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Monitoring Instrument

ESEA – No Child Left Behind

Title I Part D, Subpart 1 for State Agency Programs

Kevin Huffman, Commissioner
Tennessee Department of Education

Office of Federal Programs
Form ED-5275 Revised 10-19-2011            
TITLE I PART D, SUBPART 1 STATE AGENCY MONITORING INSTRUMENT

 FORMCHECKBOX 
 TDOE On-Site Monitoring      FORMCHECKBOX 
 State Agency Self-Assessment
School Year 20__ - 20__
	State Agency

	Commissioner

	
	Email

	Mailing Address


	Telephone



	
	Fax

	Education Director 

	Email 
	Fax

	Mailing Address


	
	

	
	Telephone

	Name of Person Completing the State Agency Self- Assessment 

(N/A for State Monitoring)

	      Monitoring Status:  TDOE Check the appropriate box below.  (N/A for Self-Assessment)

	Closed for Title I Part D Program
 FORMCHECKBOX 


	Incomplete Pending Compliance with Approved Compliance Action Plan Agreement

 FORMCHECKBOX 

	Open

 FORMCHECKBOX 



Monitoring Visit

	School/Facility Name
	Date of Visit

	Funding (Check One)        Targeted   FORMCHECKBOX 
                           
	Institution wide   FORMCHECKBOX 
  


	Required Signatures: 

	Name
	Title/Position
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


EDGAR:  The intent of any monitoring system is “to assure [subgrantees’] compliance with

 applicable Federal requirements and that performance goal are being achieved.”

	
	School Program
	Yes
	No
	N/A
	Implementation Evidence

	1.
	The State Agency offers a regular program of instruction to meet challenging state academic achievement standards.

ESEA Section 1412 and Section 1414   

	
	
	
	 FORMCHECKBOX 
  DOC school schedule has at least 15 hours per week of programming. 

 FORMCHECKBOX 
  DCS school schedule has at least 20 hours per week of programming. 

 FORMCHECKBOX 
  The educational program schedule (not beyond grade 12) consists of
       classroom instruction in basic school subjects such as reading, 
       mathematics, and vocationally- oriented subjects. (Neither the 
       manufacture of goods within the institution nor activities related to 
       institutional maintenance are considered classroom instruction.)

 FORMCHECKBOX 
  Agency policy describing academic, vocational, and transition 
       services. Services are aligned to the objectives in the State Plan for 
      Title I Part D at http://tennessee.gov/education/fedprog/fptitle1d.shtml.
 FORMCHECKBOX 
  Curriculum and assessment standards align to K-12 state standards 
       and/or GED.

 FORMCHECKBOX 
  Documentation showing additional services are provided such as 
       tutoring in select areas, career counseling,  distance learning, and 
       assistance in securing student loans and grants.
 FORMCHECKBOX 
  Documentation showing priority is given to children and youth who
       are likely to complete incarceration within a 2 year period.

 FORMCHECKBOX 
  Documentation showing  a sample of student individualized education
       programs (IEPs) are followed and updated.

 FORMCHECKBOX 
  Written correspondence / procedure explaining appropriate student 
       records and assessments are shared within the agency and with the 
       local education agency or alternative education program.

	2.
	The State Agency assesses the needs of children in agencies that use Title I Part D funds. 
ESEA Section 1414   


	
	
	
	 FORMCHECKBOX 
  Assessments, surveys, and interviews used to determine program 
       need.

 FORMCHECKBOX 
  Budget and program documentation showing the program is designed 
       to provide services of sufficient size, scope and quality to enable the 
       participants to make significant progress towards meeting State 
       performance standards. 
 FORMCHECKBOX 
  School Improvement Plan 

	3.
	In meeting federal requirements for the CSPR, the State Agency evaluates program effectiveness: improves and maintains educational achievement, accrues school credits, analyzes grade promotion, school graduation- high school diploma or GED; transitions students to educational programs including post secondary, job training programs and obtaining employment.  ESEA Section 1431
	
	
	
	Consolidated State Performance Report (CSPR)

 FORMCHECKBOX 
  Documentation showing students are pre-tested and then post-tested in
       reading and math after 90 days. 
 FORMCHECKBOX 
  Written procedure for CSPR recordkeeping to produce accurate data.

 FORMCHECKBOX 
  CSPR data is submitted in a timely fashion to the TN Dept. of Ed. 

 FORMCHECKBOX 
  Documentation of  staff training on CSPR, recordkeeping for CSPR,  

       and operating Excel Spreadsheets. 

	
	School Program
	Yes
	No
	N/A
	Implementation Evidence

	4.
	The State Agency provides appropriate professional development training for teachers and other instructional and administrative staff.
 ESEA Section 1414
	
	
	
	  FORMCHECKBOX 
  Professional development plan or policy

  FORMCHECKBOX 
  Documentation of training notices, topics, and dates
  FORMCHECKBOX 
  Receipts/vouchers for professional development training

	5.
	The State Agency provides the State Dept. N&D Director with the annual head count survey.
	
	
	
	  FORMCHECKBOX 
  N & D Annual Survey

	6.
	The State Agency works with parents to promote educational achievement and prevent further delinquent activity. 

ESEA Section 1414   
	
	
	
	 FORMCHECKBOX 
  Written parent involvement policy

 FORMCHECKBOX 
  Documentation or policy for inviting parents to participate in IEP
       meeting

 FORMCHECKBOX 
  Documentation or policy that parents of under-aged children are given 
       educational progress reports 

 FORMCHECKBOX 
  Documentation or policy on parent training on academic topics and 
       future delinquency prevention

 FORMCHECKBOX 
  Parent materials provided- sample of brochures, handouts, etc.

 FORMCHECKBOX 
  Documentation or policy on surrogate parent program
 FORMCHECKBOX 
  Community advisory committee including parents of juvenile inmates  
 FORMCHECKBOX 
  Other_________________________________________________ 


	7.
	The State Agency is in compliance with all applicable and statutory and regulatory requirements.

ESEA Section 1414   
	
	
	
	 FORMCHECKBOX 
  Internal monitoring is completed by the State Agency using 
       the TDOE Title I Part D Subpart 1 monitoring instrument in the years 
       that TDOE onsite monitoring does not occur. The completed 
       monitoring instrument with signature(s) and date is sent to the State 
       Neglected and Delinquent Director. TDOE does an onsite monitoring 
       every three years with selected sites. 

 FORMCHECKBOX 
  Sampling of DCS correspondence with TDOE

	8.
	The State Agency coordinates programs with State and Federal Programs such as Title I, vocational and technical education programs, dropout prevention programs, special education, and Juvenile Justice and Delinquency Prevention act of 1974. 

ESEA Section 1414   
	
	
	
	 FORMCHECKBOX 
  Agency policy

 FORMCHECKBOX 
  Grant award letters

 FORMCHECKBOX 
  Written description of programs

 FORMCHECKBOX 
  State Agency correspondence requesting training and/or mentoring for
       their children and youth from local businesses, education agencies, 
       and mentoring programs

	9.
	The State Agency shall reserve not less than 15 percent and not more than 30 percent of their budgeted amount for transition services.

ESEA Section 1418   
	
	
	
	 FORMCHECKBOX 
  Person designated for coordination of transition services 

 FORMCHECKBOX 
  Written policy or description of transition service for children and 
       youth

 FORMCHECKBOX 
  Agency budget for transition services


	
	Budgets and Amendments
	Yes
	No
	N/A
	Implementation Evidence

	10.
	The State Agency has board policy/ procedure governing the preparation and approval of budgets and budget amendments.
	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual

 FORMCHECKBOX 
  Approved budget reflected in State Agency(s) accounting software
 FORMCHECKBOX 
  Budget Amendments (required if over 10% cumulative change in any 
       budget category)

	
	Travel
	Yes
	No
	N/A
	Implementation Evidence

	11.
	The State Agency has board policy/ procedure in place to authorize, verify, and reimburse travel expenditures.  OMB Circular A 133 – Compliance Supplement
	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual

 FORMCHECKBOX 
  Approved budget requests

 FORMCHECKBOX 
  Expenditure approval by education director prior to payment

 FORMCHECKBOX 
  Purchase orders

	
	Procurement
	Yes
	No
	N/A
	Implementation Evidence

	12.
	To ensure internal control the State Agency has written procurement procedures which comply with federal regulations. The director of Title I Part D Program signs for expenditures to be made prior to approval of purchases.  
EDGAR 80.36     
	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual

 FORMCHECKBOX 
  Requisitions/Purchase Orders 

 FORMCHECKBOX 
  Invoice/Voucher 
 FORMCHECKBOX 
  Check/ expenditure

	13.
	The State Agency has a policy/ procedure for awarding contracts that ensures that the appropriate director has internal control for developing and awarding contracts. 

 EDGAR 80.36
	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual

 FORMCHECKBOX 
  Contract  signed and dated

 FORMCHECKBOX 
  Evidence of bids, if required

	14.
	Procurements were made in compliance with Federal regulations including vendor/contractor selections.   EDGAR 80.36
	
	
	
	 FORMCHECKBOX 
  Budget documents

 FORMCHECKBOX 
  Bids

 FORMCHECKBOX 
  Vendor applications/ Debarment list

	15.
	The State Agency does not enter into contracts with entities that have been suspended or debarred from participating in contracts supported with federal funds. EDGAR 80.35
	
	
	
	 FORMCHECKBOX 
  Debarment list

 FORMCHECKBOX 
  Other _____________

	16.
	The State Agency maintains a written code of standards of conduct for any employee involved in the award or administration of contracts, including conflicts of interests; accepting gifts, favors, etc. EDGAR 80.36 (b) (3)   
	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual



	
	FACTS – Federal Applications Consolidated Tracking System
	Yes
	No
	N/A
	Implementation Evidence

	17.
	Funds are drawn down from FACTS regularly and correlate to expenditures.
	
	
	
	 FORMCHECKBOX 
  FACTS Grants Transaction Report

	
	FACTS – Federal Applications Consolidated Tracking System
	Yes
	No
	N/A
	Implementation Evidence

	18.
	The State Agency Funds are being requested and reported at least quarterly and expended in a timely manner.  
	
	
	
	 FORMCHECKBOX 
  FACTS Grants Transaction Report

	
	Equipment
	Yes
	No
	N/A
	Implementation Evidence

	19.
	The State Agency has a definition of equipment (that is the same as or more restrictive than the State of TN’s definition) and property records which include all equipment purchased with federal funds.

	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual

 FORMCHECKBOX 
  Requisitions / POs

 FORMCHECKBOX 
  Invoices

 FORMCHECKBOX 
  Check /expenditure

 FORMCHECKBOX 
  Inventory

 FORMCHECKBOX 
  Documentation of price determination

	20.
	The State Agency has board policy/ procedure complying with EDGAR for disposal of equipment with a fair market value of less than $5,000.  This includes ensuring the highest possible return of funds to the program that purchased the equipment if the State Agency is authorized to sell equipment. 
	
	
	
	 FORMCHECKBOX 
  Policy #___________________

 FORMCHECKBOX 
  Procedures manual

 FORMCHECKBOX 
  Disposition list

 FORMCHECKBOX 
  Documentation of price determination

	21.
	The State Agency has written policies/procedures for control of equipment purchased with federal funds.  The policy/ procedures designates staff positions responsible for equipment, requires a police report to be filed when equipment has been stolen, requires updating the log/database whenever any change occurs, and includes maintenance procedures.
	
	
	
	 FORMCHECKBOX 
  Policies

 FORMCHECKBOX 
  Procedures

	22.
	The State Agency has submitted to the State Neglected & Delinquent Director its written policies/procedures for control of federal Title I Part D equipment, physical inventory schedule, and the results of the latest inventory.   
	
	
	
	 FORMCHECKBOX 
  Documentation of submission to the State Dept. Neglected 
       & Delinquent Director

	23.
	The State Agency maintains a log/database that contains the following data elements for equipment purchased with Title I funds:  a) description of the item, b)serial number and other identifying numbers (barcode or other local  identifying number), c) source of the property, d) titleholder, e) acquisition date, f) cost, g) percentage of Federal participation in the cost, 

h) physical location of property, i) use / condition, and  j) disposition data (date, method of disposition, sales price, if applicable) when property is retired from service.  This database is updated whenever there is a change in any of the data elements.
	
	
	
	 FORMCHECKBOX 
  Equipment Log / Database

 FORMCHECKBOX 
  Budget documents

 FORMCHECKBOX 
  Visual inspection

 FORMCHECKBOX 
  Identification tag / label



	
	Equipment
	Yes
	No
	N/A
	Implementation Evidence

	24.
	At the State Agency any equipment/capital outlay purchased was essential to the Title I Part D program and purchased for the purpose of the program.
	
	
	
	 FORMCHECKBOX 
  Locate equipment and determine who is using it and for what purposes

	25.
	The State Agency has documentation on file that confirms the physical inventory of equipment was conducted within the last 2 years. This information was used to update the log/database.
	
	
	
	 FORMCHECKBOX 
  Summary letter/form

 FORMCHECKBOX 
  Inventory documents including dates and staff signatures

	
	Personnel
	Yes
	No
	N/A
	Implementation Evidence

	26.
	 Positions and Full Time Equivalents in the Title I Part D program are consistent with the approved consolidated application and budget.  


	
	
	
	 FORMCHECKBOX 
  Application

 FORMCHECKBOX 
  Budget documents

 FORMCHECKBOX 
  Addendum 

 FORMCHECKBOX 
  List of personnel by funding  source 

	27.
	FTEs are calculated appropriately within the job category.    
	
	
	
	 FORMCHECKBOX 
  Payroll records

 FORMCHECKBOX 
  Other_________________________

	28.
	Job descriptions are on file for each position funded by Title I Part D. TDOE Mandated Operating Procedures - #14
	
	
	
	 FORMCHECKBOX 
  Job descriptions

	29.
	Where employees are funded 100% with Title I Part D, the State Agency has on file certifications that the employees worked solely on that program for the period covered by the certification.  Certificates are completed at least twice a year.   
	
	
	
	 FORMCHECKBOX 
  Certifications signed by employee/immediate supervisor

	30.
	Employees who work on multiple activities funded from different sources have personnel activity records that support the distribution of their salaries /wages that meet the following standards:

· reflect an after-the-fact distribution of the actual activity

· account for the total activity for which each employee is compensated

· are prepared at least monthly & coincides with one or more pay periods

· are signed by the employee (OMB Circular A-87)  
	
	
	
	 FORMCHECKBOX 
  Personnel Activity Report/s

 FORMCHECKBOX 
  Payroll distribution records

   

	31.
	Employee salary and benefits are paid from the same budget category.
	
	
	
	 FORMCHECKBOX 
  General ledger/accounts

	
	General Fiscal Requirements
	Yes
	No
	N/A
	Implementation Evidence

	32.
	The State Agency has records to support whether funds were obligated and liquidated within the approved grant period.  EDGAR 76.707 
	
	
	
	 FORMCHECKBOX 
  FACTS

 FORMCHECKBOX 
  POs/Contracts

 FORMCHECKBOX 
  Other _____________

	33.
	The State Agency submits a budget amendment to implement a budget modification resulting in more than a ten percent (10%+) increase or decrease in a budget category.
	
	
	
	 FORMCHECKBOX 
  Budget amendment documents

 FORMCHECKBOX 
  Budget spreadsheet

 FORMCHECKBOX 
  Other  ____________

	34.
	Contracts with third party contractors meet all ESEA/NCLB requirements and are approved and monitored by the State Agency.  

(Contracts must contain technical descriptions of how the third party provider will implement federal program requirements with detail sufficient to enable the TDOE to determine that the federal program statutory and regulatory requirements will be met as required by section 9306 of the ESEA.  OMB Circular A-133 states a contractor is defined as one who: provides the goods and services within normal business operations, provides similar goods and services to many different purchasers, operates in a competitive environment, provides goods or services that are ancillary to the operation of the federal program and is not subject to the compliance requirements of the federal program.)
	
	
	
	 FORMCHECKBOX 
  Contracts

 FORMCHECKBOX 
  Interviews

 FORMCHECKBOX 
  Dates of visits

 FORMCHECKBOX 
  Other ____________



	35.
	The State Agency ensures that invoices from third party contractors list instructional costs separate from administrative costs.
	
	
	
	 FORMCHECKBOX 
  Invoices from third party contractors
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