Approved application line 
items will be compared to the LEA’s final 
FA-399) 

 Purchase orders and invoices funded with 
Title VI for activities in approved 
application and amendments 

 Contracts, service and rental agreements, 
for activities/strategies identified in 
approved application and amendments 

 Salaries and benefits 

 Schools allocations and of funds expended 
at district level for each Title VI funded 
activity or strategy being implemented 

 Evidence, if applicable, to support the use 
of Title VI funds to implement parental 
involvement activities as supplemental 
(which do not supplant the PI 
requirements under other federal 
programs) 
 

See Examples of Evidence 
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Compliance Item IVIB-1 (continued) 
 

Evidence Example Documents 

Property and Inventory* 

 
 
LEA’s Property or Inventory Policy or Procedures 
or Property Control Handbook and the LEA’s 
property inventory report 
 
LEA expenditure reports for property or 
equipment or purchases made with Title VI, Part 
B funds 
 

 

 

 

 

 

 

 

Property and Inventory* 

 
LEA’s Property or Inventory Procedures or Policy 
or Property Control Handbook 
 
LEA’s Property or Inventory Reports 
 
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.) 

 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  

 
 

See Examples of Evidence 

*NOTE:  The inventory document(s) submitted to support property purchased with Title VI 

funds should include purchases made for the current and previous years in which 
equipment/property were brought to implement Title VI activities/strategies, if applicable. 

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

TO SUPPORT 

COMPLIANCE ITEM 
 
 
 

IVIB-2 
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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.  
   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 identified in the approved Title 
VI, Part B application and amendments 
 
Evidence that activities/strategies incorporates 
scientifically or evidence based learning in core 
academic subjects 
 
Evidence that the use of Title VI funds to 
implement activities under other federal 
programs are or were supplemental 

Evidence that supports the use of funds to 
implement permitted activities and 
strategies 
 
Evidence indicated for activities and strategies 
implemented under compliance items AVIB-1, 
BVIB-1, and IVIB-1 should support the allowable 
and authorized activities and strategies identified 
should support this compliance item 
 
 

See Examples of Evidence 

Authorized Activities/Strategies under Title VI 

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

incentives;  
 Teacher professional development on the 

Florida 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. 

Budget/Expenditure Reports (2015-2016) 

LEA budget/expenditure reports for Title VI  

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

Budget/Expenditure Reports (2015-2016) 
 

See Description of Documents under AVIB-1 – 
IVIB-1 
 

See Examples of Evidence 

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. 

School Improvement Alignment (2015-2016) 
 

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

School Improvement Alignment (2015-2016) 
 

Written description of the Title VI activities or 
strategies, as identified in the Title VI 
application, correlation or alignment with plans 
that support school improvement (i.e., school 
improvement plans and DIAP)  

 

See Examples of Evidence  
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V.  Example of Evidence by Compliance Item 
 
The following section presents each compliance item and identifies examples/samples 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 may or may not be required by the LEA if one document provides evidence 
of compliance; however, multiple examples are provided in this Toolkit to assist the LEA 
with documenting compliance. 
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Examples of 
Evidence 

 
 

EXAMPLES ARE ORGANIZED UNDER THE FOLLOWING AREAS 
 

Note: AVIB-1 applies to the previous year (2014-2015) 

 BVIB-1, IVIB-1 and IVIB-2 apply to current year (2015-2016)* 

*Property purchases apply to all years, if applicable. 
 

A ACTIVITIES/STRATEGIES 
The evidence provided should be based on the activities/strategies to be or were 
implemented as indicated in program application/amendments.  

 
ANNUAL PROGRAM EVALUATION/REVIEW - TITLE VI, PART B 

The evidence provided should be based on the previous year program.  
 
 

B BUDGET/EXPENDITURES 
The evidence provided should clearly support the activities/strategies implemented. 

 
 

C  COMMUNICATION, DISSEMINATION AND REPORTING 
 
COMPREHENSIVE NEEDS ASSESSMENT (CNA) / NEEDS 
ASSESSMENT  
For current year (2015-2016) 

 

M MONITORING 
 

P PROFESSIONAL DEVELOPMENT 
See examples under activities and strategies. 
 
PROGRESS MONITORING 
 
PROPERTY AND INVENTORY – (Applies to all years, if applicable) 

 

S SCHOOL IMPROVEMENT ALIGNMENT 
 

T TECHNICAL ASSISTANCE/GUIDANCE 
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EXAMPLES OF EVIDENCE 
 

ACTIVITIES/STRATEGIES 
 
 
Columbia -  
 

Title VI, Part B Application – Activity/Strategy:  Instructional: Intensive 
Remediation  

 
Columbia -  
 

Title VI, Part B Application – Activity/Strategy:  Professional Development (Data 
Analysis and In-service Days) 
 

 
 

Jackson –  
Title VI, Part B Application – Activity/Strategy:  Safe Schools/Classroom 
Behavior - CARE  

 
Jackson –  

Title VI, Part B Application – Activity/Strategy:  Professional Development  
 

Jackson –  
Title VI, Part B Application – Activity/Strategy: Credit Recovery/Accrual 

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

THEIR FORMS AND FORMATS.  THESE ARE EXAMPLES PROVIDED FOR INFORMATIONAL 

PURPOSES ONLY. 
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Activity/Strategy 
 

Columbia -  
 
Title VI, Part B Application –Activities/Strategies:  Instructional:  Intensive 
Remediation Instructions 

 
 
Examples of Evidence:   

 Title VI Intensive Remediation Instruction School Plan 2013-14 – (Tutoring Plan, Budget 
and Schedule) 

 

Columbia -  
 
Title VI, Part B Application – Activities/Strategies:  Professional Development 

 
 

Examples of Evidence:   

 School level Data training and In-service, Agenda, Participants, Budget….. 
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COLUMBIA – Activity/Strategy - Instructional – Intensive Remediation 
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COLUMBIA – Activity/Strategy - Instructional – Intensive Remediation - Continued 
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COLUMBIA – Activity/Strategy - Professional Development - School Level 
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Activity/Strategy 
 

Columbia – Activity/Strategy - Professional Development - School Level 
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Columbia – Activity/Strategy - Professional Development/Data Meeting/Inservice - 
School Level 
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Columbia– Activity/Strategy - Professional Development – School Level 
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Columbia – Activity/Strategy:  Professional Development – Participants – School Level 
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Columbia – Activity/Strategy:  Professional Development – Budget: Substitutes  
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Jackson – Activity/Strategy 
 

Title VI, Part B Application – Activity/Strategy:  Safe Schools/Classroom Behavior – 
Chemical Addictions Recovery Efforts (CARE) 

Activity #1 
 

 
 
 
 
Examples of Evidence:   

CARE (Activity #1) 

 Students Pre/Post Tests Data 

 School level Implementation Checklist 

 Teacher Implementation Survey  

 Contractual Agreements  
 



41 | P a g e  
28-Aug-15 

Jackson – Activity/Strategy:  CARE Program 
 

 
 
Jackson – CARE Program 
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Jackson – Activity/Strategy:  CARE Program 
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Jackson – Activity/Strategy:  CARE Contract/Agreement  
(Contract should contain the required components) 

 

 
 

  
(Note this is a short version of contract). 
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EXAMPLES OF EVIDENCE 
 
 

ANNUAL PROGRAM EVALUATION/ 
REVIEW– TITLE VI, PART B 

 
 

Hardee - District Internal Evaluation Report 

Hendry - Written Program Evaluation 
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Hardee – Annual Program Evaluation 
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Hardee - Annual Program Evaluation 
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Hardee - Annual Program Evaluation 
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Hardee – Annual Program Evaluation 
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Hardee – Annual Program Evaluation 
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Hardee – Annual Program Evaluation 
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Hardee – Annual Program Evaluation 
 

 
 

 
10 
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Hendry – Annual Program Evaluation 
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Hendry – Annual Program Evaluation  
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Hendry – Annual Program Evaluation  
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Hendry – Annual Program Evaluation 
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Hendry – Annual Program Evaluation 
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Hendry – Annual Program Evaluation 
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EXAMPLES OF EVIDENCE  
 

BUDGETS/EXPENDITURE REPORTS 
 
 

 
Assessment Service Contract 

 

Budget/Expenditure Reports - District/School 

 

Budget/Expenditure Report for Professional Development Services 

 

Contracts/Rental Agreements  

 

Journal Entry 

 

Purchase Orders/Requisitions 
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Budget – Expenditure Report  
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Purchase Order/Contract/Rental Agreement 
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Journal Entry 
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Budget/Expenditures Report for Professional Development Services  
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Purchase Order/Requisition 
 

 
 



64 | P a g e  
28-Aug-15 

LEA Budget/Expenditure Report 
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EXAMPLES OF EVIDENCE 
 

COMMUNICATION, DISSEMINATION AND 
REPORTING REQUIREMENTS 

 
Examples used to meet requirements: 

 
MEETINGS  

Calhoun – Title VI Planning Meeting 
Columbia - Administrators Meeting 
Columbia - Elementary School Principals Meetings  
Columbia - School District Family Engagement Council Meetings 
Highlands - School Advisory Council Meetings 
Jackson - School Board Meetings 

 

 
NEWSLETTERS, LETTERS, BROCHURES, LOCAL NEWSPAPER, ETC 

Putnam 
Taylor 

 
 

WEBSITE, WEBPAGES, LINKS – (LEA AND SCHOOLS) 
 
LEA/ Schools – Federal Programs  

 
Bradford 
http://www.bradfordschools.org/  
 
Jackson: 
http://www.jcsb.org/?DivisionID=7937&DepartmentID=7834&ToggleSideNav=  

 
Madison: 
http://www.madison.k12.fl.us/  
 
Putnam: 
http://www.putnamschools.org/pages/Putnam_County_SD/Department_Folder/Federal_Programs/Federal_P
rograms_Home_Page  
 
Taylor 

www.taylor.k12.fl.us  
 
Union: 
http://www.union.k12.fl.us/Departments/FederalProjects/tabid/25882/Default.aspx  

 
 
TECHNICAL ASSISTANCE/GUIDANCE 

Columbia 
 

Sample PowerPoint 

http://www.bradfordschools.org/
http://www.jcsb.org/?DivisionID=7937&DepartmentID=7834&ToggleSideNav
http://www.madison.k12.fl.us/
http://www.putnamschools.org/pages/Putnam_County_SD/Department_Folder/Federal_Programs/Federal_Programs_Home_Page
http://www.putnamschools.org/pages/Putnam_County_SD/Department_Folder/Federal_Programs/Federal_Programs_Home_Page
http://www.taylor.k12.fl.us/
http://www.union.k12.fl.us/Departments/FederalProjects/tabid/25882/Default.aspx
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CALHOUN – Communication, Dissemination and Reporting of Information – Planning Meeting 
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Columbia – Communication, Dissemination and Reporting of Information - Administrators Meeting 
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Columbia - Communication, Dissemination and Reporting of Information 
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Columbia – Communication, Dissemination and Reporting of Information-Principals Meeting 
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Columbia - Communication, Dissemination and Reporting of Information 
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Columbia - Communication, Dissemination and Reporting of Information 
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Columbia – Communication, Dissemination and Reporting of Information – 
        District Family Engagement Council Meeting/Minutes 
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Highlands - Communication, Dissemination and Reporting of Information - SAC 
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Highlands - Communication, Dissemination and Reporting of Information –  
Principals Meeting 
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Jackson - Communication, Dissemination and Reporting of Information -  
      District School Board Meeting 
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Jackson - Communication, Dissemination and Reporting of Information – School Board Meeting 
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Jackson - Communication, Dissemination and Reporting of Information – School Board Meeting  
 

 
 

 

 
http://board.jcsb.org/public_itemview.aspx?ItemId=3485&mtgId=317 

http://board.jcsb.org/public_itemview.aspx?ItemId=3485&mtgId=317
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Bradford – Communication, Dissemination and Reporting of Information –Website/Webpages - 
      Student/School Outcomes 
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Putnam -Communication, Dissemination and Reporting of Information - Web Site/Webpages 
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Putnam - Communication, Dissemination and Reporting of Information - Web Sites/Brochure 
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Taylor County - Communication, Dissemination and Reporting of Information – Website/Webpages 
     Brochure 
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Union – Communication, Dissemination and Reporting of Information –Website/Webpages 
Project Application 
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Madison – Communication, Dissemination and Reporting of Information –Website/Webpages 
Project Application 
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EXAMPLES OF EVIDENCE 

 

COMPREHENSIVE NEEDS 
ASSESSMENT/NEEDS ASSESSMENT 

 
 
 

Calhoun – Comprehensive Needs Assessment/Annual Review – Title VI 

 

Columbia – Columbia County Comprehensive Needs Assessment  

 

Jackson - Process for Determining Needs of Schools for Federal Educational Program 
Implementation and Evaluation (LEA and School Level) 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program 

year and Annual Review of previous program year (2013-2014 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program year and 

Annual Review of previous program year 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program year and 

Annual Review of previous program year 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program year and 

Annual Review of previous program year 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program year and 

Annual Review of previous program year 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program year and 

Annual Review of previous program year 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program 

year and Annual Review of previous program year 
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Calhoun –Title VI, Part B, RLIS Comprehensive Needs Assessment (CNA) for upcoming program 

year and Annual Review of previous program year 
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Columbia – Comprehensive Needs Assessment (CNA)/Planning Tool/Evaluation * 

*Note:  Tool used may be one used to determine needs under multiple programs (i.e., Title I, Title II, and 

Title VI)  
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Columbia – Comprehensive Needs Assessment (CNA)/Planning Tool/Evaluation 
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Columbia – Comprehensive Needs Assessment (CNA)/Planning Tool/Evaluation 
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Columbia – Comprehensive Needs Assessment (CNA)/Planning Tool/Evaluation 
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Columbia – Comprehensive Needs Assessment (CNA)/Planning Tool/Evaluation 
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JACKSON –District-Level - Process for Determining Needs of Schools for Federal Educational 
Programs 
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JACKSON –District-Level - Process for Determining Needs of Schools for Federal Educational 
Programs 
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JACKSON–School-Level - Federal Educational Programs – CNA 
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JACKSON–School-Level - Federal Educational Programs CNA) 
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JACKSON–School-Level - Federal Educational Programs CNA 
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JACKSON–School-Level - Federal Educational Programs CNA 
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EXAMPLES OF EVIDENCE 

MONITORING 
 

 

 

Columbia -  Classroom Observation/Checklist - Tutors 

 

SAMPLE –  Classroom Observation Checklist  

 

 
Samples -  Florida K-12 Reading Classroom Walkthroughs Checklists 

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

 

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


105 | P a g e  
28-Aug-15 

Columbia – Monitoring Tool - Observation Checklist - Tutors 
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SAMPLE – CLASSROOM OBSERVATION CHECKLIST 
 

 
 
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED AND MAY USE THEIR FORMS AND 

FORMATS.  THESE ARE EXAMPLES PROVIDED FOR INFORMATIONAL PURPOSES ONLY. 
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Monitoring Tools –  
 
Florida K-12 Reading Classroom Walk-Through Guidelines 

Note:  Complete Sets of Grades K-12 Walkthrough Guidelines may be found at 
http://www.justreadflorida.com/readingwalkthrough/  

 

 

http://www.justreadflorida.com/readingwalkthrough/
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Monitoring – 
Florida K-12 Reading Classroom Walk-Through Guidelines 

The entire documents may be located at link provided on previous page. 

 

 
 
PLEASE NOTE THE LEA IS NOT REQUIRED TO USE THE DOCUMENTS PROVIDED AND MAY USE THEIR FORMS AND 

FORMATS.  THESE ARE EXAMPLES PROVIDED FOR INFORMATIONAL PURPOSES ONLY. 
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EXAMPLES OF EVIDENCE 

 

PROGRESS MONITORING 
 
 

 
 
Highlands:  

Career Academy/Credit Recovery/Accrual – 
Summary - Progress Monitoring of Outcome -  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

THEIR FORMS AND FORMATS.  THESE ARE EXAMPLES PROVIDED FOR INFORMATIONAL 

PURPOSES ONLY. 
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Highlands – Progress Monitoring – Outcome Report 
 

 
Title VI, Part B Application – Progress Monitoring- Instructional:  Career Academy - Credit 
Recovery/Accrual Program 
 

 
Examples of Evidence:   

 Graduation/Credit Recovery or Credit Accrual Results  

 Student participation – Credit Recovery  
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Highlands:  Progress Monitoring – Career Academy - Credit Recovery – Program Outcomes 
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Progress Monitoring – ACE (Credit Recovery) Program Outcomes 
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EXAMPLES OF EVIDENCE 
 

PROPERTY AND INVENTORY 
 
 
 

 

Highlands 
PROPERTY AND INVENTORY POLICY/PROCEDURES 

 
 

FDOE 
SAMPLE INVENTORY CONTROL REPORT/CUSTODIAN’S INVENTORY LIST 

 

 
 
 
 
 
Property and Inventory Control Report/Log – minimum elements: 

 Description of property (make, model number, manufacturer, etc.) 
 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  
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HIGHLANDS – PROPERTY/INVENTORY POLICY/PROCEDURES 
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HIGHLANDS – PROPERTY/INVENTORY POLICY/PROCEDURES 
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HIGHLANDS – PROPERTY/INVENTORY POLICY/PROCEDURES 
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HIGHLANDS – PROPERTY/INVENTORY POLICY/PROCEDURES 
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SAMPLE – CUSTODIAN PROPERTY/INVENTORY LIST 
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EXAMPLES OF EVIDENCE 

 

SCHOOL IMPROVEMENT ALIGNMENT 
 
 
 

 

Highlands –  
School Improvement, Progress Monitoring and RTI Calendar 

 

 
SAMPLE 

School Improvement Correlation Checklist 
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Highlands – School Improvement, Progress Monitoring and RTI Calendar 
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SCHOOL IMPROVEMENT CORRELATION CHECKLIST - SAMPLE DOCUMENT 
 Review the Title I SIP/SWP/TA and/or DIAP to provide correlation. 
 Insert the page number that corresponds to the documentation of each Component. 

 
Allowable Title VI Strategy or Activity  Correlation to SIP  Correlation to DIAP 

 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 

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

  

 Teacher professional development on the Florida 
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.   

 
Check each that Apply Check each that Apply 

 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 
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EXAMPLES OF EVIDENCE 

 
 

TECHNICAL ASSISTANCE OR 
GUIDANCE 

 

 

 
Columbia 
 

Sample Technical Assistance/Guidance:  REAP/RLIS Program 
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Columbia – Technical Assistance – School Staff  
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Columbia – Technical Assistance – School Staff 
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Columbia – Technical Assistance – School Principals 
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Columbia – Technical Assistance – School Principals 
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 Technical Assistance/Guidance – Sample:  REAP/RLIS – PowerPoint 
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Technical Assistance/Guidance - Sample – PowerPoint 
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APPENDICES 

 

 

 

 

 

APPENDIX A: Sample Coversheet for Documents 

 

 

 

APPENDIX B: Sample File Tree 
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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 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, 

2015 

Identify the name of new 

or updated document 

 

 Identify each document and its 

purpose.  (i.e., Comprehensive Needs 

Assessment) 

October 14, 

2015 

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, 

2015 

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, 

2015 

Identify the name of new 

or updated tool or 

document (i.e., updated 

Classroom Walk-through 

checklist related to PD) 

October 20, 

2015 

 Evidence of communicating, 

disseminating, 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, 

2015 

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, 

2015 

Identify the name of new 

or updated document 

(Calendar or events) 

 

October 20, 

2015 

Compliance 

Item IVIB-1 

__ LEA Budget Report 

__ School Budget 

__ District Property/Inventory Policy 

and procedures Manual (or excerpts) 

__ District Annual Inventory Report 

 

October 14, 

2015 

Identify the name of new 

or updated document 

 

Compliance 

Item IVIB-2 

School Improvement Correlation October 14, 

2015 

Identify the name of new 

or updated document  

October 20, 

2015 
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APPENDIX B 
 

SAMPLE FILE TREE 

 

 


