Teacher Quality Monitoring Instrument

Title II, Part A
As a recipient of Title II, Part A state grant funds from the United States Department of Education (USDE), the Kentucky Department of Education (KDE) is required to conduct compliance reviews to ensure that funds to school districts are used in accordance with the purposes of the authorizing statute.  

Objectives

· To assess the degree to which program requirements are being fulfilled and make recommendations when appropriate and; 
· Provide technical assistance and guidance to strengthen program administration and improve the quality of programs and projects.

Once a district has been selected to receive a monitoring visit, the district’s designated Title II, Part A consultant from the Division of Next-Generation Professionals will contact the district coordinator to schedule the visit.  A letter outlining the specific details of the visit, along with a copy of the monitoring instrument will be sent to the superintendent and the district coordinator.  The monitoring instrument will be available on the KDE website under the Division of Next-Generation Professionals.  

During the visit, areas of review will include:  (1) Highly Qualified Teacher Information (2) Equitable Distribution of Teachers (3) Program Development, Implementation, and Evaluation (4) Participation of Private Schools, and (5) Financial Management. Program records and supporting documentation must be made available for review.  Any areas of non-compliance will be discussed during the visit and shared during an exit interview with the district coordinator and superintendent.  

Within two weeks of the visit, the KDE Title II consultant will send a letter outlining areas of commendations, recommendations and non-compliance.  Areas of non-compliance will be explained in detail on the “Actions Needed” form.  The form will detail specifics steps that will be necessary to bring the program into compliance.  A compliance target date as well as the required necessary documentation from the district will be included in the letter.       

After satisfactory completion of the monitoring process, a letter of compliance for the scope of the monitoring will be issued. If the monitoring process is not completed; or if monitoring findings are not addressed by the due date, the district office will be notified.
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District Monitoring Instrument
Title II, Part A - Highly Qualified Teachers (HQT)
Directions: Please place a “Yes,” “No,” or “N/A” to the right of each statement or question.
	Requirements
	Sample Documentation of Compliance
	Meets Compliance
	Comments/

Recommendations

	
	
	Y
	N
	 N/A
	

	1.
	The district’s current highly qualified teacher percentage is 100 %. §1119    
	March 2013 LEAD Report
	
	
	
	

	2.
	Does the district ensure that new hires meet the highly qualified standards?  §1119(a)(1)
	LEAD Report and List of new employees
	
	
	
	

	3.
	Are all of the teachers paid with Title II, Part A funds, for the purpose of class size reduction, highly qualified? §2123(a)(2)(B )
	LEAD Report, MUNIS Report
	
	
	
	

	4.
	Does the district notify parents of their right to request and receive information on the qualifications of their children’s teachers? §1111(h)(6)(B)(ii) Also required by Title I, Part A
	Dated Letter of Parents Right Request (may be found in the district/school handbook)
	
	
	
	

	5.
	Do schools that receive Title II funds notify parents when their children are taught for four or more consecutive weeks by teachers who are not highly qualified? §1111(h)(6)(B)(ii) – Also required by Title I, Part A
	Dated Parent Notification Letter

	
	
	
	

	6.
	Does the district make available both district and school report cards in multiple formats to the public in a timely manner?
	Copies of District and School Report Cards
	
	
	
	


Title II, Part A – Equitable Distribution 

Directions:  Please place a “Yes,” “No,” or “N/A” to the right of each statement.  
	Requirements
	Sample Documentation of Compliance
	Meets Compliance
	Comments/Recommendations

	
	
	Y
	N
	 N/A
	

	7.
	As part of its application for Title II funds, districts are required to provide an assurance that through the implementation of various strategies, low-income and minority students are not taught at higher rates than other students by inexperienced, unqualified, or out-of-field teachers. Does the district ensure that teachers are equitably distributed throughout the district? 

§1112(c)(1)(L)   
	District Teacher Quality Program Budget, HQT Improvement Plan, Accountability/
Funding Agreement,

CDIP Assurances
	
	
	
	


Title II, Part A - Program Development, Implementation, and Evaluation 

Directions:  Please place a “Yes,” “No,” or “N/A” to the right of each statement.  










     
	Requirements
	Sample Documentation of Compliance
	Meets Compliance
	Comments/

Recommendations

	
	
	Yes
	No
	N/A
	

	8.
	Documentation is available to verify that the school district provided opportunity for systematic consultation with parents, teachers, administrative personnel and other appropriate groups through the planning and implementation of this Title II, Part A project. The names and areas of representation of committee members are documented. §6202(b)(5)
	Agendas, minutes of meetings, and signatures attest to involvement in the consultation process and development of recommendations for the use of funds.
	
	
	
	

	9.


	When determining the use of Title II, Part A program funds, the district will target schools that have the lowest proportion of highly qualified teachers, have the largest average class size, or are identified for school improvement under Title I, Section 1116(b). 

	District Teacher Quality Program Budget, MUNIS Budget, staffing allocation
	
	
	
	

	10.
	Professional development needs of teachers and administrators are determined by analysis of data compiled through such processes as achievement test results, needs assessments, and surveys. (For PD funded by Title II, Part A).
	Needs assessment, Comprehensive District Improvement Plan (CDIP),  HQT Improvement Plan, Accountability Funding Agreement, Surveys
	
	
	
	

	11.
	Professional development activities funded by Title II, Part A are based on a review of scientific research, meet the federal criteria for professional development and are focused on supporting teachers in meeting the highly qualified requirements.
	CDIP, PD plans of teachers not meeting HQT requirements
	
	
	
	

	12.
	A record is maintained when Title II, Part A funds are used for professional development activities or conferences. 
	Pertinent information such as dates, topics, agendas, stipends, staff attending, and cost is also maintained
	
	
	
	

	13.
	All professional development equipment and materials over $5000 purchased with Title II, Part A funds are permanently identified with “Title II (A)” and “FY” prior to placement.
	Current inventory of Title II funded purchases, including the site, location, and invoices.  (Items should be for PD needs not classroom sets)
	
	
	
	

	14.
	Class-size reduction needs are determined by analysis of data compiled through such processes as achievement test results, needs assessments, and class size data reviews. 

	Needs assessments, CDIP/CSIP, staffing allocation
	
	
	
	

	15.
	Personnel compensated from Title II, Part A funds are performing assignments appropriate to the program implementation as approved in the district’s Title II, Part A application and appropriate documentation is maintained.
	MUNIS, teacher assignment roster, Teacher Quality Program Budget
	
	
	
	

	16.
	Programs, services and other activities were implemented shortly after approval of the District Teacher Quality Program Budget. If implementation

was delayed, provide explanation.
	District Teacher Quality Program Budget, PD plans, invoices, timely expenditure of funds
	
	
	
	

	17.
	All expenditures relate to the program(s) outlined in the application and are used to enhance professional development instruction of identified participants.  Evidence of the expenditure of state and local funds (e.g., computer printouts, paid claims, and invoices) is available to document the use of Title II, Part A funds to supplement and not supplant the program outlined in the District Teacher Quality Program Budget.

	District Teacher Quality Program Budget, PD plans, invoices
	
	
	
	

	18.
	A plan has been established to provide valid evaluation information on all Title II, Part A programs.
	Title II, Part A program evaluation, needs assessment, CSIP/CDIP
	
	
	
	

	19.
	Are program funds used to develop and implement initiatives to assist in recruiting highly qualified teachers, and hiring highly qualified teachers, who will be assigned teaching positions within their fields? Section 2123(a)(2)(C)

	Invoices

Advertisements, Teacher Quality Program Budget, MUNIS
	
	
	
	

	20.
	Has the LEA developed and implemented initiatives to promote retention of highly qualified teachers and principals, particularly within schools with a high percentage of low-achieving students? Section 2123 (a)(2)(A)(i)
	CDIP, TELL Survey Data, Teacher Quality Program Budget
	
	
	
	


Title II, Part A – Participation of Private Schools Information

Directions:  Please place a “Yes,” “No,” or “N/A” to the right of each statement.
	
	Requirements
	Sample Documentation of Compliance
	Meets Compliance
	Comments/

Recommendations

	
	
	
	Yes
	No
	N/A
	

	21.
	Are there private schools or home schools being served by Title II, Part A? (Complete the following items if private schools exist in the district and have elected to participate.)
	List of participating private schools –including participating home schools
	
	
	
	

	22.
	Documentation indicates that the school district consulted with identified private school officials regarding the benefits and limitations of participating in federal programs. 
	Records of consultation meetings, declaration of intent to participate letter to private schools within and outside the district
	
	
	
	

	23.
	Participating private school programs are operated by the public school district and documentation verifies that the services and/or professional development provided for participating private schools assist in meeting the professional development needs of the private school teachers. 
	Surveys, consultation forms, needs assessments, invoices, evaluation
	
	
	
	

	24.
	Participating private school programs are maintained by the public school district and documentation verifies that the services and/or professional development provided for participating private schools are secular, neutral, and non-ideological.
	PD documentation, agendas, invoices
	
	
	
	

	25.
	Procedures have been established for the retrieval of Title II, Part A purchases made on behalf of private schools when the materials are no longer needed for Title II, Part A purposes.  The procedures require that retrieved purchases be distributed equitably among participating schools.
	EDGAR – Disposal of Equipment Procedures, Inventory
	
	
	
	

	26.
	Expenditures have been made for private school teachers on an equitable basis in accordance with information provided by the Title II, Part A district office.


	(MUNIS Budget, District Teacher Quality Program Budget, invoices)
	
	
	
	

	27.
	Private School Officials have been notified of the Complaint Procedure, in the event there is a question of equitability of services.
	Complaint Procedure, interviews
	
	
	
	

	28.
	List participating private schools:


	
	
	


Title II, Part A - Financial Management 
Directions:  Please place a “Yes,” “No,” or “N/A” to the right of each statement.  
	Requirements
	Sample Documentation of Compliance
	Meets Compliance
	Comments/Recommendations

	
	
	Yes
	No
	  N/A
	

	29.

	Did district transfer 100% of Title II funds into Title I? (If so, participating private schools must still be served). 
	Approved Teacher Quality Program budget
	
	
	
	

	30.

	If funds have been transferred into Title II, are the funds used according to Title II requirements?
	Approved Teacher Quality Program budget, detailed MUNIS report
	
	
	
	

	31.
	Are schools’ and district’s staffing patterns and financial expenditures/obligations to date consistent with the approved Title II budget and fund spent in a timely manner for the last 3 years.
	List and count of staff, financial expenditures on detailed MUNIS report, Teacher Quality Program Budget
	
	
	
	

	32.
	The district Title II, Part A program officer works closely with the district’s business manager to ensure Title II, Part A funds are properly budgeted, expended, and reported using the appropriate MUNIS codes for the last 3 years.

	MUNIS, District Teacher Quality Program Budget, Invoices
	
	
	
	

	33.  
	Do payroll records document the staff at the district and school level paid completely or partially from Title II, Part A funds for the last 3 years?  
	List and count of staff, MUNIS, Teacher Quality Budget
	
	
	
	

	34a. 
	Do district and/or school personnel paid partially from Title II funds maintain monthly Personal Activity Reports indicating the percentage of time the employee worked directly with Title II and other duties?  
	Personal Activity Reports (PAR) for partially paid out of Title II funds  
	
	
	
	

	34b. 
	Is the report signed by the employee and supervisor who has firsthand knowledge of the work performed?  (For the last 3 years)
	Must be signed by employee and supervisor
	
	
	
	

	35a.
	Do district and/or school personnel paid solely from Title II funds maintain semi-annual Personal Activity Reports demonstrating the employee worked solely with Title II for the period covered by the documentation?  
	Personal Activity Reports (PAR) for personnel paid solely out of Title II funds  
	
	
	
	

	35b.


	Is the report signed by the employee and supervisor who has first-hand knowledge of the work performed? (For the last 3 years)

	Must be signed by employee and supervisor semi-annual signed
	
	
	
	

	36.
	Is a separate accounting of Title II funds maintained in the MUNIS system identified by school units?
	Detailed MUNIS budget and invoices documenting Title II expenditures by schools.

	
	
	
	

	37a.
	Are the two most recent financial audits free of any federal findings in relation to Title II, Part A?   
	Copy of the two most recent financial audit findings

	
	
	
	

	37b.
	If there were findings, have they been resolved?

	Resolutions of findings documentation


	
	
	
	

	38.
	Was only the Title II portion of the financial audit charged to the Title II account?

	MUNIS report, Teacher Quality Program Budget

	
	
	
	

	39.
	Has the district appropriately tagged Title II assets/equipment?  
	Look at reason for the disposal of equipment, removal from master inventory
	
	
	
	

	40.
	Does the district maintain adequate internal controls in the disbursement of Title II funds?
	Policies and procedures used by the district for all procurement from non-federal and federal funds that include the signature of the Title II Coordinator and the superintendent ( or designee) 
	
	
	
	

	41.
	Are expenditures and encumbrances for Title II, Part A supported by appropriate documentation?
	Payroll, purchase requisitions/orders, invoices, journal entries, MUNIS
	
	
	
	

	42.
	Is there documentation that Title II funds supplement, no supplant, general (state and local) funds?
	School council general funds staffing allocations, expenditure reports, signed assurances, MUNIS
	
	
	
	

	43.
	Are all Title II records kept for the current year and three previous years?

	May be purged after ten years
	
	
	
	

	*****FOR KDE  USE ONLY - MONITORS WILL VERIFY THE FOLLOWING ITEMS WITH THE DIVISION OF 
BUDGETS AND FINANCIAL MANAGEMENT AT KDE*****

	44.
	Has the district met the maintenance of effort requirement? 


	
	
	
	

	45.
	Are expenditure reports for Title II, Part A submitted accurately and on a timely basis to the state?
	
	
	
	
	

	46.
	Are Federal Cash Request forms for Title II, Part A submitted on a timely basis to the state and the 30 day cash advancement limitations adhered to?
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