
TITLE I SITE VISIT CHECK LIST 2010-2011
	
	Documents to Collect

	FAMILY INVOLVEMENT
	

	1. Building Parent Involvement Policy distributed (copy with date distributed and signature)

	Copy of Family Involvement Policy
Agenda and/or minutes that Policy was reviewed

Signature of Parent/Principal
Date to Distribute

	2. There is evidence (meeting agenda, sign in sheet) of the Annual Title I parent information meeting. Does not require a separate meeting
	Principal notes/Agenda from Title I Annual Meeting

Sign-ins from meeting

	3. There is evidence that the Compact has been distributed, signed and developed jointly.  

 (copies of 15 signed compacts, site council agenda and/or minutes)
	15 copies of Signed Compacts 
Compacts in other languages
Agenda and/or minutes that Compact was  reviewed

	4. There is evidence that assistance, materials, and training has been provided for parents to help build capacity for involvement.  (flyers, sign-ins, contracts)
	Flyers announcing meetings (other languages if appropriate)

Materials from trainings

Sign-ins from meetings

	INVENTORY
	

	5. Purchase orders or equipment rationales in file, labeled with room number
	Rationales for equipment or purchase orders

	6.  All Title I-purchased materials are labeled as belonging to Title I. (walk through)
	All equipment labeled with Bar Codes identified as Purchased with Title I Funds

· (Walk through during audit)

	7.  There is an inventory sheet that lists all equipment and non-consumable materials purchased with Title I funds.
	Inventory Sheet listing all equipment purchased with Title I Funds

	HIGHLY QUALIFIED
	

	8. At the beginning of the school year, parents were notified that they may request information regarding the professional qualifications of the student’s classroom teacher (a copy of “What you Need to Know” newsletter, memo).
	Copy of “What you Needs to Know” or memo sent by principal in a letter

	9. There is a signed attestation by the principal that indicates teachers who are not NCLB Highly Qualified, and plans are attached for any teacher who is not.  
	Copy of Signed Verification (can obtain from Admin Page in Inside PPS)

	10. Evidence of timely notice to parents of students who are taught for four or more consecutive weeks by a teacher who is not Highly Qualified (as defined by NCLB).
	Copy of letter sent to parents if teacher is not Highly Qualified (can obtain from Human Resources)

	PARAPROFESSIONALS
	

	11. Paraprofessional schedules documenting that all paraprofessionals are Highly Qualified and working within sight and sound of a certified teacher during instructional time with students.
	Copy of schedule for ALL paraprofessionals and Educational Assistants (time schedule, room number, teacher name, subject)

	12. The actual schedule matches the schedule that was submitted.  (walk through)
	· (Walk through during audit)


	TARGETED ASSISTANCE
	

	13. Copy of Targeted Assistance Plan on File
	Copy of Targeted Assistance Plan

	14. All materials purchased with Title I funds are stored in the Title I area and/or are checked out to a classroom teacher for use with Title I students only.
	Materials stored and check-out sheet used for Title I students only

	15. The official material check-out sheet is being used.
	Official material check-out sheet

	16. Student Targeting Data is completed.
	Targeted List of Students

	SCHOOL IMPROVEMENT STATUS
	

	17. There is a School Improvement Plan on file and evidence that this plan is being executed in the school.  
	School Improvement Plan on file
Evidence that it is being implemented (Site Council minutes, PD agendas, notes from staff or other meetings)

	18. There is evidence that the required 10% of funds is being spent on Professional Development. (contracts, agendas,  PD calendar)  
	Budget showing 10% of funds are being spent on Professional Development
Agendas/PD calendar

	19. There are copies of parent notification of School Improvement Status on file (if applicable).  
	Letters sent to parent notifying them of the school being in School Improvement Status (can obtain from Enrollment and Transportation)

	20. All School Improvement Grant purchased equipment are labeled and inventoried as belonging to Title I School Improvement funds
	 All equipment appropriately labeled

 Inventory of equipment


Funded Programs Website Document


Title 1 2010-11 Site Visit Checklist


Location:  Funded Programs/Title 1A Schools/Administration








Revised 6/15/10

