NCLB Monitoring Preparation Guide
The State Elementary & Secondary Education/No Child Left Behind (ESEA/NCLBA) Team requests that your district NCLB Coordinator prepare an opening presentation, gather necessary documentation, and set up a schedule to complete all our visit requirements.  We will make every effort to adjust to any times that will work for you and your staff.  The State NCLB Team will need approximately the times noted on the NCLB Monitoring Visit Assignment chart to carry out its review. The following information is to help you develop the monitoring visit schedule and prepare for the visit.

1. Complete and return electronically as attachments through e-mail to the state NCLB Review Team Coordinator:      



a. Monitoring Evidence document


b. Monitoring Schedule


c. Directions to initial meeting



d. The following Pre-review Documents

	· Yearly FERPA notice about student directory information and parents’ right to withdraw their child’s student directory information.

	· Yearly parent notice about the right to request the professional qualifications of their child’s teacher.

	· Written decisions of Title IA Consultation with Private School as outlined in the Affirmation of Consultation

	· Parent Notification of NCLB Report Cards

	· LEA Title I Parent Involvement policy/plan

	· Each school’s Title I Parent Involvement policy/plan

	· Title IA Parent-School Compact


2.  
Please allow adequate time in the schedule for lunch and advise the State NCLB Team Coordinator of lunch arrangements for each state team member (i.e. lunch provided by district, lunch provided or available at local school sites, suggestions and directions to local restaurants).

3. 20 minutes will be needed for a district presentation or interview with State NCLB Team to address the one page NCLB Monitoring Guide to Opening Interview/Presentation questions.  This presentation can be verbal and can include a PowerPoint presentation, overview of information from the district’s web site, written information and/or videos.  You are encouraged to share the initiatives that you feel are positively impacting student achievement, even those that may not be directly funded by NCLB grants.  Information that would be helpful to the NCLB team is:
a. An overview of the demographics of the district

b. A list of other funding sources used by your district.

c. Data demonstrating how your programs and initiatives are increasing student achievement or closing achievement gaps in relation to the five ESEA/NCLBA goals.
d. A description of how you are addressing “monitor” or “CIPS” status, if applicable.

e. Any challenges you have encountered 
f. See a sample Powerpoint at:  http://www.maine.gov/education/nclb/monitoring/home.htm
4. Support Documentation Setup:  Documentation required for review from the Monitoring Evidence document should be available and labeled so the team can easily access them to review and determine compliance.  They can be available as paper documents or organized electronically.

5. As we have conducted site visits, we have identified these common areas of concern.  In an effort to avoid citations, please check to see that the following documents are in order:
a. Title IA: 

· Dissemination notice of NCLB Report Card including summary of key data highlights and trends.
· Parent involvement in planning and assessment of Title IA programs 

· Title I student selection clearly documented
· Title I teachers and Ed Techs serving only eligible students,

· District level Title I parent involvement policy [Sec. 1118 (a)]
· School level Title I parent involvement policies [Sec. 1118 (b)-(e)]
· Notification that parents have the right to request the professional qualifications of their child’s teacher

· A copy of the letter sent to parents of any child taught for four weeks or more by a teacher who does not yet meet HQT requirements, if applicable.
b.
Title IIA: 

· Teacher’s HQT status has been reviewed and updated as necessary.

· Local Action Plan for HQT is complete if the SAU has not been at 100% HQT for two consecutive years or more.  This document is found on the on-line Application Title IIA Assurances and Needs Assessment page.

· HQT has been addressed in the SAU's professional development plan.

c. Business Office:

· Contractual agreements under NCLB filed in the business office.

· Documentation demonstrating that all single-funded federally paid employees designate at least twice a year that 100% of their time is spent on activities supported by federal funds or documentation demonstrating that split funded federally paid staff maintain monthly time distribution sheets.

· A written procedure for Staff Code of Conduct concerning  procurement of contracts to include procedures addressing conflict of interest, acceptance of gratuities, and a process for violations.  
d. General-All Titles:
· Opportunity for Public Comment on the use of NCLB funds and the NCLB Application.
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