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I. INTRODUCTION

This guidebook has been developed to assist the local district in completing its comparability report. It 
includes 

1) a brief description of what the law requires;
2) instructions for completing each required worksheet with examples; and
3) reminders for the district

The worksheets in the Comparability Report are part of an Excel Macro-Enabled workbook. In 
order to use the workbook, you must select enable content which appears at the top left of the 
screen. 

If you have questions as you 
complete the worksheets, or if 
any Title I school in the district is 
not comparable after you have 
completed the applicable 
worksheets, please call your Title 
I Consultant for assistance at 
(502) 564-3791.

II. REQUIREMENTS OF TITLE I, PART A

Section 1120A states that a district may receive Title I funds only if it uses general funds (state and 
local funds) to provide services in Title I schools that are at least comparable to the services provided 
in non-Title I schools. If the district serves all of its schools (or all of its schools in a grade span or size 
grouping) with Title I funds, the district must use general funds to provide services that are 
comparable in each school. Comparability procedures must be demonstrated annually.  

Title I requires that each district give written assurances that schools within the district receive 
comparable services from general funds. These assurances state that the district must meet the 
comparability requirements by establishing and implementing: 
(a) Districtwide salary schedules;
(b) Policies to ensure equivalence among schools in teachers, administrators, and other staff; and
(c) Policies to ensure equivalence among schools in the provision of curriculum materials and

instructional supplies

1)
2)

REMINDERS 

The workbook must be completed and submitted electronically. 
Complete the applicable comparability worksheets by
November 1, 2016 and upload the entire workbook, with the 
name of the file (“2016-17 <enter district name> CompRep”), to 
GMAP. Consult help document "Uploading CR Worksheet to 
GMAP" for directions.

3) Keep the worksheets and backup data on file in the district Title
I office to be reviewed by Title I, Part A staff during monitoring
visits.

4) Demonstrating comparability is a requirement that districts
must annually meet to receive Title I, Part A funds.

mailto:title1reports@education.ky.gov
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III. SAVING YOUR COMPARABILITY REPORT

Remember, your comparability report is a macro-enabled document. You must save it in the same 
format. To save your report 

1. Click File, then Save As

2. Change the file name by replacing “District” with your district name

Example: “2016-17 DISTRICT CompRep” becomes “2016-17 Bardstown Ind CompRep”

3. Make sure the “Save as type” box still says “Excel Macro-Enabled Workbook”

4. Click Save

IV. COMPLETING CR WORKSHEET

CR Worksheet 1 is the starting point for determining comparability. The purpose of this worksheet is 
to establish whether or not a detailed comparability study must be completed, and, if so, the number 
of such reports required. 

This document is locked. You may only enter data in the .yellow cells.     

Need space to calculate? Click insert sheet symbol at the bottom of worksheet 

Step 1. Enter the name of the district and the person responsible for completing the comparability 
report. Enter the date of the data used for the report. The information for the comparability 
report must be taken on the last day of the second school month (a school month is twenty 
teaching days) or another date early in the school year (on or before October 31, 2016).

Step 2. Schools with 100 or fewer students may be excluded from the study. List these in the yellow 
box designated for the excluded schools and do not include their information in any other 
worksheets. 

Step 3. A district may meet the comparability requirements on a grade span by grade span basis or 
a school-by-school basis. If grade span grouping is used, group schools according to grade 
span. Although there is no limitation on the number of grade spans a district may use, the 
number should match the basic organization of schools in the district. Usually there are 
three groups: (A) elementary, (B) middle or junior high, and (C) senior high. Every school 
with an enrollment over 100 must be assigned to one of the groups. Up to EIGHT grade 
spans are permitted. Do not include preschool centers. 

Follow these rules in grouping schools: 

a. A school serving grades in two or three of the grade span groupings should be included
in that group with which it has the greatest number of grades in common.
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b. A school that serves an equal number of grades in two or more grade span groupings
should be included in the lower grade span grouping.

c. If there is a significant difference in the enrollments of schools within a grade span – for
example, the largest school in the grade span has an enrollment that is two times the
enrollment of the smallest school in the grade span – the district may divide grade
spans into a smaller size grouping and a larger size grouping. Any school whose
enrollment falls between the two can be placed in the size group deemed most
appropriate.

d. Enter the actual grade spans under the appropriate grade span).

e. Enter the number of Title I Schools (using size grouping as necessary), and the number
of non-Title I schools (using size grouping as necessary).

Step 4. If CR Worksheet 1 indicates that a study must be completed, the appropriate worksheet will 
be shown. The district has the option of documenting comparability compliance by utilizing 
one of the following two ways: 

i. Using the Student/Staff Ratio Worksheet that matches the groups to be compared
to compare the average number of students per instructional staff in each Title I
school with the average number of students per instructional staff in non-Title I
schools. If all schools in a grade span or size grouping are served by Title I, higher
poverty Title I schools are compared to lower poverty Title I schools.

OR

ii. Using the Salary Ratio Worksheet to compare the average instructional staff salary
expenditure per student in each Title I school with the average instructional staff
salary expenditure per student in non-Title I schools. If all schools in a grade span or
size grouping are served by Title I, higher poverty Title I schools are compared to
lower poverty Title I schools.

The following pages of this guide explain the 
procedures to complete the required 
Student/Staff Ratio Worksheet(s) as determined 
by completion of the CR Worksheet 1. Use the 
worksheet(s) that correspond to the grade span 
groups that must be compared. Only required 
worksheets will be visible.   

Once all applicable worksheets are completed AND all 
the schools are comparable, upload the entire workbook,
with the name of the file (“2016-17 <enter district name> 
CompRep”) to GMAP. Consult help document 
"Uploading CR Worksheet to GMAP" for directions.

Helpful Hint 

Since Student/Staff Ratio is the easier of the 
two worksheets to complete, it is suggested 
that the Salary Ratio Worksheet be completed 
ONLY if comparability cannot be shown using 
Student/Staff Ratio. Salary Ratio allows the 
district to demonstrate that schools are 
comparable without having to move or add staff 
to make the schools comparable. Call your Title 
I consultant if you have difficulties or questions. 

Click for CR Worksheet Samples 

Sample 1 Title I and Non-Title I Schools 
 (page 5) 

Sample 2 Title I Schools Only 
 (page 6) 

Sample 3 No Comparable Schools 
 (page 7) 

mailto:title1reports@education.ky.gov
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SAMPLE 1: Completing CR Worksheet – Comparing Title I and Non-Title I Schools 

In this example, the smallest school in the P-5 grade span was placed in the smaller size 
grouping because it was approximately half the size of the other schools in the grade span. No 
study is necessary since there is no school to be compared. 

A study must be made to compare the Title I schools to the non-Title I schools in the P-5 grade 
span. Gradespan A - Larger worksheet will appear and must be completed. 

Click here to see Sample 4 (page 10) worksheet comparing Title I and Non-Title I Schools 

No study is needed for Grade Span B or Grade Span C since there is no school to compare to 
in either grade span. 
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SAMPLE 2: Completing CR Worksheet – Comparing Title I Schools Only 

In this example, size grouping was not used since the P-5 schools are similar in enrollment. 
The number of P-5 schools was placed in Gradespan A - Smaller. A study must be made to 
compare the Title I schools in the P-5 grade span to each other. Gradespan A - Smaller 
worksheet will appear and must be completed. 

Click here for example of chart (page 11) to compare low and high poverty Title I schools 

Click here to see Sample 5 (page 12) worksheet comparing Title I Schools Only 

No studies are necessary for Grade Span B-Smaller Grouping and for Grade Span B-Larger 
Grouping because there are no schools to be compared.  

No study is necessary for Grade Span C-Smaller Grouping because the high schools are not 
Title I. 
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SAMPLE 3: Completing CR Worksheet – No Comparable Schools 

In this example, no study is necessary for any grade span or size grouping. Note that a school 
with an enrollment of 100 or less has been excluded from the study. No additional worksheets 
will appear. There are no schools to be compared in grade spans or size groupings. 

V. COMPLETING the STUDENT/STAFF RATIO WORKSHEET

General Information 

The general provisions contained in this section apply to the Student/Staff Ratio Worksheet in all 
circumstances. 

F.T.E. (Full-Time Equivalency) Staff 

When calculating instructional staff, be consistent from school to school and for Title I and non-
Title I schools alike. Itinerant staff must be prorated as necessary (e.g., if the music teacher serves 
more than one school, the music teacher's F.T.E. is less than full-time in each school). 
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Instructional Staff to Be Included 

State and locally funded instructional staff members assigned to the school who provide 
direct instructional services to children or who assist or supervise those staff members who 
provide instruction MUST be included for comparability purposes. This includes state and 
locally funded teachers, principals, librarians, guidance personnel and paraprofessionals who 
are employed to assist other instructional staff members providing instructional service. 
Secretaries, clerical personnel and cafeteria workers are NOT included. 

Instructional Staff to Be Excluded 

The following instructional staff must be excluded for comparability purposes: 

Instructional staff paid from any federal funds, such as Title I funded teachers and 
paraeducators/ instructional assistants, Title II funded teachers to reduce class size, Title III 
funded staff; staff funded through IDEA; etc.; 

The following instructional staff may be excluded (maintain consistency between schools) 

Instructional staff paid from general funds for language instruction educational programs for 
English language learners; 

Instructional staff paid from general funds for excess costs of providing services to children 
with disabilities as determined by the district; and 

Instructional staff paid from supplemental general funds for a program in a non-Title I 
school that meets the schoolwide program requirements of section 1114 or targeted 
assistance school requirements of section 1115. These programs must comply with the 
requirements of a schoolwide program or a targeted assistance school.     

A program funded from supplemental state or local funds meets the schoolwide program 
requirements of section 1114 if it 

Is implemented in a school that meets the Title I schoolwide program poverty threshold 
(40% low-income); 

Is designed to upgrade the entire educational program in the school to enable all children to 
meet the state's challenging student performance standards; 

Is designed to meet the educational needs of all children in the school, particularly the 
needs of children who are failing, or most at risk of failing, to meet the state's student 
performance standards;  

Reviews the effectiveness of the program through the state's system of assessment 

A program funded from supplemental state or local funds meets the targeted assistance 
school requirements of section 1115 if it 

Serves only children who are failing, or most at risk of failing, to meet the state's student 
performance standards; 

Provides supplemental services designed to meet the special educational needs of children 
who are participating in the program to enable those children to meet the state's student 
performance standards;  

U Reviews the effectiveness of the program through the state's system of assessment 
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When Comparing Title I & Non-Title I schools 

See Sample 4  (page 10) 

This document is locked. You may only enter data in the .yellow cells.     

Need space to calculate? Click insert sheet symbol at the bottom of worksheet 

Step 1. Under Title I Schools, list all Title I schools 
(column A) 

Step 2. Enter the actual grade span for each listed Title 
I school (column B) 

Step 3. Enter the enrollment of each Title I school at 
the date the study is taken (column C). 
Do not include preschool students 

Step 4. Enter the number of state and locally funded 
instructional staff as a Full-time Equivalency 
(F.T.E.) for each school (column D). 

In this example, the total state and locally 
funded instructional staff (F.T.E.) for Pontiac 
Elementary School is 21.10. Note that the 
itinerant teachers and teachers partially paid 
from federal funds have been prorated. 

Step 5. Under the Comparison Schools section, list the non-Title I schools (column A) 

Step 6. Enter the actual grade span for each listed non-Title I school (column B) 

Step 7. Enter the enrollment of each non-Title I school at the date the study is taken (column C) 

Step 8. Enter the number of state and locally funded instructional staff as a Full-time Equivalency 
(F.T.E.) for each listed non-Title I school (column D). 

If any of the Title I schools are not comparable using student/staff ratio, call your Title I Consultant at 
(502) 564-3791 for further guidance.

Pontiac Elementary 

State and Locally Funded Instructional Staff F.T.E. (Full-Time Equivalency) 

1 Principal   1.00 

16 Regular Classroom Teachers 16.00 

1 Music Teacher (itinerant)  .33 

1 Art Teacher (itinerant)  .33 

1 P.E. Teacher (itinerant)  .33 

1 School Nurse (part federal)  .11 

1 Counselor   1.00 

2 Full-time Paraeducators (Instructional Assistants)   2.00 

BUILDING F.T.E. TOTAL 21.10 

CALCULATING KINDERGARTENERS 

 Kindergarten students who attend
school for half of the day should 
be counted as half-time students 
for enrollment purposes. 

 Example: .5 X 50 = 25 

 Review the General Information
(link) to ensure only required
instructional staff is included in
the count.

 Each school’s staff information
must be on file in the district Title I
office.
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SAMPLE 4: Completing Student/Teacher Ratio Worksheet – Title I & Non-Title I schools 

This example determines if the schools in Grade Span A-Larger size grouping from Sample 1 
are comparable. The schools used as comparison schools in this example are non-Title I 
schools. All schools in this example are comparable because the student/staff ratio for each 
Title I school does not exceed the Comparability Ratio.  
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When Comparing Only Title I Schools 

See Sample 5 (page 12) 

If all schools in a grade span or size grouping are Title I schools, then the district is obligated to 
demonstrate that state and local services, taken as a whole, are comparable in each school. In order 
to do this, the district must compare high poverty Title I schools to low poverty Title I schools. 

This document is locked. You may only enter data in the .yellow cells.     

Need space to calculate? Click insert sheet symbol at the bottom of worksheet 

Step 1. Use the sample to the right to 
identify schools with the lowest 
percent of low-income children. 

Step 2. Under Title I Schools, list the 
HIGHEST POVERTY Title I schools 
(column A) 

Step 3. Enter the actual grade span for each 
listed Title I school (column B) 

Step 4. Enter the enrollment of each Title I 
school at the date the study is taken 
(column C). 
Do not include preschool 
students 

Step 5. Enter the number of state and 
locally funded instructional staff as a 
Full-time Equivalency (F.T.E.) for 
each Title I school (column D). 

Step 6. Under the Comparison Schools 
section, list the LOWEST 
POVERTY Title I schools (column 
A) 

Step 7. Enter the actual grade span for each 
listed Title I school (column B) 

Step 8. Enter the enrollment of each Title I 
school at the date the study is taken 
(column C) 

Step 9. Enter the number of state and 
locally funded instructional staff as a 
Full-time Equivalency (F.T.E.) for each listed Title I school (column D). 

If any of the Title I schools are not comparable using student/staff ratio, call your Title I Consultant at 
(502) 564-3791 for further guidance.

EXAMPLE: Identifying schools with the lowest percent of 
low-income children 

Grade span: P-5 

(a) Since the district will not split the grade span by
size grouping, schools will be listed as smaller
group size.

(b) There are eight elementary schools, all served by
Title I.

(c) The percent of children from low-income families
must be used to determine which schools will act
as the comparison schools. Using currently
available data identify those schools from the
group with the lowest percent of low-income
children.

Title I Schools % Low-Income 

Red Elementary 40 

White Elementary 38 

Black Elementary 35 

Green Elementary 34 

Orange Elementary 30 

Yellow Elementary 29 

Blue Elementary 27 

Pink Elementary 25 

(d) Up to one-half of the lowest poverty schools may
be used as Comparison Schools. In this example,
only three schools (highlighted) will be used as
Comparison Schools. 
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SAMPLE 5: Completing Student/Teacher Ratio Worksheet – Title I Schools Only 

This example determines if the schools in Grade Span A-Smaller size grouping from Sample 2 
are comparable. The schools used as comparison schools in this example are the lowest 
poverty Title I schools. All schools in this example are comparable because the student/staff 
ratio for each Title I school does not exceed the Comparability Ratio.  
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VI. COMPLETING the SALARY RATIO WORKSHEET

General Information 

This section explains the procedures for 
comparing the instructional staff salary 
expenditure per student in each Title I 
school (or the highest poverty Title I 
schools) with the instructional staff salary 
expenditure per student in schools not 
participating in Title I (or the lowest poverty 
Title I schools). 

Salaries (Excluding Longevity) 
When calculating instructional staff salaries, be consistent from building to building and Title I 
and non-Title I schools alike. Be sure to prorate salaries as necessary (e.g., if a music teacher is 
.5 F.T.E. in one elementary and .5 F.T.E. in another elementary, the salary identified for each 
building should only reflect that portion of the teacher's time assigned in a particular school). 
Salaries used for comparability purposes are to exclude longevity (i.e., length of service). 
Therefore, the base salary for job classification should be used - NOT the current salary. The 
district should distinguish various levels of base salaries (e.g., teachers with a bachelor's degree 
would have one base salary; teachers with master's degree would have a higher base salary). 

Staff to Be Included 
The salaries of state and locally funded instructional staff members assigned to the school who 
provide direct instructional services to children or who assist or supervise those staff members 
who provide instruction must be included for comparability purposes. This includes state and 
locally funded teachers, principals, librarians, guidance personnel and paraprofessionals who 
are employed to assist other instructional staff members providing instructional service. 
(Secretaries, clerical personnel and cafeteria workers are NOT included.) 

Staff to Be Excluded 
The salaries of the following staff must be excluded for comparability purposes: 

Instructional staff paid from any federal funds such as Title I funded teachers and 
paraeducators/instructional assistants, Title II funded teachers to reduce class size, staff 
funded through IDEA, etc.; 

The following instructional staff may be excluded (be consistent from school to school): 

Instructional staff paid from general funds for language instruction educational programs for 
English language learners; 

Instructional staff paid from general funds for excess costs of providing services to children 
with disabilities as determined by the district; and 

Instructional staff paid from supplemental general funds for a program in a non-Title I 
school that meets the schoolwide program requirements of section 1114 or targeted 
assistance school requirements of section 1115. (See page 9 for schoolwide program 
requirements and targeted assistance requirements.)  

Do not use this comparison worksheet 

unless schools were not comparable 

using the Student/Staff Ratio 

worksheet. 

Contact your Title I Consultant before you begin.
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Salary Ratio Worksheet 

See Sample 6 (page 15) 

Step 1. Determine which grade span and size grouping 
is to be compared on the worksheet. If you 
must complete a Salary Ratio Worksheet for 
more than one grade span/size grouping, click 
next to “Add Sheet?” and choose “Yes”    

Step 2. List all the schools that are Title I schools 
(or high poverty Title I schools) (column A) 

Step 3. Enter the actual grade span for each listed 
Title I school (column B) 

Step 4. Enter the enrollment of each Title I school 
at the date the study is taken (column C). 
Do not include preschool students 

Step 5. Enter the total salaries, excluding 
longevity, at each school. The district 
should compile the total salary expenditure 
by building. In the example below, the 
salaries are prorated based on the FTE of 
each position. 

Kingswood Elementary 

Staff FTE Base Salary Total Salary 

Principal 1 $25,000 $25,000 

Regular Classroom Teachers (Master's) 10 $20,000 $200,000 

Regular Classroom Teachers (Bachelor's) 6 $18,000 $108,000 

Music Teacher .33 $20,000 $6,660 

Art Teacher .33 $20,000 $6,660 

P.E. Teacher .33 $18,000 $5,994 

School Nurse .11 $15,000 $1,650 

Counselor 1 $8,000 $8,000 

Full-time Paraeducators (Instructional Assistants) 2 $7,167 $14,334 

BUILDING F.T.E. TOTAL $376,298 

Step 6. Under Comparison Schools, list the comparison schools (column A) 

Step 7. Enter the actual grade span for each listed comparison school (column B) 

Step 8. Enter the enrollment of each comparison school at the date the study is taken (column C) 

Step 9. Enter the total salaries, excluding longevity, at each comparison school (column D). 

IMPORTANT!! 

If any school is not comparable, staff will have to be added or moved in order to 
make the school comparable. 
Contact your Title I Coordinator at (502) 564-3791 for assistance. 

CALCULATING KINDERGARTENERS 

 Kindergarten students who attend
school for half of the day should be 
counted as half-time students for 
enrollment purposes. 

 Example: .5 X 50 = 25 

 Review the General Information (link) to
ensure only required instructional staff
is included in the count.

 Each school’s staff information must be
on file in the district Title I office.
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SAMPLE 6: Completing Salary Ratio Worksheet 

This example determines if the schools in the smaller size grouping from the example on page 7 are 
comparable using staff salaries instead of staff/student ratio. The Title I schools with the lowest 
percentage of free and reduced lunch count must be used as the comparison schools when all of the 
schools in the grade span or size grouping are served by Title I. All schools in this example are 
comparable because the average per pupil expenditure for each school (in Column E-1) exceeds the 
amount in Column E-3.  
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VII. DATES, RECORDS, AND ACTION IN COMPARABILITY REPORTING

It is the district's responsibility to maintain appropriate records in order to verify that the comparability 
requirement is met. Keep a copy of the completed worksheets and any data that was used to 
complete them on file in the district Title I office. 

A. District Comparability

1. The effective date of the comparability report should be the last day of the second school 
month or another date early in the school year (on or before October 31, 2016). Data are to 
reflect the current year program at the date selected.

2. A district must be in compliance with comparability following the comparability study.

B. Information and Records on File in Local District

1. All districts MUST complete CR Worksheet 1

i) If additional worksheets are required, they will appear. The district must complete those 
worksheets.

ii) Only use Salary Comparison Worksheet if schools are not comparable using Student Ratio 
Worksheet. Call your Title I Consultant at (502) 564-3791 before using the Salary Ratio 
Worksheet.

2. The entire workbook with the completed worksheets MUST be uploaded to GMAP by 
November 1st, 2016.

3. The worksheets must be available in the district Title I office for monitoring along with the 
districtwide salary schedule; policy to ensure equivalence among schools in teachers, 
administrators, and other staff; and policy to ensure equivalence among schools in the 
provision of curriculum materials and instructional supplies.

4. The district must have the working papers on file for each school. This includes the staff 
included and excluded for the report or the salary information for the report.

5. Comparability records must be maintained in the district for three years plus the current year or 
until any impending audit is settled.

C. Actions in Cases of Non-Comparability

1. Demonstrating comparability is a requirement for receiving Title I, Part A funds. If a district 
determines that any Title I school is not comparable, records must be made available to show 
how the district has brought the schools into comparability. Call your Title I Consultant at (502)
564-3791 if the study shows that any Title I school is not comparable. Staff will need to be 
moved or added immediately in order to make the particular school(s) comparable.

2. A new Comparability Report and documentation showing that staff has been added/moved 
must then be submitted to the KY Department of Education. Title I funds will be held until the 
documentation is submitted.

3. If a district is found not to be in compliance with the comparability requirements, the district 
must pay back the Title I school that was not comparable. The amount of general (state and 
federal) funds to be paid back to the school is determined by the percentage by which the 
school was not comparable. 

mailto:title1reports@education.ky.gov


VIII: Appendix: Uploading the Title I Comparability Report to GMAP 

1. Select District Document Library in the upper left Main Menu.

2. Click on 2017 for the 2016-2017 fiscal year and click on Show
Folders.

Note: For future years, always click on the current year’s folder.
The folder name will always be the END of the upcoming fiscal year

3. Open the folder and locate the “Title I Comparability
Report. Click on the + sign to open the folder and
click Edit Documents beside the document name.



4. Click on the Document Template
“Comparability Report”. This will
download the template to your
computer.

5. Click on the downloaded document to open it
(lower left of your screen)

6. Open the document and Click on Enable Editing. Complete it per the instructions in the
document.

7. Save and name the document to a folder on your computer. Close Microsoft Excel.
8. Return to GMAP. Return to the District Library

and  click on Upload Document.

Note: If you have left GMAP while completing the 
document, go back to District Library, find the Title I 
Comparability Report as you did above and click on 
edit document. It will return you to this page.   



9. Click on Choose File and
locate the document
created from the
template. Enter a
Document Name  and
click Save.

10. To verify a successful upload, go
to the District Document Library
and click on Document History
for the Federal Cash Request
Assurance.




