FY 2017 TITLE III-LEP DECLARATION OF PARTICIPATION REPORT

 School Year 2016-2017
Instructions for Electronic Format

The electronic version of the Declaration of Participation allows you to enter data in a protected Excel spreadsheet.   The spreadsheet automatically totals the participating private non-profit and home school membership by program.  It also makes it easier to update information annually.
General Instructions

1. Submit only one Declaration of Participation Report. 

2. You may email the Private Non-profit (PNP) School Declaration of Participation form and a copy of the letter sent to your superintendent, to your private non-profit and home school contacts, provided you have email addresses available.  If you use this method of distribution, you must put a Read Receipt on your email message and save this receipt as evidence that the email was delivered and opened.

3. Using the information provided by the private non-profit and home schools on the signed Declaration of Participation forms retained at the district, enter participation data for the 2015-2016 school year on the Declaration of Participation Report and send to the Kentucky Department of Education.    
4. Enter data in the blue areas only.  NOTE:  The form has been set to only allow data entry in the blue areas.
5. To print - set the print area, to do this click on file, print area, set print area, and highlight only the pages you wish to print.  Failure to set this print area will result in numerous blank pages being printed.
Part A:  Public District Declaration 

1. Enter your district name to confirm compliance with the Civil Rights Act of 1964.
2.  Place an “X” in the appropriate box under the Participating Status column if your district intends to request Title III funds for the 2016-2017 school year. 

Part B:  Participation of Private Non-profit (PNP) and Home Schools

Note:  This spreadsheet automatically adds the total participating membership for each program when an X is entered in a program box.  When an X is entered in the PNP and Home School Columns, it also automatically totals membership for each type of school.

Do not enter data in any gray areas in the Part B (Participation of Private (PNP) and Home Schools) section of this report. 

1. List the names of all private non-profit and home schools physically located in your district’s geographic boundaries in column one, labeled Private Non-Profit & Home Schools.

2. If a private non-profit school, place an X in column two, labeled PNP.  
3. If a home school, place an X in column three, labeled Home.   

4. List each school’s Limited English Proficient membership (actual count) for the end of the 2nd month of the 2015-2016 school year in column four, labeled Limited English Proficient.
5. List each school’s Immigrant membership (actual count) for the end of the 2nd month of the 2015-2016 school year in column five, labeled Immigrant.

6. If the school intends to participate in Title III Limited English Proficient for the 2016-2017 school year, place an X in column six, labeled Title III Limited English Proficient Program.    

7. If the school intends to participate in Title III Immigrant Program for the 2016-2017 school year, place an X in column seven, labeled Title III Immigrant    


Part C:  Assurances 
1. Click on the Assurance Page TAB (located at the bottom of the spreadsheet) of the workbook.

2. Enter the Superintendent name, and check either will or will not.
3. Enter the name, title, and telephone number of the person preparing the report.  
4. Email the report to Martha Johnson at martha johnson@education.ky.gov by April 1, 2016 using the following format:  “your district’s name” LEP Declaration Form 2016-2017, in the subject line. For example:  Anderson Co. LEP Declaration Form 2016-2017 

When printing, be sure to set the print area, failure to do this will result in the printing of numerous blank pages please refer to #5 under General Instructions.
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