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Title I, Part A – Overview
Improving the Academic Achievement of the Disadvantaged

PURPOSE
Title I, Part A of the Elementary and Secondary Education Act of 1965 (ESEA) supports reforms and innovations to improve educational opportunities for low achieving students. Title I is designed to provide all children significant opportunity to receive a fair, equitable, and high-quality education, and to close educational achievement gaps. (ESEA section 1001). To this end, Title I helps State educational agencies (SEAs), local educational agencies (LEAs), and schools meet the educational needs of low-achieving students in schools with high concentrations of students from low-income families.
The SWP is designed to capture, in writing, a focused and coherent course of action to upgrade the entire educational program of the school while incorporating any other plans for individual programs within the school.

QUALIFICATIONS
A Title I school is eligible to become a Title I School-wide Program when the poverty level, determined by disadvantaged counts, is at or above 40%.

WHAT MUST A SCHOOL DO TO OPERATE A TITLE I SCHOOL-WIDE PROGRAM?
To operate a School-wide Program a school must:
· Conduct a Comprehensive Needs Assessment to determine how students are performing academically and what factors are contributing to poor performance; and
· Develop a School-wide Plan that describes the strategies the school will use to meet the needs identified through the needs assessment.  The plan must include specific components that are described in more detail as follows:

School-wide Plans must include 8 components set out in Federal Law
1. Family and Stakeholder Engagement: Offer families opportunities to provide input related to family engagement policies, activities, and funds designated to support meaningful family engagement for student learning.
2. Comprehensive Needs Assessment: A data analysis to identify strategies to improve academic performance and close achievement gaps.
3. Strategies for Improvement: Implement strategies that 1) strengthen the academic program, 2) increase amount and quality of learning time, 3) provide an enriched and accelerated curriculum, and 4) include interventions and strategies to increase student achievement in underperforming subgroups.
4. Student Support Services: Strategies to address student well-being and other strategies to improve students’ social and emotional skills. 
5. Student Opportunities:  Strategies supporting the preparation for and awareness of opportunities for postsecondary education and the workforce in order to earn credit while still in high school.
6.  Multi-Tiered Systems of Support for Behavior: Implementation of a schoolwide tiered model to prevent and address problem behavior as a means of helping students achieve academic success. 
7. Professional Development: Plan for providing high-quality and ongoing professional development and other activities including coaching and data analysis for teachers, paraprofessionals, and other personnel to improve instruction.
8. Student Transition: Strategies to assist students in the transition from preschool to kindergarten, elementary to middle, and middle to high.  

STAFF QUALIFICATIONS
All staff in a school-wide school must be effective, certified teachers, licensed social workers, and/or highly qualified (ELL parent liaison).  Principals must complete the Teacher Certification/Para HQ attestation on school letterhead and submit to the Federal Programs Department by September 15, 2023.

FAMILY ENGAGEMENT FORMS

Each school will have an appointed parent and family engagement contact (must be a teacher and not a master teacher nor the Title I contact) who will ensure that schools remain in compliance with federal mandates.  Each school should distribute the following forms to parents at the beginning of the school year. ESSA mandates that all parents be invited to give input into the School-Parent Compact, School Family Engagement Policy and SWP. This meeting must be held by Thursday, October 5, 2023.  Following your annual Title I meeting, please submit a copy of the agenda, participant sign in sheets, and documented suggestions from families to your coordinator.  These documents are due by October 13, 2023. NOTE: There is a federal mandate that CIR/UIR schools conduct this parent meeting within 60 days of the start of school and cover the required topics that are included in the LDOE’s presentation template.  The date of this meeting will be reported to LDOE by the Federal Programs Department.

1. Parents' Right to Know Letter – Send to parents by August 18, 2023
2. LDE Complaint Procedures – send to parents by August 18, 2023.
3. School-Parent Compact – Submit a copy to your coordinator and send to parents by October 13, 2023.
4.  Family Engagement Policy – Submit a copy to your coordinator and send to parents by October 13, 2023.
5.  Family Engagement Checklist – Submit a copy to your coordinator by October 13, 2023
6.  Notice to Parents: Teachers Who Aren’t Certified - Complete on school letterhead and send to parents if students do not have certified teacher for four (4) or more consecutive weeks. This should be sent any time during the year when this occurs.
7. Evaluation of School Family Engagement Policy and Program - Parent evaluations should be completed and kept on file at school. By May 10, 2024, results must be sent to your coordinator.

Allocations

School-wide allocations for each school year are determined by a number of calculated factors which include:
· The amount of money required by law for set-asides – Preschool, Non-Public Equitable Services, Parental Involvement, McKinney-Vento (Homeless), Limited English Proficient, Neglected/Delinquent, School Choice, and District Initiatives for Instructional Programs and Professional Development
· The number of students at each school that qualify as Economically Disadvantaged on October 1 of the previous school year.
· The per pupil allocation based on each school’s Economically Disadvantaged percentage from highest to lowest
· The overall district allocation
· The total number of Title I schools served each year

IMPORTANT DATES FOR BUDGET TRANSACTIONS
2023-2024

Once schools receive approval by their ED and coordinator, funds will be available in Business Plus.  Since Title I funds are meant for the current year’s students, orders should be placed in a timely manner.  

Initial budgets are due by August 18, 2023.  Revisions should be decided upon by the schoolwide planning team. Agendas and sign-in sheets corresponding to these planning team meetings must be kept on file at the school.

The last day to submit a requisition (workflowed to Title I) in Business Plus for 2023-2024 is March 1, 2024.  

All Title I paperwork pertaining to the items below should be completed as services are rendered and submitted by the 5th of each month for the previous month.
· Stipends
· Extended Hours
· Temporary Employee
· Consultants for Professional Development
· Consultants for Students
· Field Experiences
· Travel and Registration

The EIC codes are as follows:

Instruction – 11SB
Remediation – 12SB
Professional Development – 23SB
Instructional Technology – 24SB
Family Engagement – 31SL – the mandated amount specified for Family Engagement
                        31SB – over the amount specified for Family Engagement



GENERAL INFORMATION
· All Title I paperwork is due electronically by the 5th of each month for the previous month and originals must be kept on file at the school in a central location for 6 years.
· All Title I payroll and purchases must be accompanied by the current corresponding SWP page and budget page.
· When entering orders into Business Plus, you must also attach a valid quote. If the quote is $10,000 or over and not on state contract, submit 3 quotes OR sole source documentation (vendor sole source letter, vendor price list, JP Justification form with items 1-3 completed).  Once the materials are received, you must go back into BP to receive the items before the invoice will be paid.  

100 & 200: Salaries/Payroll & Benefits

SALARIES
Employees paid through Title I must be certified, licensed, and/or highly qualified (ELL parent liaison) at the time the Mutual Consent form is signed. 
In the budget detail, enter the employee number into the box associated with the district-allowable position title:
· CSR Teacher
· Interventionist
· TAP Master Teacher
· Restorative Practices Facilitator
· Graduation Coach
· ELL Parent Liaison

The salary and benefits will automatically populate. If this does not happen, please contact your Title I Coordinator for assistance.

*In the event that an employee is hired without verified years of experience and/or chooses to add insurance, the school may be responsible for additional costs if all federal funds have been spent.
*Please note that federally funded employees may choose to adjust their insurance during open enrollment resulting in an increased cost that was not initially accounted for.  In the event that all federal funds have been spent, the school will be responsible for the increased expense.

Compliance:
· Each employee paid with Title I funds will need to sign a Semi-annual Certification each semester attesting that 100% of their time was spent on activities associated with the job description.
· Each Title I employee (except Master Teachers who submit a weekly schedule to their EMT) must submit a detailed schedule (inclusive of all contractual minutes of the day) by August 25, 2023 and send revised schedules when changes occur.
· Schedules must account for all minutes of the day, including lunch and duty periods, without any lapses in time.  Work days are 7.5 contractual hours (which includes a 30 minute lunch).  
· CSR teachers and interventionists must also submit their caseload by August 25, 2023 and send revised ones when changes occur.

EXTENDED HOURS
(Family Nights)
Employees may be paid for allowable tasks/activities that occur outside of their regular work day* and are above and beyond their normal job duties. (*regular work day for teachers, assistants, social workers, counselors, nurses = 7.5 hours which includes a 30 minute lunch) Administrators cannot be paid extended hours.
· Do not enter extended hours into Performance Matters.
· Employees must work at the school site.
· Title I cannot pay for work related to faculty and A/BIT meetings. 
· All extended hour paperwork must be submitted by the 5th of the month. Do not hold paperwork from month to month.
· You must utilize the Title I sheets.  Use only the proper names of employees that appear on their paychecks. All information must be in BLUE INK, hand-written and legible by the individual employee. 
· Teachers can be paid $25/hour to prepare for a Title I activity, such as a professional development meeting.  This planning time should take place prior to the beginning of the event.  A task sheet must be attached to the sign-in sheet indicating work completed.
· Rate of Pay:  Teachers $25.00 per/hr; Instructional Assistants $15.00 per/hr; Sec/Account Clerks $15.00 per/hr; Custodians are paid their hourly rate. 
· Family Engagement Events: (up to 2 hours per event)
· Staff can be paid to set up and clean up before and after the FE event.  Each is allowed 15 minutes.  This should be reflected on the event agenda (inclusive of date and times) and a task sheet.
· Family engagement contacts cannot be paid to participate in the FE event as it is part of the Family Engagement Contact contract.
· Tutoring
· Tutoring payroll must be submitted by the 5th of the preceding month (ex. October payroll is due by November 5th).
· All student sign in sheets/calendars must be initialed by the student.  Check marks or X and teacher’s initialing for students will not be accepted.  The payroll will be returned so that the students can initial on the page.
· Attachments: Refer to the table in Appendix A.


STIPENDS (5-2234-150)
(Professional development and TAP Master Teacher Stipends)
Employees may be paid for allowable tasks/activities that occur outside of their regular work day*. (*regular work day for teachers, assistants, social workers, counselors, nurses = (*regular work day for teachers, assistants, social workers, counselors, nurses = 7.5 hours which includes a 30 minute lunch) Administrators and Master Teachers cannot be paid stipends.
· Professional development meetings must be entered into Performance Matters (PM).  Be sure to click YES next to Federally Funded so that the required statement prints on the sheets.  If you have questions regarding PM, please email talented@jpschools.org .
· Employees cannot work over 4 hours without a minimum 30-minute lunch break. Lunch break time must be indicated on meeting agenda.  Working lunches are not allowable.
· Title I cannot pay for faculty meetings or A/BIT meetings.
· Meetings must take place either on the school campus or a designated workshop location. Meetings are not allowed at coffee shops or individuals’ homes.
· Rate of pay: Teachers - $25.00 per/hr; Instructional Assistants and Clerical - $15.00 per/hr and benefits.
Compliance:
· The principal must sign IN BLUE INK the PM sign-in sheet.  Performance Matters will not provide a blank for this purpose.  
· If a participant failed to register through Performance Matters but attends the meeting, his information (printed name, position, employee number, time in and out, signature) must be neatly hand-written on the blank lines provided on the Performance Matters sign-in sheet.  
· TAP Master Teacher Stipends: If the school funds a Master Teacher, a $7,500 stipend is required. This will be paid in two installments (after each semester) based upon carrying out the tasks as outlined in the Master Teacher Contract.
· Attachments: Refer to the table in Appendix A.


TEMPORARY EMPLOYEES (5-1510-129)
A temporary employee is hired to render academic services to students for no more than 19 hours per week. A temporary employee must be certified in the subject area in which he/she is teaching to be paid ($35/hour) with Title I Funds.
· A Temporary Employee contract and Nepotism Form must be completed and fully approved with all required signatures. The temporary employee must be cleared through Human Resources (which includes an on-boarding appointment, finger-printing and drug testing) before services can begin.  Do NOT sign a mutual consent form.
· If the temporary employee is a retired teacher, s/he should contact JPS Retirement Department before signing a contract. JPS reps will provide information and how this position would or would not affect his retirement.
· Employees cannot work over 5 hours without at least a 30-minute lunch.
· A schedule and caseload must be submitted. Updated schedules and caseloads should be submitted when changes are made.
· Attachments: Refer to the table in Appendix A.





BUS DRIVERS (5-2721-136)

Bus drivers can be paid for transporting students for tutoring or approved field experiences that are included in the SWP. Schools should not pay the drivers and request reimbursement from Title I. Title I will pay the drivers directly.
· A Title I sign-in sheet and a Trip Agreement Form must be completed for each driver.
· Attachments: Refer to the table in Appendix A.


300: Purchased Professional and Technical Services

SUBSTITUTES (5-2234-320)
Title I will ONLY pay for Kelly substitutes.
· Title I paid substitutes can only be used for teachers attending conferences and job-embedded school site meetings that are linked to School-Wide Plan Strategies.
· Title I cannot pay for regular daily teacher absences or for teachers as substitutes.
· Substitute form must be attached to any submitted travel vouchers.
· Use the Kelly maximum daily allowable rate of $120.15 when completing your budget.
· If substitutes are not allocated in the Title I budget for Title I conferences, the school will be responsible for the cost.
· Attachments: Refer to the table in Appendix A.

CONSULTANTS FOR TEACHERS’ PROFESSIONAL DEVELOPMENT (5-2234-320) & 
CONSULTANTS FOR STUDENTS (5-1510-320)

· Company/Consultants must submit a contract prior to services being rendered. Contracts must be approved and signed before services are rendered.  Please use the JPS contract.
· All contracts must be sent to the federal programs department for approval by JPS Legal Department. Contracts under $20,000 must be approved and signed by the Principal, Executive Director of Grants and Federal Programs, and Superintendent; contracts that are $20,000 and above also have to be approved by the board.
· Companies/Consultants cannot be paid directly by the school.
· Attachments: Refer to the table in Appendix A.


500: Other Purchased Services

ON-LINE LICENSES (5-1510-530)
 
· Once you have SWP and budget approval from your ED and coordinator, enter online license purchases into Business Plus in a timely manner.
· New student online licenses should be ordered in BP by November 1, 2023.

POSTAGE (5-2214-534)

· A Preapproval form is required before making the purchase. After the postage is purchased, the school will be reimbursed. The School/account clerk should make payment and code the check to TRA account 0005.0101. Once the check is issued, the Title I contact should scan and email all supporting documentation to their Title I coordinator, including a copy of the actual check.  Once the coordinator approves the purchase and obtains necessary signatures, she will scan the approved documentation to the Account Clerk to be uploaded into TRA.  
· Title I cannot pay for postage for mandated parent newsletters, absentee communication or any other district-mandated correspondence.
· Postage purchases must be based on school population (1 stamp per family per nine weeks).
· Attachments: Refer to the table in Appendix B.

PRINTING (5-2214-550)

· A Preapproval form is required before an order can be made. After items are received, the school will be reimbursed.  The School/account clerk should make payment and code the check to TRA account 0005.0101. Once the check is issued, the Title I contact should scan and email all supporting documentation to their Title I coordinator, including a copy of the actual check.  Once the coordinator approves the purchase and obtains necessary signatures, she will scan the approved documentation to the Account Clerk to be uploaded into TRA.  
· Printing must be done through a vendor.
· Title I can reimburse for the printing of non-mandatory materials. Reimbursement cannot be made for mandatory materials (newsletters, report cards, letterhead, etc.) or certificates.
· Attachments: Refer to the table in Appendix B.

TRAVEL (5-2234-582)

Travel must be approved by the Executive Director and Superintendent if travel is out of state prior to making plans.  The School/account clerk should make payment and code the check to TRA account 0005.0101. Once the check is issued, the Title I contact should scan and email all supporting documentation to their Title I coordinator, including a copy of the actual check.  Once the coordinator approves the purchase and obtains necessary signatures, she will scan the approved documentation to the Account Clerk to be uploaded into TRA.  

1.  Out of State/Out of Town/ In Parish Travel
· A travel voucher form must be submitted at least six weeks prior to the expected travel dates.
· If driving out of state, Title I will only reimburse for mileage up to the cost of airfare to the same destination.
· When two or more travel on official business in the same car, only one reimbursement at the current Board approved rate per mile will be paid.
· The cost of taxis, shuttles, etc., must be supported with date and cost of the fare on the receipt.  If the cost of an Uber, Lyft, etc. fare exceeds the cost of daily mileage and parking, the employee will only be reimbursed the cost of mileage and parking.
· Follow district regulations for guidelines on miles.



2.  Airfare Reimbursement
· Commercial air travel will be reimbursed at the coach/economy class rates with an itemized bill with a zero balance.  Upgrades and business class travel is not allowed.

3.  Hotel or Reimbursement
· Reimbursement for hotel expenses will be made on the basis of direct cost as evidenced by an itemized bill of said hotel.  
· Hotels are not allowed for local travel.
· If your trip was booked in a package deal, you must request an itemized bill from the hotel before you check-out in order to receive reimbursement.  (Do not use discount travel websites)
· A receipt with a zero balance must be provided.
4.  Meal Schedule
· Daily meal allowances will be prorated according to the meeting agenda and time of departure from or arrival back at the workplace in accordance with the following schedule:

Traveling to Conference/Meeting
	Breakfast
	Lunch
	Dinner

	7:00 or earlier
	Noon or earlier
	6:30 or earlier



Returning home from Conference/Meeting
	Breakfast
	Lunch
	Dinner

	7:00 or later
	Noon or later
	6:30 or later



5.  Registration costs at conventions, conferences or seminars must be supported by registration information.

[bookmark: _GoBack]6.  Miscellaneous Expenses Parking fees must be supported by receipts.  Customary baggage tips are allowed without receipts.  ($20.00 maximum for tips)

7.  Cash Advances No cash advances are to be made to school system employees for travel expenses.

8.  Travel Voucher must be completed and returned to Title I within 10 workdays of the return date of the trip. The voucher must show dates and times of departure and return.  The voucher must be accompanied by all necessary information (see Travel Checklist) and must be signed by the principal and employee.  The substitute form and conference registration form, if applicable, must accompany the travel voucher.


ADMISSIONS/REGISTRATIONS (5-1510-590)

Field trips:
· Preapproval form is required before the event. Following approval, once the field trip has occurred, please scan all documentation to your Title I coordinator for reimbursement.  The School/account clerk should make payment and code the check to TRA account 0005.0101. Once the check is issued, the Title I contact should scan and email all supporting documentation to their Title I coordinator, including a copy of the actual check.  Once the coordinator approves the purchase and obtains necessary signatures, she will scan the approved documentation to the Account Clerk to be uploaded into TRA.  
· No school-wide field trips.
· Bus drivers should not be paid by the school.  
· Attachments: Refer to the table in Appendix B.
 

600: Supplies
If purchase totals from $10,000.00 – $29,999.00, you must attach three formal quotes unless on state contract or sole source documentation (vendor sole source letter, vendor price list, JP Justification form with items 1-3 completed).  If purchase total is $30,000.00 or over a formal bid process is required through Purchasing (unless on state contract or sole source).


NON-TECHNOLOGY RELATED MATERIALS 
AND SUPPLIES (5-1510-610)
· Items must be specifically listed in the budget and must be purchased through BP.
· Quotes submitted in BP must either show a shipping cost or state free shipping.
· Copy paper for instructional use is limited to one case/teacher/nine weeks. Copy paper (including card stock and colored paper) is limited to 10 cases/school for family engagement.
· Title I cannot pay for customization/personalization of any items.  
· Amazon should be used as a last resort when the items cannot be found with any other vendor.

TECHNOLOGY RELATED SUPPLIES (5-1510-615)
Unit cost below $1,000 and Not Tagged
Title I will pay for technology-related supplies for student/classroom use (ink, calculators, headphones, document cameras, printers under $300, etc.). Items must be ordered through BP.

NON-TECHNOLOGY UNDER $5,000 (5-1510-616)
Unit cost $1,000-$4,999 and Tagged
Title I can pay for non-technology related supplies.  Orders must be placed through BP.


TECHNOLOGY RELATED SUPPLIES/EQUIPMENT (5-1510-617)
Unit cost below $5,000 and Tagged
· Items must be ordered through BP with a current BuyTech quote attached.
· [bookmark: _Hlk140220814]Any computer (desktop, laptop, chromebook) should be placed in 617.  Microsoft Office for laptops/desktops should be placed in 617 with the cost of the laptop/desktop. This should be entered as one line item.
· When receiving items from the 617 budget code, each item must be entered individually with the Jtag and serial number/service tag number. 
· Carts/printers will not come tagged from Dell.  The Account Clerk should have extra Jtags that they can put on non-tagged items.

HARDBACK (LIBRARY) BOOKS (5-1510-641)
· Library books must be ordered in BP.
· Title I cannot pay for textbooks or any books that the parish or state already supplies.
· Title I cannot pay cataloging and processing fees that are charged by a vendor.  Please get a quote that does not include those fees. 

WORKBOOKS (5-1510-643)
· Workbooks must be ordered in BP.
· Title I cannot pay for workbooks that the parish or state already supplies.

PERIODICALS/SUBSCRIPTIONS (5-1510-644)
· Items that are purchased in this budget code are paper subscriptions (magazines, periodicals) that are used in the classroom or for professional readings/professional developments for teachers.










APPENDIX A: Paying People

REQUIRED ATTACHMENTS
ALL documentation must be submitted electronically. Scan the originals, e-mail to your Title I Coordinator, and keep the originals on file at the school for 6 years.
This documentation MUST be submitted by the 5th of each month for the previous month. Do not hold and let accumulate.


	
	Attachments

	Bus drivers for field experiences
	Trip Agreement Form, student roster, lesson plan linking this to curriculum, sign-in sheet, SWP page and budget page

	Consultants
	Original typed contract with quote, typed cover page, preapproval request form, SWP page and budget page

	Extended hours for Family Night
	Extended hours sign-in sheet, parent sign-in, agenda*, SWP page and budget page

	Stipends
	Sign-in sheet from Performance Matters, agenda*, SWP page and budget page

	Substitutes
	Teacher sign-in sheet (if school-based p.d.), agenda, schedule of classes covered by sub, Title I Substitute Form, SWP page and budget page

	Temporary employees
	Schedule and caseload (submitted once unless changes are made)
Student sign-in sheet, teacher sign-in sheet, task sheet, SWP page and budget page 
*Do NOT sign a mutual consent form*


*All agendas should include date of event and start/end time*












APPENDIX B: Other

REQUIRED ATTACHMENTS
ALL documentation must be submitted electronically. Keep the originals on file at the school for 6 years. 


	
	BEFORE
	AFTER

	Field Experiences
	Preapproval request form, quote indicating the costs involved, lesson plan, SWP page and budget page
	Completed Preapproval request form, lesson plan (with state standards noted), copy of school check and receipt/invoice and roster of students who attended

	Postage
	Preapproval Request form, SWP page and budget page
	Completed Preapproval Request form, copy of document(s) sent to parents, receipt/invoice and copy of school check

	Printing
	Preapproval Request form, vendor’s quote, copy of document being printed, SWP page and budget page
	Completed Preapproval Request form, invoice and copy of school check

	Registration 
	Preapproval form, SWP page and budget page
	Completed Preapproval Request form, copy of school check and receipt/invoice, and roster of students who took the test

	Travel
	Refer to Travel Checklist in the Power Point or on the website
	Refer to Travel Checklist
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