
Monthly Responsibilities for Title I Schools
5-16-11 
	Title I Schools

	July

	· Begin update of strategic plan based on program evaluation -file copies of agendas, sign-in sheets from schoolwide planning meetings (this will be ongoing throughout the school year)*
· File copies of agendas, sign-in sheets and training materials for professional development conducted (this will be ongoing throughout the school year)*
· File copies of agendas, sign-in sheets and training materials for parent meetings/trainings (this will be ongoing throughout the school year)*
· File copies of agendas, sign-in sheets and training materials for staff training on how to work with parents (this may occur anytime throughout the school year)*


	August

	· Continue  update of strategic plan and develop a budget for the school’s allocation

· Complete the school master schedule, clearly indicating schedules of Title I funded staff and paraprofessionals-file a copy for monitoring documentation

· Provide mentoring to new teachers and those individuals new to your building

· Conduct a preschool/kindergarten transition activity for incoming kindergarten students and parents

· Arrange time for a collaborative meeting for preschool teachers and kindergarten teachers to discuss pre-k assessment data

· Continue update of strategic plan including current assessment data (document meetings)

· Document how the principal and staff are notified of AYP status

· Document how parents/community are notified of AYP status

· Distribute school parent involvement policy to all students (document date and method of distribution)*

· Distribute school-parent compact to all students  (track and calculate percentage of returns)*

· Conduct “annual meeting”  (file notices, agenda, sign-in sheets, handouts)[Discuss Title I, funding, curriculum, instruction, assessment, parent involvement policies, compacts, AYP status]

· Determine a schedule of additional parent involvement trainings to be offered during the school year

· Distribute “parents’ right to know” (document date of distribution)*

· File any requests from “parents’ right to know”*

· Participate in training for new principals in the Title I schools or for school teams which are a new Title I school

· Notify parents of extended day learning opportunities



	September

	· Update school strategic plan, incorporating new assessment data (document meetings)

· Attend SEA training with school teams if the school is identified for improvement

· Send a letter to parents whose child has been taught for four or more consecutive weeks by a non-highly qualified teacher.*

· Review and file Title I funded teacher schedules

· Review and file duty assignments of Title I funded teachers

· Participate in training for Title I schools identified for improvement (if applicable)(TBD)
· Update teacher schedules and highly qualified status in WVEIS

· Complete principal’s attestation (file a copy, send one copy to county Title I director)

· Develop schedule and begin extended day programs (if applicable)

· Distribute prior year assessment results to parents (file a copy of the letter sent with the assessment results)


	October

	· Submit school strategic plan – October 15 

· Notify the district, parents and the community that the school strategic plan is available for review and comment


	November

	· Review strategic plan and monitor the implementation of the action steps (document meetings)



	December

	· Review strategic plan and monitor the implementation of the action steps (document meetings)



	January

	· Review strategic plan and monitor the implementation of the action steps (document meetings)

· Complete first semester semi-annual time and effort documentation for staff working in Title I only (send signed copies to county Title I director)

	February

	· Review strategic plan and monitor the implementation of the action steps (document meetings)



	March

	· Review strategic plan and monitor the implementation of the action steps (document meetings)


	April

	· Review strategic plan and monitor the implementation of the action steps (document meetings)

· Begin annual evaluation of Title I school program



	May

	· Complete annual evaluation of Title I school program-submit to the district Title I director

· Begin review/revision of school parent involvement policy

· Begin review/revision of school-home compacts

· Begin planning process for professional development for next year



	June

	· Complete second semester semi-annual time and effort documentation for staff  working solely in Title I (send signed copies to county Title I director)

· Submit updated school inventory to the district Title I director-Ensure a physical inventory has been completed and the signature of the person completing the verification of inventory signs and dates the form.




*year-long documentation

