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Overview of Monitoring Process

Administrative Requirements

Title I Targeted Assistance 
Requirements

Other Monitoring Reviews

How often are schools monitored?

Is my district/school being monitored?
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Monitoring Timeline
Letter of notification (Fall)
Schools assemble packet and mail it to 
state Title I office (Fall/Winter)
Packet is monitored by DPI program staff 
(Winter)
Follow-up letter of notification 
(Winter/Spring)

What are the types of responses?
* Self-monitoring approved 
* Approved with conditions
* Not approvable, further action needed 
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Packet Contents and Assembly

Labeling and marking sections

Grouping sections

Enclose examples

Submit: School Board Minutes, Naming an 
Authorized Representative 

Correct: The XYZ School District approves the 
authorization of the superintendent, Mr. John Jones, as the 
authorized representative for the following federal 
programs: Title I, Title II Part A, Title II Part D, Title IV Part 
A, Title V Part A, Reaped funds, School Food Service, 
Comprehensive School Reform, Reading First, and 
Federal Vocation Program. Motions made by Smith, 
seconded by James, and motion carried unanimously.

Incorrect: The XYZ School District approves the 
authorization of the superintendent, Mr. John Jones, as the 
authorized representative for the federal Title programs. 
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Cooperative Agreements Notations

Submit: Board Minutes Regarding Cooperative 
Agreements 

Any cooperative agreements must include 
board minutes from each school district 
authorizing the cooperative agreement 
between school districts.

Submit: School Board Minutes, Approving the 
Consolidated Application 

Correct: The XYZ School District motions to 
approve the consolidated application for Title I, Title II 
Part A, Title II Part D, Title IV Part A, Title V Part A, 
and Reaped funds. Motions made by Smith, seconded 
by James, and motion carried unanimously.

Note for Other Competitive Grants: The 
XYZ School District motions to approve the competitive 
grant applications for Reading First and 
Comprehensive School Reform. Motions made by 
Smith, seconded by James, and motion carried 
unanimously.
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Submit: Business Manager’s Report

Funds and Expenditures
1. Are expenditures allowable?
2. Are expenditures approved, authorized 

activities on your district’s application?
3. Do your financial figures match those 

listed on the consolidated application and 
budget revisions that the state office 
has on record?

4. Are all expenditures ordered and paid for 
within the fiscal year/grant period?

** Purchase orders may be requested if 
discrepancies or questions arise!

Submit: Example Business Manager’s Report



7

Submit: Any Contracts 
Noted Under Object 
Code 300

Contracts that 
purchase 
professional and 
technical services 
for Title I. 

Submit a copy of 
the contract

Inventory

Includes items over $750 and any 
computers:

1. Description
2. Cost
3. Serial number
4. Date of purchase
5. Location of items

** Equipment and supplies must be labeled 
as purchased with federal Title funds!!!
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Inventory

Submission should be on inventory list

Parent Notification Requirements Include:

Parents’ Right to Know Clause

Chart of Qualifications

Four Week Notification (if applicable)

School District Profile (a.k.a. School District 
Report Card)

School AYP Report (notification and report)

District AYP Report (notification and report)
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Submit: Parent Notification

Parent’s have the right to request 
qualification information on teachers and 
paraprofessionals 

Through federal education law, parents have the right to 
request information on the professional qualifications of 
the teachers and paraprofessionals at our school.  If you 
are interested in reviewing this information, please 
contact the school administration office at (701) 111-1111.  
Upon this request, you will receive a detailed explanation 
of the licensing, education, and experience of each of our 
teachers.  You will also receive information regarding the 
names and qualifications of the paraprofessionals at our 
school.

Submit: Chart of Qualifications
Lists the qualifications of 
teachers and 
paraprofessionals.
1. Teacher Name
2. Current Position (Grade 

Level/Subject)
3. Bachelor’s Degree Major 

and/or Major Equivalency
4. Graduate Degree or 

Special Credentials or 
Endorsements

5. Years of Teaching 
Experience

6. Meets State Qualifications 
and Licensing

7. Paraprofessional 
Qualifications
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Submit: Four Week 
Notification (if 
applicable)

Only if students 
are taught by 
staff that are 
not highly 
qualified for 
four consecutive 
weeks!

Submit: School District Profile

Dear Parents and Patrons,
Every year, the [Name] Public School District, in cooperation with 
the North Dakota Department of Public Instruction, publishes an 
annual progress report on student achievement called the School 
District Profile. This profile is now available for your review. This 
report demonstrates the progress our students are making in 
terms of our challenging academic standards.

You may access the School District Profile for the [Name] School 
District on the Department of Public Instruction’s website, 
www.dpi.state.nd.us/dpi/reports/profile/index.shtm. Simply select 
the [Name] School District and the most recent year to access the 
various reports available. If you prefer, the staff at your local 
school or our central office will assist you and provide a printed 
copy for you to review.
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Submit: School AYP 
Notification and Report

Must Send Both!

Submit: District AYP 
Notification and Report

Don’t forget the 
District!

Must Send Both!
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OR Submit: One Letter 
Explaining Both and 
Include All the Reports

District, School and 
School AYP Reports

Submit: Be Sure to also 
Include Non-Title I 
Buildings

Must Send Both!
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Submit: Dispute Resolution Policy

Federal regulations 
require that each state 
adopt procedures for 
receiving and resolving 
disputes pertaining to any 
of the federal Title 
programs. 

If a parent, school 
personnel or any 
interested person wishes 
to file a complaint, the 
following process must be 
followed:

Supplemental Programs 
with Title I Funding

Extended Day 
Kindergarten

Preschool

Before/After 
School

Summer School

Other
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DISTRICTS WITH PRIVATE SCHOOLS ONLY

Submit: Private School Consultation Documentation

Indicates that formal meeting or 
correspondence has taken place between 
the public district and the private school. 

DISTRICTS WITH PRIVATE SCHOOLS ONLY

Submit: Private School Budget

Districts must track a separate building 
budget that is signed and approved by the 
private school officials. 



15

Scheduling Requirements

Schedule should reflect time spent in 
Title I

Schedule should match hours reported on 
consolidated application

Schedule should match hours paid and 
recorded in business ledger

Schedule should match time reported on 
MISO3

Submit: For all Title I paid staff either a:

Fixed schedule, OR
Time and effort log
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Submit: Assurance of Time

Bi-annual Requirement

Aide/Paraprofessional Requirements

Direct supervision

Not responsible for sole 
instruction

Meets requirements of NCLB

Obtained Paraprofessional 
Certificate of Completion

Allowable duties
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Student Selection

Objective, uniform, and educationally 
related criteria

Multiple criteria

Uniformly applied to all students

Can vary per grade level

Student selection worksheet

Teacher referral form

Rank students according to need

Student caseload

Submit: List of Eligibility Criteria by Grade Level

Expand of Criteria

Examples include:

Students who receive a low score on the NWEA 
Assessment.

Students receiving a grade of “C” or lower on their 
report card in reading.

Grade Criteria

Kindergarten          _______

First Grade            _______

Second Grade        _______
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Sample Teacher 
Referral Form

The teacher referral 
form may be used as 
one source of selection 
criteria.

The teacher referral 
form also must be 
objective, however, 
subjective criteria is 
allowed for grades K-2.

Submit: List of Eligibility Criteria by Grade Level

AND

Submit: Sample Student Selection Worksheet
Examples include:

Students who receive a low score on the NWEA 
Assessment.

Students receiving a grade of “C” or lower on their 
report card in reading.
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Submit: Supplemental 
Caseload 
Questionnaire

Number of students 
served is referred to 
as caseload. 
Average caseload is 
25-35 students.
Over 45 students is 
an issue.

Parent Permission Notations

Documentation of Rejecting 
Services

Only Serve Students 
Selected

Submit Parent Permission 
Letter
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Release of Services

Supplement not Supplant Notations

Greater instructional intensity and opportunity to 
learn

Pre-teach, re-teach, or post-teach skills being 
presented in the classroom

Title I instruction is extension classroom services

Primary instruction is from regular classroom teacher

Title I is above and beyond the primary instruction
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Can I Help Non-Title I Students?

Non-Title I students may only be 
served on an incidental basis.

Can’t just have as needed students 
that are not on eligibility list.

For instance, it is illegal for a Title I 
teacher to work with a particular 
reading group on a regular basis.

 

Communication with Classroom Teachers
Documented communication. (meetings, weekly 
lesson plans, emails…)

Alignment between Title I services and 
classroom instruction.

Reinforces supplemental instructional 
approaches.

Submit: Classroom Communication Sheets
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Annual Review Notations

Held in spring.

Official meeting.

All programmatic aspects evaluated.

Disseminate results to parents.

Results impact future programming.

Submit: Annual Review

Notification 
or agenda

Dissemination 
results to 
parents
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Submit: Annual Review

Dissemination 
results to 
parents

Dear Parents…

__________________
__________________
__________________
__________________
__________________
__________________
_____________.

Title I Teacher

Student Progress
Parents informed of child’s progress

Information is from portfolio’s maintained on each 
Title I student

Report reflecting progress

Distributed to parents a minimum of twice yearly

May include suggestions for parents to help their 
children

Done through assessments in each subject area

May be subjective, objective or combination

May be different at various grade levels
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Submit: Student Progress 
Report

This progress report 
contains both subjective 
and objective 
information for 
assessment.  It also 
contains a section for 
teacher observation to 
be reported.

Parental Involvement Requirements

District Parental Involvement Policy

School Parental Involvement Policy

Annual Parent Meeting

Opportunities to Train Parents

School-Parent Compact

Annual Assessment of Parental 
Involvement
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Parental Involvement – District Policy

AND

Parental Involvement – School Policy

Aligned to NCLB requirements.

Distributed annually.

Summarizes what parents can expect if 
they choose to have their child 
participate in the Title I program.

Submit: Parental 
Involvement Policies

District
School

OR

District/School
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Annual Parent Meeting Notations

Held in the fall. 

Separate from annual review meeting.

Informs parents about the Title I program.

Inform parents of their right to be involved.

Documentation of this meeting must be kept on 
file. 

May be coordinated with other meetings, 
conferences, an open house, or other school 
events.

Submit: Annual Parent 
Meeting 
Information

Notice
Agenda
OR

Packet
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Opportunities to Train Parents

Training for parents to become better 
partners in their child(ren)s education. 

Methods sent home should compliment 
students’ needs.

Resources for Title I Teachers:  Meeting the Requirement to 
Provide Training Opportunities for Parents is available online at 

www.dpi.state.nd.us/title1/targeted/require/parent/booklet.pdf. 

Submit: Monthly 
Opportunities to 
Train Parents. This 
may be done 
through: 

Newsletters

Mailings

Brochures

Workshops
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School-Parent Compact

Aligned to NCLB requirements

Distributed annually

Outlines how all members of the school 
share in the responsibility for learning

Students Principals

Parents Administrators

Teachers Community Members

Disseminated to Title I parents

Document how it was distributed

Submit: 
School/Parent 
Compact 



29

Annual Assessment of Parental Involvement

Conducted at the end of the school year.

An opportunity for parents to provide 
feedback on the Title I program and 
parental involvement components.

Often done through a survey.

Documentation must be kept on file.

Results used at the annual review.

Submit: Annual 
Assessment of 
Parental 
Involvement
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Six Traits of Parental 
Involvement 

Parenting

Communicating

Learning at Home

Volunteering

Decision Making

Collaborating with 
Community

Scientifically-Based Research

The No Child Left Behind Act uses the 
phrase “scientifically based research” one 
hundred and eleven times. 

Educators are to use research to guide 
planning and instruction.

Title I programs must use effective 
methods and instructional strategies that 
are based on scientifically based research 
that strengthens the core academic 
program of the school (Section 1115,c(1)c).
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Submit: Documentation 
of Scientifically Based 
Research

List of Items 
and Research

Title I Self-Monitoring Process

Adequate Yearly Progress (schools and 
districts)

Parents’ Right to Know Clause

Program Improvement Notifications 
(schools and districts)

Aide/Paraprofessional Qualifications 
in Title I Schools

Monitoring for NCLB Requirements
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Title I Resources

Title I monthly newsletters 

Title I website

Title I meetings

Regional workshops/spring meetings

IVN sessions

Update memos and mailings

Sample Self-Monitoring Packet

Entire packets with examples of all required 
documentation will be available on the Title I 
website! 

http://www.dpi.state.nd.us/title1/targeted/
resource/monitor/index.shtm
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Nita Wirtz

Assistant Director, Title I

ND Department of Public 
Instruction

(701) 328-1876

nwirtz@nd.gov


