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Title I, Part A --- FY15 Technical Assistance
Required Notebook Documentation Tabs
1. [bookmark: _GoBack]Title I Technical Assistance (TA)
1. Emails—you don’t have to include every one—a sampling throughout the year
2. Agendas from TA meetings
3. Title I Timeline—need to follow and refer to often

2. Title I Budget and Inventory	
1. Inventory signed and dated by Principal
2. Budget Allocation sheet completed—Electronic copy sent to D. Moody in Fall

3. TA Checklists—ALL DOCUMENTS MUST BE SIGNED AND DATED
1. GADOE School-wide Program Checklist—signed and dated by Principal (School PIC does not sign the form—it is signed off at the district level)
2. School/Parent Compact Checklist
3. Ware County PI Checklist—signed and dated by Principal (excel document)
4. Ware County School-wide Plan Checklist—signed and dated by Principal (excel document)

4. Title I School-wide Plan and School Improvement Plan (should be an addendum to your SWP)
1. Electronic copy sent to Dean Moody and MA King that includes both plans

5. Required Parent Notifications—English and Spanish
1. Parent Right to Know—information can be found in student handbook—
· copy that page from handbook
· 2-3 copies of forms that parents signed showing they received student handbook (SWP artifact for Component 3)
2. School Status—letter (Reward; for most schools you are letting parents know you are not an Alert, Priority, or Focus school); SWP artifact for Component 18
3. Parent Compact—one per grade level (all others kept on file at school)
· Include how compact is revised; 
· Form to document input from all stakeholders

6. Title I Annual Meeting
1. Agenda & detailed minutes and sign-in sheet identifying role/position (parent/student/community representative/student/educator)
2. How did you advertise meeting—Must use a minimum of 2 methods email/phone/newspaper/billboard/flyers/notices/website/school sign
3. Handout/materials given out at meeting
4. Include pictures from meeting (not the presenter but of the audience-parents/families)
5. Items to present to parents—DO NOT ASK FOR FEEDBACK
· School Parent Involvement Plan
· Parent Compact
· SWP-SIP
6. PowerPoint—make sure agenda and PowerPoint are aligned
· Explain Title I, describe Title I requirements (all schools are schoolwide), and inform parents how they can be involved
· Inform parents of their right to be involved in the SIP, SWP	; 
· Explain the school’s status (not a Focus, Priority, or Alert school); some of your are a Reward school (high performing or high progress---share that)
· Explain your Title I programs—what do you do at your school to help parents help their child be academically successful? 
· Go over the School-Parent Compact
· Go over the PI Plan
· Discuss how you plan to spend Title funds (based on data; needs assessment)
· Discuss 1% set aside for Parental Involvement
· CCGPS/GPS; State Assessment information (GMAS-will need to explain what this is and how it is different from CRCT/EOCT)
· School Status—CCRPI Report
· CLIP—Comprehensive Local Implementation Plan

7. Parent Involvement Plan
1. Parent Involvement Plan (copy)
2. How and when plan is revised; (month/day/year) of revision included on plan
· Form to document process
3. Process to collect and review effectiveness of PI plan (survey/feedback)
· Begin review process in Spring
· Include any parent comments/suggestions

8. Six Capacities to Build Parent Involvement
1. Assist Parents w/ CCGPS, GPS, GMAS, Benchmark assessments, etc (academics and assessments)
· How and when you present information (Annual meeting or during parent grade level meetings)
· Handouts
· PowerPoint’s
· Agenda/sign-in sheet/minutes
· Survey/s from program—was it effective?
· Include pictures from meetings
· Include notices/announcements to meetings


2. Provide materials and training to parents
· Use survey results to help identify ideas for workshops/trainings
· Handouts/materials
· “How to” information
· What do you do to help parents help their child?
· Agenda/sign-in sheet/minutes for any workshops
· Survey from workshop—was it effective?
· Include pictures from meetings
· Include notices/announcements to meetings

3. Educate staff in parental involvement importance
· Conduct within first 2 weeks of school or during pre-planning
· Bring in school/district parent survey results on how parents view the school—welcoming; teachers communicating or not
· Faculty/staff professional learning
· PowerPoint/Handouts
· Agenda/sign-in sheet

4. Coordinate PI w/ALL other school programs (Elementary/Middle schools coordinate with PTO/PTA to make sure you are on agenda throughout the school year—can get a lot of feedback this way—CAN’T BE THE ONLY WAY); High School—Sr Parent Night, (9th Grade Parent Meeting, Financial Aid, parent Involvement Meeting, etc
· Parent Grade level meetings (ie-1st Grade Parent Meeting)
· PTO/PTA—EVERYTHING you present at any meeting can be presented at a PTO/PTA meeting
· PowerPoint/handouts
· Agenda/sign-in sheet
· Include pictures from meetings
· Include notices/announcements to meetings
· If you conduct a separate training/workshop not during a PTO/PTA meeting include a survey—was the training effective/beneficial, etc.

5. Distribute information in multiple languages (SWP artifact for Component 17)
· Flyers/notices
· Handouts that have been translated
· Materials for parents
· How parents can help their child
· Spanish versions of Internet Usage forms
· Field Trip forms
· Surveys
· Work with district PIC on translating Word documents (our program will not translate PDF)
6. Provide support to parents as requested
· Survey results—what did your Spring Parent Survey 2014 data tell you?
· Include an analysis of the data (use the sample questions handout as a guide)
· A summary of the data results not just a tally of responses
· Connect parent survey results/feedback to programs planned for current school year
· Programs/presentations 
· Provide an example of program that ties directly to survey data
· Feedback on programs—Survey programs/workshops
· Agenda/sign-in sheet
· Resources found on school website—screen shot
· Include pictures from meetings
· Include notices/announcements to meetings

9. Parent Communication/Interaction
1. Flyers sent out to community
2. Flyers posted around school
3. Newsletters
4. Parental Involvement Bulletin board—information on Title I; CCGPS/CCRPI; testing; information on how parents can help their child (photo of bulletin board)
5. School website—screen shots
6. Email—information sent to parents
7. Sign-in sheets from counselors; RtI and SST meetings

10. IC Professional Learning/Training—MUST HAVE ALL PARTS
1. Evidence of job embedded Professional Learning conducted  by Instructional Coaches to increase student academic achievement (at least 2-3 examples)
2. Agenda with IC listed as presenter/sign-in sheet
3. PowerPoint
4. Handouts/materials
5. Picture of IC conducting a workshop/training
6. High School since you do not have an IC include professional learning conducted by your AP of Instruction and/or PL conducted by PIC to staff

