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CONTACT INFORMATION

Office of Federal Programs
1021 Marion Street
St. Paul, MN 55105

Director of Federal Programs
Cheryl Carlstrom

cheryl.carlstrom@spps.org
(651) 744-1451

Supervisor of Nonpublic Schools

Nancy DuBois
nancy.dubois@spps.org

(651) 744-2143
Cell (612) 207-5186

Accountability Assistant
Will Ranieri

william.ranieri@spps.org
(651) 744-4172

Clerk 
Conseulo Urbina 

conseulo.urbina@spps.org
(651) 632-3790
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INTRODUCTION TO TITLE I, PART A

In January 1964, President Lyndon Baines Johnson was aware that almost one in every five Americans lived in
poverty. In his first State of the Union address he proposed a solution. That solution is known as the
Elementary and Secondary Education Act, or ESEA. Under this umbrella resides Title I. The purpose of Title I
under the reauthorized ESEA called Every Student Succeeds Act of 2015 is to provide all children a significant
opportunity to receive a fair, equitable and high-quality education, and to close educational achievement
gaps. This is the same for both public and private school students receiving additional academic support
under Title I.

Two important changes have impacted the service provided by Saint Paul Public Schools. The first is the US
Supreme Court decision reversing Aguilar v. Felton, which prohibited instruction on nonpublic school
property. This reversal made it possible for nonpublic students to receive direct Title I instructional services at
nonpublic school sites. While this decision gave more flexibility in services, it did have restrictions. The main
restriction is that all instructional services must be under the direct supervision of a licensed teacher. The
second change is that all Title I services must be funded by the number of eligible low-income students who
reside in a Title I public school attendance area, but are attending the nonpublic school. This means that the
amount of money available and therefore the services provided to each nonpublic school may vary
significantly.

In addition, the Every Student Succeeds Act of 2015 allows private schools the option of providing Title I
services through a third-party vendor. This option has also impacted the way Saint Paul Public Schools
provides services to our nonpublic schools.

Considering that students attending either public or nonpublic schools are entitled to a high standard of
academic instruction so that they can reach their full potential as learners in the 21st century, the
responsibilities nonpublic schools and SPPS share are vital and significant.

We work diligently to stay in agreement with the rules, processes and procedures that govern this particular
aspect of ESEA while providing students with instruction that accelerates their academic achievement. If the
integrity of the program is to remain flawless and services to eligible students uninterrupted, it is vital that we
provide services within the parameters of the Every Student Succeeds Act. Doing anything less would prevent
students for whom the program was designed from receiving the services they are entitled to receive.
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SPPS NONPUBLIC TEACHER RESPONSIBILITIES

The nonpublic Title I teacher works for Saint Paul Public Schools under the supervision of the Office of Title I
Federal Programs administrator. Duties include, but are not limited to:

● Become familiar with assessment tools used for the grade band agreed upon in consultation with
principals and the district. 

● Attend trainings and meetings throughout the year.
● After receiving the Eligibility List, identify students most in need of services based on SPPS

identification criteria and who have been vetted as attendance eligible (Rank and Serve).
● Communicate with principal and classroom teacher eligible students.
● Collaborate with classroom teachers and principal to plan an appropriate supplemental educational

program and schedule service for eligible students.  
● Send out Title I Student Eligibility Notification to parents/guardians of eligible students who will be

receiving services.
● Set up Title I student files and maintain and update those files throughout the year.
● Complete online attendance form daily.
● Document communication with Title I students’ classroom teachers. This should be done at least

once a month.
● Keep all needed documentation in the documentation folder and submit it to the Office of Title I

Federal Programs in June.
● Incorporate best practices into lesson planning to support academic growth and instruction taking

place within the regular classroom.
● Consult with the nonpublic school principal in the ordering of materials before submitting an order

form.
● Monitor academic progress of students using Fast Bridge at least three times per school year.
● Report student academic progress to families/guardians and classroom teachers at least three times

per year, or as often as requested and agreed upon by district and principal during consultation.
● Be accountable for the quantity and quality of time/service spent with students.
● Remember--you are there to work with the eligible students. Stay away from the moods, politics, etc.

of the building.
● Plan, schedule and conduct at least one Title I family activity event during the school year. This will be

the required Title I Annual Meeting completed before winter break. If funds permit and as agreed
upon during consultation, you may do another parent event in the spring.

● Secure all Title I materials/equipment at site and complete end of year inventory.
● Send out survey links as requested to parents/guardians and nonpublic staff.
● Keep the Office of Title I Federal Programs informed of any concerns, changes, etc.
● Ensure that the program is in compliance with the Title I requirements.
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DO’S AND DON’TS FOR SPPS TITLE I NONPUBLIC STAFF

Do
● Remember that you are an employee of Saint Paul Public Schools and are governed by the policies

and procedures of that institution.
● Wear your Saint Paul Public Schools identification badge whenever you are working.
● Work the calendar and the schedule to which you’ve been assigned. Notify Supervisor of any changes

to the schedule.
● Expect regular site visits for consultation, observation, and program monitoring purposes.
● Post a copy of your daily schedule outside the classroom door and update as needed.
● Submit your electronic timesheet in a timely manner.
● Notify the Office of Title I Federal Programs when you are ill. Call 612-207-5186 and leave a

message. Also notify the building that you will not be in.  
● Get communications for families/guardians approved by the Office of Title I Federal Programs before

you send them out.
● Notify the principal and Office of Title I Federal Programs of any activities you have planned for

students and/or families/guardians.
● Send flyers and notices to families to the Supervisor of Nonpublic for approval before sending out.
● Notify the Office of Title I Federal Programs at least 30 days in advance about any vacations or

personal time that you have planned.
● Write a letter introducing yourself to staff you will be working with at your site. Give staff the

introductory letter with the brochure about the programs.
● Write a welcome letter for families.  Have a letter approved by the Office of Title I Federal Programs. 

Once approved, send a letter with Title I Student Eligibility Notification Letter and brochure of the
program to the guardians of eligible students who will be served. 

● Dress appropriately for the workplace.

Don’t
● Attend religious services or school activities during work hours.
● Spend money on anything related to Title I without getting pre-approval.
● Loan out Title I materials to classroom teachers of non-Title I students.
● Change the instructional schedule without prior approval from the Office of Title I Federal Programs.
● Submit a timesheet for any activity outside your normal work day after the fact or without

pre-approval.
● Wait until the last minute to order or put in a request.
● Sign anything on behalf of SPPS. You will be responsible for payment of anything that was not

pre-approved.
● Send in a Title I order form that is not complete and accurate. It slows down the ordering process.
● Allow students to take technology outside of the Title I area.
● Get involved in the business of the nonpublic school you are assigned to. Your job is to get to work on

time, work conscientiously with the Title I students and leave when your day is done.
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TITLE I PROGRAM “TO DO” BY MONTH

*May vary by site and based on consultation

August/September
● Week of August 30, 2021, teachers with the beginning of the year start date return to work working

their assigned number of hours.  The first two weeks of assignment will be preparations for setting up
the program.  Staff will need to pick up their keys, lists of vetted students, laptop, and materials from
the Office of Title I Federal Programs. 

● Collect any additional data needed for identifying the students who are below grade level for the area
and grades to be served.  

● Select students in order of need for service who are vetted as attendance eligible.
● Review list of eligible students with classroom teachers. Work collaboratively to develop a schedule

for service.  Notify the Office of Title I Federal Programs Supervisor if issues arise with scheduling.
Reminder: Do not take students out of core subjects. Each session should be a minimum of 20
minutes and a maximum of 40 minutes per session. Students must receive service a minimum of
two times a week (per subject served). 

● Develop a welcome letter that describes the program to the eligible families/guardians and their
students, including how families/guardians can participate.  Please use SPPS template located on
website for the letter.

● Email a copy of the welcome letter to the Office of Title I Federal Programs before sending it out to
families.

● Develop an introduction letter for nonpublic staff whose students will receive service.  Please use
SPPS template located on the website for the introductory letter.  Email a copy of the introductory
letter to the Office of Title I Federal Programs before sending it out to nonpublic staff.

● Confirm with the Office of Title I Federal Programs the dates/times of your schedule. 
● Remember, any student not on the original list given to you must qualify based on the data, be

vetted, and approved as eligible by the Office of Title I Federal Programs before receiving services. No
exceptions.  Follow procedures for vetting students through the online and wait for confirmation
before serving or resubmitting Eligibility form with data and address.  You should receive
confirmation within 24 hours of submitting student information. 

September
● School begins September 9, 2021 for SPPS

o September 9, 2021 - Staff Meeting: 360 Colborne, Rooms J & K or Online: 12:30-3:30
● Send out 2021-2022 Student Eligibility Notification Letter to families of students who have qualified,

are vetted, and will be served.
● Do FastBridge certification for FAST Screener before giving assessment to students to ensure fidelity. 

Three hours of professional development pay will be given upon completion (for each assessment
reading/math) of certification.  Directions may be found on this link or on the website.    

● Set up a schedule to test eligible students who will be served and give FastBridge assessment. Test
only the grade span and students you will be working with.  If data is needed to narrow the eligible
students, notify the Office of Federal Programs Supervisor. 

● Post the Title I service schedule outside the classroom door. 
● Email a copy of your final schedule to the Office of Title I Federal Programs.
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● Complete the Title I Student List Form (template). Email the completed form to the Office of Title I
Federal Programs.  The students on this form will be entered into FastBridge and also the form for
attendance.  Reminder: Teachers will be updating this form throughout the year and will submit the
end of year copy in the documentation folder.

● Setup a Title I folder for each student (directions in Student Folder Section). Note date Student
Eligibility Notification Letter was sent home. 

● Enter student test result data in the system as needed and in the student folder.
● Begin serving students according to the agreed upon date during consultation shared by Office of

Title I.  Most schools will be serving students by Monday, September 13, 2021.
● Using the number of hours assigned, the school calendar, and your schedule, calculate the number of

hours you anticipate actually fulfilling.  Notify the Office of Title I Federal Programs Supervisor.
● Notify the Office of Title I Federal Programs if there is a problem or if more time is needed before

serving students on the agreed upon start date.

October
● October 12, 2021, Online Staff Meeting from 2:30-3:30
● Plan the Title I Annual Meeting. Get input from families and administrators.  Make sure your flyer has

approval from the Office of Title I Federal Programs before sending it out.  The meeting should be
interactive and not a “sit and get” lecture.  All meetings must be 1.5 hours long and over a meal hour
to qualify for light refreshments.  

● Schedule first observation with the Office of Title I Federal Programs.  Send an email with three dates
and times that would work for you.  A calendar invite will be sent with the selected date and time.  

November
● November 9, 2021 - Staff meeting: 360 Colborne, Room J/K or Online

from 12:30-3:30
● Send Title I student progress reports home to families/guardians by November 30, 2021.
● Put a copy of progress report in students’ Title I folder. Give copy to classroom teacher, ask building

administrators if they would like a copy.
● Check with classroom teacher about additional students who may benefit from supplemental

academic support in math or reading.  If fall testing was done at the school the school should submit
new form with updated data.

December
● December 14, 2021- Online Staff Meeting from 2:30-3:30
● If spaces are available, check with kindergarten teachers to see if they have students who may benefit

from additional academic support.  Collect data.
● Vett potential new students and check eligibility criteria.
● Send home Title I Eligibility Notification Letter to new students who meet the criteria and will be

served. 
● All Title I Annual meetings must be completed by winter break. All documentation should be placed

in the documentation folder. 
● Submit Title I order for materials before leaving for break. Make sure order form is complete.
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January
● January 11, 2022- Online Staff Meeting from 2:30-3:30
● Begin serving vetted kindergarten students (unless agree upon at consultation of earlier K start).
● Send updated schedule/student list to the Office of Title I Federal Programs.
● Begin the second round of testing for only the students who are now receiving Title I services or are

new to the program. Testing must be completed by 2/8/22.  
● Test in the area of service only.
● Enter new data into the system as necessary.  Record results in student folders.  
● Schedule second observation with the Office of Title I Federal Programs.  Email three dates/times that

would work for the observation.  A calendar invite will be sent back for the selected date/time.  

February
● February 8, 2022 - Staff meeting: 360 Colborne, Room K, or Online from 12:30-3:30

o This meeting will be to review growth data.  All testing must be completed before the
meeting.

● Continue working with students.
● Begin work on second progress reports.

March
● March 15, 2022- Online Staff Meeting from 2:30-3:30
● Mail Title I progress reports home to families/guardians.
● Make copies of progress report for folder, teachers, and administrators.
● Last opportunity to place a Title I order is March 8, 2022.

April
● April 12, 2022- Online Staff Meeting from 2:30-3:30
● Begin setting a schedule for spring testing. Testing must be complete by May 24, 2022.
● Send out survey link to parents/guardians of Title I students served.  Please BCC the parents or send

individually so that the names of the students in the program remain confidential.
● Sent out the link to classroom teachers whose students you serve to have them complete the Title I

Nonpublic Teacher Survey.
● Complete the CSPR survey with the number of students served during the 2021-22 school year

(unduplicated count by grade)

May/June
● May 24, 2022- Staff meeting: 360 Colborne, Room J/K or Online from 12:30-3:30
● Begin spring testing. Testing must be completed by May 24, 2022.
● Two weeks after sending out the Title I Parent/Guardian Survey, send out a reminder to parents to

complete the short survey if they have not done so already.
● Two weeks after sending out the link to the Title I Nonpublic Teacher Survey send out a reminder

asking staff if they have not completed the short survey to please do so.
● Complete end-of-year record keeping (progress reports, entering data, attendance, Title I inventory,

etc.).
● Return technology/equipment inventory form. 
● Start shutting down the program.  Secure all Title I materials and equipment.
● Send out final progress reports to families and provide a copy to teachers and building administrators.
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● Before you leave for the summer, turn in: 
o Keys for Title I cabinets and other equipment (especially where you lock in the iPads)
o Laptop computer
o Completed documentation folder
o Student folders (if not keeping on-site)
o Technology/equipment form
o Summer contact information

● All programs will close down by June 3, 2022 unless otherwise notified in beginning of year letter as
agreed upon through consultation. The week of June 6, 2022, will be prep time for closing the
program for the year.  Contact the Office of Title I Federal Programs if you believe it is necessary to go
beyond this date.
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NONPUBLIC TITLE I ATTENDANCE DIRECTIONS

The Office of Federal Programs has created Google Forms for each Title I nonpublic teacher to take

attendance. These forms are unique to each teacher and will be emailed to you. Please contact Will Ranieri

(william.ranieri@spps.org) if you do not have the link to your attendance form.

COMPLETING ATTENDANCE
Attendance must be completed for each class session. Attendance is done for each grade. If a student needs

to be added or removed from your list please contact Will Ranieri to have it done. If a new student needs to

be added, make sure that you have submitted an eligibility check and received a confirmation email.

To take attendance:

● Open the attendance form.

● Enter your email address.

○ This is used to send you a copy of each day’s attendance for your records and to enable edits

if needed.

● Enter the date of the class for which attendance is being recorded.

● Select the grade level you are taking attendance for. The form will take you to the class list for the

grade you select. If you teach multiple grades at the same time please complete one entry for each

grade.

● Select “Present” or “Not Present” for each student listed. If a student does not appear on your list,

please complete the form as best as possible and contact Wil Ranieri to update your form.

● Click “Submit”. If you have requested a copy of your attendance, it will be sent to the email address

you provided at the start of the form. You can also make any edits or corrections by following the link

sent to your email address.
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NONPUBLIC TITLE I DOCUMENTATION FOLDER

Requirement Guidance What is Needed
No Folder (E2b)
How has the district ensured
that it has exclusive use of a
space for Title I services if
located within the nonpublic
school?

Required Content:
* verification that space is reserved
for Title services during instruction

Documentation Method(s):
* email or agreement identifying
space
* schedule for use of the space

1) Create schedule for
use of room clearly
showing Title I time
and post outside the
door

2) SPPS will include in
Affirmation with
nonpublic schools.

Front of Accordion Folder (I3a)
How has the district ensured
that all items purchased with
Title funds are protected,
maintained and available for
the exclusive use in Title IA and
Title II activities?

Required Content:
*records identify the location of
and/or staff responsible for
technology and other items
purchased with Title funds
*items labeled as district property
purchased with Title funds
*items stored securely when items
are not in use
*items purchased with Title funds
observed in use in Title-funded
activities

1) Inventory list should
be updated and put
into the front of the
accordion folder.
Technology inventory
list will be sent via
email in the spring for
you to complete and
return.

Folder 1- Selection (E3a)
What established process
including objective criteria has
the district used to select
eligible students who need
additional academic help?

Required Content:
1. Selection criteria
* in grade 3 or above, selection
criteria includes but is not limited to
data from at least two educationally
related, objective sources
* in preschool through grade 2,
selection criteria include but is not
limited to data from at least one
educationally related, objective
source

2. List of all students
* Each student in grade or classroom
identified by name or other
designation
* Results of assessments and other
selection criteria
* Indication of which students have
been selected for services

1) Completed Eligibility
Lists or Rank and
Serve form completed
with results of
assessments and other
selection criteria
(attendance eligibility
portion completed by
SPPS).  On the form
indicate who has been
selected for service
(most in need) and
note if there was
someone who
qualified, but is not
being served
(rationale).  The
current initial criteria
is the 35th percentile,
but if there is time in
the schedule, we add
students in order of
greatest need (as long
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as they are below
grade level)

2) Data used (if not on
eligibility form).
Eligibility forms may
be submitted more
than once.  Include all
Eligibility forms

Folder 2- Served Students
(E3b)
What is the process the district
uses to ensure that students
identified for assistance
1. are enrolled within the same
gradespan as the district’s Title
I schools, and
2. either
a. reside in the attendance area
of a public school eligible for
Title I funds; or
b. are categorically eligible for
Title I-funded services?

Required Content:
Verification that each student
identified for Title I services
* has been homeless within the
current school year, OR
* is enrolled in a grade level within
the grade span of the public Title I
schools AND either
* resides within attendance
boundaries of a public school eligible
for Title I OR
* participated in Head Start, Migrant
Education or other federal education
program any time in the preceding
two years

Documentation Method(s):
*individual records or list of children
selected for assistance including the
relevant data and eligibility
determination for each child
* written procedure to identify
residence or categorical eligibility

1) Follow online process
to make sure all
students have been
vetted

2) List of all students
served (first and last
name), address, grade
level, classroom
teacher, area of
service, dated
entered, date exited
with rationale (if
exited). This list
should be updated
throughout the year
and submitted at the
end of the year.  *Use
template*

Folder 3- Schedules/
Instruction Samples (E4a)
How has the Title I teacher or
contractor provided additional
instruction which
1. only benefits identified
nonpublic students; and
2. is comparable to
participating publics school
students?

Required Documents:
* schedules of classroom teachers,
interventionist and participating
students

Required Content:
*names of students participating in
additional instruction
*grade level and, as needed,
classroom are identified
*type of activity identified for each
time block
*type of instructional strategies
implemented

1) Schedules of
classroom teachers
who have students
receiving Title I
services.

2) Schedule of Title I
teacher with student
first/last name, grade
level, classroom
teacher, and subject
served

3) Samples of types of
instructional strategies
implemented (lesson
plans, student tracking

15



*verification that nonpublic services
began about the same date as public
school services unless modified
through consultation

Additional Documentation
Method(s):
* Written agreement
*activity plans or student tracking
records
*meeting minutes / notes indicating
selected strategies
*other documentation containing
required content

record, meeting notes,
etc.)

Folder 4- Progress Monitoring
(E4b)
How has the Title I staff or
contractor monitored the
progress of each student and
revised instruction revised as
needed?

Required Documentation:
*examples of student progress
monitoring

Required Content:
*date of activity
*monitoring criteria or assessment
used and student results
* documentation of resulting
decisions including the continuation
or change of intervention and
decision to exit students from
services

1) Provide samples of
progress monitoring.
Include assessment
name, date of
assessment, results
and decision made
(see required content
list on left).

Folder 5- Communication (E4c)
How have the classroom
teacher and Title I instructor
regularly exchanged
information and coordinated
instruction?

Required Content:
* date(s) of activities/communication
* name and role/position of each
participant in communication
* verification of communication
between classroom teacher and Title
I instructor determining appropriate
additional instruction

Documentation Method(s):
* dated minutes, notes, emails or
other documentation

1) Variety of samples
showing regular
communication
between Title I staff
and classroom
teacher. The samples
must include date,
name and
role/position of each
participant.

Folder 6- Parent Engagement
(E5c)
What activities, based on
consultation with the nonpublic
school, has the district provided

Required Content:
* date and location of each activity
* names of parents and family
members participating in activity
* verification that the Title I service
provider or another district

Samples must include:
1) Welcome letter
2) Title I Student

Eligibility Notification
Letter

3) Title I Night flyer
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to involve parents of
participating students?

representative provided one or more
of the following activities:
*communication with parents of
each participating student about
academic progress
*school-parent compacts
*newsletters
*parent and family engagement
meeting(s)
* parent and family training activities
and materials
*home learning materials and
activities
* other parent and family
engagement activity (specify)

Documentation Method(s):
*dated notices, agendas, minutes,
notes, emails
*sign-in sheets
*other documentation containing
required content

4) Title I Night sign-in
sheets

5) Title I Night handouts,
information, activities,
learning materials

6) Multiple samples of
progress reports

7) Other samples of
documentation of
parent engagement

Note: Please make sure the
documents have all the
required contest listed and in
Title I Guidelines book (dated
sign-in sheets with Title of
activity and role of
participant, flyer with
sponsored by SPPS, etc.)

Student Folders Required Documentation:
1) Record of Access
2) Completed Student Folder

Information form which
includes:

● Date of Title I
Student Eligibility
Notification

3) Copies of progress reports
4) Testing Results
5) Formal Communication with

classroom teachers
6) Communication with parents
7) Samples of student work
8) Attendance cards if not

completed online

Folders should include the
information to the left and
be kept in a locked location
and available upon request
during the year.  Folders
will be collected at the end
of the year with keys, etc.
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NONPUBLIC TEACHER MEETING SCHEDULE

Day Date Time Place Room

Thursday September 9, 2021 12:30- 3:30 360 Colborne Street J & K or online

Tuesday October 12, 2021 2:30- 3:30 ONLINE

Tuesday November 9, 2021 12:30 – 3:30 360 Colborne Street J & K or online

Tuesday December 14, 2021 2:30- 3:30 ONLINE

Tuesday January 11, 2022 2:30- 3:30 ONLINE

Tuesday February 8, 2022 12:30 – 3:30 360 Colborne Street K or online

Tuesday March 15, 2021 2:30- 3:30 ONLINE

Tuesday April 12, 2022 2:30- 3:30 ONLINE

Tuesday May 24, 2022 12:30 – 3:30 360 Colborne Street J & K or online

Other professional development opportunities:
FastBridge Certification for Reading (3 hours upon completion) August or September (completed individually)
FastBridge Certification for Math (3 hours upon completion) August or September (completed individually)
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SPPS DISTRICT CALENDAR
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INTERNATIONAL STUDENTS HOLDING F1 VISAS FEDERAL PROGRAMS

Minnesota schools welcome international students from a variety of countries and programs. International

and student exchange programs benefit Minnesota schools by providing cross-cultural enrichment and global

perspectives for hosts and students.

Some international students hold F-1 visas.  Students who attend private schools or privately funded adult

education or language programs are not affected by the law. However, if a nonpublic school student enrolls in

a public-school program such as Title I, the student must reimburse the full cost of the program to the

provider. These students must follow the requirements of Immigration and Nationality Act Public Law

104-208 for the "full, unsubsidized per capita cost of providing education at such school for the period of the

alien's attendance." The student cost reimbursement requirement is mandatory and school systems cannot

waive the reimbursement requirement.

If an F-1 visa student qualifies for Title I and is served, the student is required to reimburse the entire cost

of the public funds to the public-school district providing the services. Public funds cannot be used for

international students holding F-1 visas.  Notify the Office of Title I Federal Programs if a student qualifying

for service holds an F-1 visa.
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COMPLAINT PROCEDURES

During the course of administering federally funded programs there may be disagreements about how the
law or guidelines are to be interpreted and applied by teachers, parents, principals and administrators. In
attempting to resolve disputes over the issue(s) being raised, the following steps will be followed:

● The petitioner will submit a written statement to the school district administrators indicating which
section(s) of the law, regulations, or guidance were not properly interpreted or applied.

● Within 45 days of receiving the complaint the district administrator will:
o Notify the petitioner of the receipt of the complaint.
o Meet with the individual(s) raising the question to determine if a violation of the law or

regulations has occurred.
o Notify all parties of the results of the review and determinations, if necessary take corrective

action to return to compliance.
● If the petitioner is not satisfied with the District Program Administrator’s explanation, then a written

request to the District Program Administrator should be submitted citing the statutory or regulatory
violation(s) and request a meeting with the State Director of the program.

● Within 45 days of receiving the complaint, the District Program Administrator will schedule a meeting
between them, the State Director and the petitioner. This meeting will be to discuss the issue(s)
related to the law or guidelines and how they were applied to the areas in question.

● Within ten days after the meeting with the State Director of the program, the Director will respond in
writing to the District Program Administrator and the petitioner regarding Minnesota’s current
interpretation and application of the section(s) of the law or guidelines that were in question.

● If the issue is still not resolved to the petitioner’s satisfaction, then they have the right to contact the
U.S. Department of Education for further clarification and resolution.

Saint Paul Public Schools District Administrators
Cheryl Carlstrom - Director, Office of Federal
Programs, Title I and Nonpublic Title I, II, IV
cheryl.carlstrom@spps.org
651-744-1457

Kate Wilcox-Harris - Chief Academic Officer
kate.wilcox-harris@spps.org
651-767-8132

Craig Anderson, Executive Director of Teaching and
Learning, Title II Professional Development
craig.anderson@spps.org
651-285-3960

Nancy DuBois - Supervisor, Nonpublic Schools Title I,
II, IV A
nancy.dubois@spps.org
651-744-2143

Yeu Vang - Assistant Superintendent, MLL/Title III
yeu.vang@spps.org
651-744-6422

Larry Wren - Supervisor, Special Education
larry.wren@spps.org
651-767-8342

Sarah Schmidt de Carranza- Supervisor,  MLL/Title III
sarah.schmidt@spps.org
651-744-3854

Laurie Niblick - Tuition Billing and Nonpublic Textbook
Aid
laurie.niblick@spps.org
651-603-4347

Beth Coleman - Supervisor, Social Emotional Learning
beth.coleman@spps.org
651-744-7378

Mary Langworthy - Supervisor, Student Health and
Wellness
mary.langworthy@spps.org
651-767-8380
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TITLE I STUDENT LIST TEMPLATE

First
Name

Last
Name Address

ZIP
Code City

Grade
Level Instruction

Classroom
Teacher

Enter
Date

Leave
Date Comments

Jane Doe
123 Main

St
55105 St Paul 4 Math Jones 9/14 3/7

Lee Brown
452 Elm

St
55116 St Paul 3

Math/
Reading

Jones 9/9 5/10
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SAMPLE LESSON PLANNING TEMPLATE

Lesson Topic:

IGNITE

CHUNK

CHEW

REVIEW

“Whole Group”     “Explore Independently”     “Explore Together”     “Ask the
Teacher”
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SAMPLE SCHEDULE TEMPLATE

Name:

School: Comments:

School Year:

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

8:00 AM

8:30 AM

9:00 AM

9:30 AM

10:00 AM

10:30 AM

11:00 AM

11:30 AM

12:00 PM

12:30 PM

1:00 PM

1:30 PM

2:00 PM

2:30 PM

3:00 PM

3:30 PM

4:00 PM

4:30 PM

5:00 PM
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Section II: Communication
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TITLE I STUDENT ELIGIBILITY NOTICE

Dear Parents/Guardians:

Saint Paul Public Schools provides Title I services at (TYPE NAME OF SCHOOL HERE). Your child, (NAME OF
CHILD HERE), has been selected to participate.  The goal of our Title I program is to assist your child in
developing their reading and/or math skills. Title I services are provided by a teacher through one-on-one or
small group instruction at your child’s school. These services are provided in addition to the regular
instruction your child is receiving in the classroom.

Your child will participate in the Title I program _____ times a week for approximately _____ minutes in the
area(s) of reading and/or math.

A parent meeting will be held to discuss Title I services and the ways in which you can help to support your
child at home.  More information about this meeting will be sent to you in the near future.  We encourage
you to attend!

If you have questions about the program, please contact the Title I teacher at your school listed below.  Your
child will immediately begin receiving Title I services.  If you do NOT want your child to receive Title I services,
you must complete the bottom portion of this letter and return it to your child’s classroom teacher.

Sincerely,

Nancy DuBois (Title I Teacher Name)
Supervisor, Office of Title I Federal Programs (Title I Teacher)
nancy.dubois@spps.org (Title I Teacher Email)
651-744-2143 (Title I Phone Number)

I have read this letter and understand the services that are being offered to my child by Title I.  I DO NOT want
my child to participate in the Title I program.

Child’s Name: ___________________________________ Grade: ____________

Parent Signature: ________________________________ Date: _____________
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TITLE I STUDENT ELIGIBILITY NOTICE IN SPANISH

Estimados padres/guardianes:

Las Escuelas Públicas de Saint Paul proporcionan servicios de Title I (TYPE NAME OF SCHOOL HERE). Su niño,
(NAME OF CHILD HERE), ha sido seleccionado para participar. El objetivo de nuestro programa es ayudar a su
niño a que desarrolle sus habilidades de lectura y/o de matemáticas. Los servicios de Title I son
proporcionados por un maestro uno a uno o en grupos pequeños de instrucción en la escuela de su niño.
Estos servicios son proporcionados en forma adicional a la instrucción regular que su niño recibe en el salón
de clases.

Su niño participará en el programa de Title I ______ veces a la semana por aproximadamente ______ minutos
en las áreas de lectura y/o matemáticas.

Habrá una reunión con los padres para conversar sobre los servicios de Title I y las formas en las que usted
puede apoyar a su niño desde el hogar. Se enviará más información sobre esta reunión en el futuro. Lo
animamos a que asista.

Si tiene preguntas sobre el programa, por favor contacte al maestro de Title I en su escuela (listado más
abajo). Su niño comenzará a recibir servicios de Title I inmediatamente. Si usted NO DESEA que su niño reciba
servicios de Title I, usted debe completar la parte de abajo de esta carta y regresarla al maestro de la clase de
su niño.

Atentamente,

Nancy DuBois (Title I Teacher Name)
Supervisor, Office of Title I Federal Programs (Title I Teacher)
nancy.dubois@spps.org (Title I Teacher Email)
651-744-2143 (Title I Phone Number)

He leído esta carta y comprendo los servicios que Title I le está ofreciendo a mi niño. Yo NO DESEO que mi
niño participe en el programa de Title I.

Nombre del niño: ___________________________________ Grado: ____________

Firma del padre: ________________________________ Fecha: _____________
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NONPUBLIC TITLE I BROCHURE
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SAMPLE INTRO TO PARENTS LETTER

Saint Paul Public Schools
OFFICE OF TITLE I - FEDERAL PROGRAMS – NON-PUBLIC SCHOOLS 

September XX, 20XX

To the Families of Students at XXX School:

Greetings!  I would like to take this opportunity to introduce myself.  My name is XXXXXXXX l and I am a
retired teacher for the St. Paul Public Schools.  I taught at Wellstone and Obama elementary schools for 30
years and before that I taught for the Minneapolis Public Schools.  I have a Master’s Degree in Education from
the University of Minnesota.  I am Reading Recovery trained (a world renown program to help students in
reading) and have a strong math background since I also have a Bachelor’s Degree in Biology.

This is my XXXX year teaching Title I students in nonpublic schools.  I am excited to be returning to XXXX
School.  This year, once again, I will be tutoring students, in grades K through 4, in both reading and math.  I’ll
be XXX School three days a week, on Tuesday, Thursday and Friday.  If you have any questions, just call the
school and leave a message for me or email me at the address below.  We will be having a Family Night this
Fall.  Look for an informational flyer that will be sent home with your child/children and please try and
attend!

I live in St. Paul with my husband and a small dog named Toto.  We have grown children who live in the St.
Paul area as well. I love to travel, sew and knit when I’m not teaching.

I am looking forward to working with your child/children!

Sincerely,

XXX
XXX@spps.org
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CLASSROOM TEACHER COMMUNICATION LETTER

To: Teachers of Title I Eligible Students

From: Nancy DuBois, Supervisor, Office of Title I Federal Programs

Date: September, 2021

Subject: Importance of Communication Forms

Title I in nonpublic schools is a targeted assistance supplemental program. The purpose of this program is to
provide supplemental academic support to eligible Title I students attending nonpublic schools. The service
the Title I teacher provides complements and supports learning in the classroom.

To ensure that the Title I instructional program is supporting the instruction of the regular classroom and
promoting the academic achievement of the Title I student, it is vital that on-going formal communication
occurs between the classroom teacher and the Title I teacher. This communication takes place via the
communication forms that the Title I teacher provides to the classroom teacher at regular intervals (weekly,
bi-weekly, etc.).

It is essential that this communication form be returned to the Title I teacher in a timely manner. Without it
they cannot adequately support the work done in the classroom and the student may not make all the gains
they could or should make when both parties are working collaboratively. When these forms are given to you,
I urge you to thoughtfully fill out and return them to the Title I teacher.

If you have any questions about the communication expectations or other Title I issues please contact me.

Thank you,

Nancy DuBois
Supervisor, Office of Title I Federal Programs
nancy.dubois@spps.org
651-744-2143

Coming together is a beginning; keeping together is progress; working together is success.
            Henry Ford
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TITLE I TEACHER COMMUNICATION FORM-MATH

Teacher:
Date:
Grade:

Please indicate the skills that you would like your students to work on with Title I staff and return to the Title I
teacher.  Use the back of this page for additional comments.

Math Students:

Number Recognition

Counting

Addition Facts

Subtraction Facts

Multiplication Facts

Division Facts

Addition Computation (Simple or Complex)

Subtraction Computation (Simple Complex)

Multiplication Computation (Simple or Complex)

Division Computation (Simple or Complex)

Fractions

Decimals

Percents

Estimation

Time

Money

Measurement

Probability

Word Problems

Graphs/Charts

32



TITLE I TEACHER COMMUNICATION FORM-READING

Teacher:
Date:
Grade:

Please indicate the skills that you would like your students to work on with Title I staff and return to the Title I
teacher.  Use the back of this page for additional comments.

Reading Students:

Letter Recognition

Letter Sounds

Blends/Diagraphs

Short Vowels

Long Vowels

Diagraphs/Diphthongs

R Vowels

Prefixes/Suffixes

Compound Words

Sight Words

Synonyms/Antonyms/Homonyms

Multiple Meanings

Main Idea

Facts/Details

Fact/Opinion

Inferences

Context Clues

Predicting
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SAMPLE CLASSROOM TEACHER TITLE I COMMUNICATION FORM

Grade __________ Unit Dates________________________________________________

Name of School Teacher ______________________________________________________

Subject:
The key objectives for the current unit are:

Key concepts that Title I should reinforce:

Comments on classroom performance of Title I students during the past unit:

Please use the reverse side for additional comments.

Request meeting with Title I teacher: ______ Yes    ______ No
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SAMPLE CLASSROOM TEACHER ALIGNMENT FORM

Classroom Teacher:
Date:
Title I Teacher:

Dear Classroom Teacher,
To help with aligning our instruction, I have filled in the appropriate information below.  Please do the same in
the areas marked “classroom teacher current objectives.”  Return the form to me.

READING

Students receiving service:

Title I instruction focused on:

Classroom current reading focus:

Key concepts from the classroom to focus Title I instruction on:

MATHEMATICS

Students receiving service:

Title I instruction focused on:

Classroom current mathematics focus:

Key concepts from the classroom to focus Title I instruction on:

Additional comments:

Request meeting with Title I teacher: ______ Yes    ______ No

Please return form by:
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TITLE I PROGRESS REPORT

Dear Parent/Guardian,

Your child is receiving additional help in reading and/or math through the Saint Paul Public Schools Title I

Program. This support is provided through direct tutoring by a certified teacher. This report is to inform you of

your child’s progress in the area(s) in which he/she is receiving services.

Student:
Grade:
Date:

Reading:

READING NOTES GO HERE

Math:

MATH NOTES GO HERE

Please contact me at (PHONE NUMBER) or (EMAIL) with any questions or concerns.

Thank you,

(TEACHER NAME)
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DISMISSAL LETTER FOR ATTENDANCE

Date:

Dear Parents/Guardians:
Following a consultation between your child’s classroom teacher, building principal and Title I personnel, it
has been agreed that your child will be released from the Title I program due to non-attendance.  Your child’s
classroom performance will continue to be monitored.  If your child does not maintain expected levels of
performance, your child may again have the opportunity to receive supplemental academic support from the
Title I program if there is space available.

If you have questions about the program or this decision, please contact the Title I teacher at your school
listed below.

Sincerely,

Nancy DuBois (Title I Teacher Name)
Supervisor, Office of Title I Federal Programs (Title I Teacher)
nancy.dubois@spps.org (Title I Teacher Email)
651-744-2143 (Title I Phone Number)

I have read this letter and understand that my child will be released from the Title I program.

Child’s Name: ___________________________________ Grade: ____________

Parent Signature: ________________________________ Date: _____________
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DISMISSAL LETTER FOR ACADEMIC CRITERIA

Date:

Dear Parents/Guardians:
Your child has shown growth in meeting the academic standards and is exceeding the criteria set for receiving
Title I academic support.  In consultation with your child’s classroom teacher it has been decided that your
child will be released from the program.  We will continue to monitor his/her progress.  If he/she does not
maintain expected performance, he/she may have the opportunity to be placed back in the Title I program.

If you have questions about the program or this decision, please contact the Title I teacher at your school
listed below.

Sincerely,

Nancy DuBois (Title I Teacher Name)
Supervisor, Office of Title I Federal Programs (Title I Teacher)
nancy.dubois@spps.org (Title I Teacher Email)
651-744-2143 (Title I Phone Number)

I have read this letter and understand that my child will be released from the Title I program.

Child’s Name: ___________________________________ Grade: ____________

Parent Signature: ________________________________ Date: _____________
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DISMISSAL LETTER SPECIAL EDUCATION PLACEMENT

Date:

Dear Parents/Guardians:
Your child has started or will begin receiving additional academic support from special education.  The level of
support provided by special education is much more intense than the level provided by the Title I program.  In
consultation with the classroom teacher it has been decided that your child’s needs will be met by special
education.   Therefore, the supplemental academic support provided by Title I is no longer needed.

If you have questions about the program or this decision, please contact the Title I teacher at your school
listed below.

Sincerely,

Nancy DuBois (Title I Teacher Name)
Supervisor, Office of Title I Federal Programs (Title I Teacher)
nancy.dubois@spps.org (Title I Teacher Email)
651-744-2143 (Title I Phone Number)

I have read this letter and understand that my child will be released from the Title I program.

Child’s Name: ___________________________________ Grade: ____________

Parent Signature: ________________________________ Date: _____________
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PARENT/GUARDIAN SURVEY

We would like your opinion about your child’s experience in the Title I Program.  This information will help us
improve our service to students.  Your time, comments, and suggestions are greatly appreciated.

What school does your child attend?
Christ’s Household of Faith
Community of Saints Regional Catholic School
Highland Catholic School
Holy Spirit Catholic School
Lubavitch Cheder Day School
Maternity of Mary St. Andrew Catholic School
St. Agnes School
St. Pascal Regional Catholic School
St. Peter Claver Catholic School
St. Thomas More Catholic School

What is your child's grade level?
Kindergarten
1st grade
2nd grade
3rd grade
4th grade
5th grade
6th grade
7th grade
8th grade
9th grade
10th grade
11th grade
12th grade

In which subject(s) did your child receive Title I support? Check all that apply.
Reading
Math

Has your child received Title I service in previous years?
Yes
No
I am not sure

Are you being informed about your child's progress in the Title I program?
Yes, I receive progress reports from the Title I teacher.
I have received some progress reports, but would like more information.
No, I am not sure whether my child is making progress.
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Do the materials, activities or resources provided by the Title I teacher help you support your child's
education?

Yes, they were helpful.
No, we received them but did not find them helpful.
I did not receive any materials, activities or resources.

Do you think the support your child has received from the Title I teacher has increased your child’s confidence
in their regular classroom?

Yes, my child's confidence has grown significantly.
Yes, my child's confidence has shown some improvement.
There has been no change in my child's confidence.

Do you think that the support your child has received from the Title I teacher has increased your child’s
reading skills?

Yes, my child's skills have grown significantly.
Yes, my child's skills have shown some improvement.
There has been no change in my child's skills.
My child did not receive service in reading.

Do you think that the support your child has received from the Title I teacher has increased your child’s math
skills?

Yes, my child's skills have grown significantly.
Yes, my child's skills have shown some improvement.
There has been no change in my child's skills.
My child did not receive service in math.

Please write a comment about what you have appreciated most about your child’s participation in the Title I
Program. (Feel free to ask your child for their thoughts to share, as well.)

Do you have suggestions about ways to improve the Title I Program?

Additional comments:
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PARENT/GUARDIAN SURVEY IN SPANISH

Nos gustaría tener su opinión sobre la experiencia de su niño en el programa de Title I. Esta información nos
ayudará a mejorar nuestros servicios para los estudiantes. Apreciamos su tiempo, comentarios y sugerencias.

¿A qué escuela asiste su niño?
Christ’s Household of Faith
Community of Saints Regional Catholic School
Highland Catholic School
Holy Spirit Catholic School
Lubavitch Cheder Day School
Maternity of Mary St. Andrew Catholic School
St. Agnes School
St. Pascal Regional Catholic School
St. Peter Claver Catholic School
St. Thomas More Catholic School

¿En qué nivel de grado está su niño?
Kindergarten
1er grado
2o grado
3o grado
4o grado
5o grado
6o grado
7o grado
8o grado
9o grado
10o grado
11o grado
12o grado

¿En qué materias recibió su niño apoyo de Title I? Marque todas las que correspondan.
Lectura
Matemáticas

¿Ha recibido su niño servicios de Title I en años previos?
Sí
No
No estoy seguro

¿Está siendo informado del progreso de su niño en el programa de Title I?
Sí, yo recibo reportes del progreso de los maestros de Title I.
He recibido algunos reportes del progreso, pero me gustaría tener más información.
No, no estoy seguro si es que mi niño está progresando.
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¿Los materiales, actividades y recursos proporcionados por el maestro de Title I lo ayudaron a apoyar la
educación de su niño?

Sí, fueron de ayuda.
No, los recibimos pero no nos ayudaron
No he recibido ningún material, actividad o recurso.

¿Cree usted que el apoyo que su niño ha recibido del maestro de Title I ha aumentado la confianza de su niño
en el salón de clases?

Sí, la confianza de mi niño ha aumentado significativamente.
Sí, la confianza de mi niño ha mostrado algunas mejoras.
No han habido cambios en la confianza de mi niño.

¿Cree usted que el apoyo que su niño está recibiendo de los maestros de Title I ha mejorado las habilidades
de su niño en lectura?

Sí, las habilidades de mi niño han crecido significativamente.
Sí, las habilidades de mi niño han mostrado algunas mejoras.
No han habido cambios en las habilidades de mi niño.
Mi niño no ha recibido servicios en lectura.

¿Cree usted que el apoyo que su niño está recibiendo de los maestros de Title I ha mejorado las habilidades
de su niño en matemáticas?

Sí, las habilidades de mi niño han crecido significativamente.
Sí, las habilidades de mi niño han mostrado algunas mejoras.
No han habido cambios en las habilidades de mi niño.
Mi niño no ha recibido servicios en matemáticas.

Por favor escriba un comentario sobre lo que usted ha apreciado más sobre la participación de su niño en el
programa de Title I. (Siéntase libre de preguntarle a su niño qué es lo que piensa también).

¿Tiene sugerencias sobre cómo mejorar el programa de  Title I?

Comentarios adicionales:
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SURVEY OF NONPUBLIC STAFF ON TITLE I SERVICES

We would like your opinion regarding the effectiveness of the Title I services provided to your students. Your
time, comments and suggestions are greatly appreciated and will help with future planning. Please complete
and return this survey by May 27th, 2022.

What school do you teach at?

What grade level did you teach during the 2021-2022 school year?

What areas did your students’ receive Title I supplemental instruction in?

◯ Reading ◯ Mathematics

Have your students received Title I service in previous years?

◯ Yes ◯ No

How often do you communicate with the Title I teacher?

◯ Daily ◯ Weekly ◯ Bi-weekly ◯ Monthly ◯ Other:

How do you communicate with the Title I teacher?

◯ In Person ◯ Through Forms ◯ Notes, Letters, etc ◯ Other

Do you feel there is adequate communication between you and the Title I teacher?

◯ Yes ◯ No

Do you think that the support your students have received from the Title I teacher has helped to
increase your students' academic achievement in reading?

◯ Yes ◯ No

Do you think that the support your students have received from the Title I teacher has helped to
increase your students' academic achievement in math?

◯ Yes ◯ No

How are you informed about your student's progress?

◯
In-person conference(s)
with the Title I teacher

◯
Shared progress reports
with the Title I teacher

◯
Other:

How often are students in the most need of assistance selected for Title I services?

Rarely ◯ ◯ ◯ ◯ ◯ Often
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Please write a comment about what you have appreciated most about your

students' participation in the Title I program.

What suggestions do you have to improve the Title I program?

Please share any comments or suggestions for the Title I nonpublic program.
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OPTIONAL SPPS LETTERHEAD FOR COMMUNICATIONS
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OPTIONAL SPPS LETTERHEAD FOR COMMUNICATIONS ALTERNATIVE
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Section III: Family Engagement
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FAMILY ENGAGEMENT INFORMATION

An LEA must provide equitable service and activities to parents/guardians of nonpublic Title I participants
(comparable to the services and benefits provided to their public-school counterparts).  The amount of funds
set aside for this purpose are proportionate to the number of private school children from low-income
families residing in participating public school attendance areas. SPPS Nonpublic Title I program family
engagement strategies are discussed at consultation and include but are not limited to family engagement
events and communicating with families about each participating student’s academic progress.   The family
engagement event provides families the opportunity to learn about the Title I program and receive strategies,
activities, materials or training to help support their students.

Each school served under Title I, Part A must convene an annual meeting at a time convenient for families, to
inform them of their school’s participation in Title I, Part A programs, and to explain the Title I , Part A
requirements and the right of families to be involved in the program.  In order to keep parents informed,
schools must invite all families of children participating in Title I, Part A programs to this meeting and
encourage parents to attend.  For SPPS Title I nonpublic programs, a minimum of one family engagement
event is required in the fall or as agreed upon at consultation.  Optional events may be held with permission
from the Office of Title I Federal Programs in consultation with the nonpublic school.  The suggested length of
time for the event is 1.5- 2 hours.  The event must have an educational focus and provide families with an
educational strategy or technique that families may use at home to support their child’s learning.
Flyer/invitation and materials must be approved by the Office of Title I Federal Programs before being sent
home to families.  Light refreshments may be served to reduce barriers for attending meetings.  A Title I form
must be completed a minimum of two weeks before an event to request light refreshments to remove
barriers.  If light refreshments any food remaining must go home with parents.  Make sure you have baggies
or other food containers (may add to order).

Progress reports are sent home three times a year to parents/guardians of participating students in year-long
Title I programs to communicate student’s academic progress.  Fewer progress reports may be sent for
programs who have a shortened schedule.

Frequently Asked Questions

What is family engagement under ESSA?
The Every Student Succeeds Act (ESSA) serves as the latest reauthorization of the Elementary and Secondary
Education Act of 1965 (ESEA), which was last reauthorized as the No Child Left Behind Act (NCLB). The intent
of the law continues to be to raise achievement for low-income and otherwise disadvantaged children.
Parent/guardian and family engagement have always been a key piece of the law.  We know that gaps in
educational opportunity and achievement will only be remedied when those closest to the affected students
– parents/guardians, families, and communities - are working collaboratively with educators toward the
common goal-eradication of the achievement gap.

What is the difference between parent involvement and family engagement?
Family engagement is different from parent involvement. Family engagement’s goal is not to serve clients but
to gain partners. The law recognizes that family members who aren’t parents can have an important role in a
child’s education. With ever-changing family dynamics, the rewrite is more inclusive and acknowledges the
proverb, “it takes a village to raise a child.”
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SAMPLE FAMILY ENGAGEMENT NIGHT AGENDA

Title I Family Engagement Event
Date: September 23, 2022
Time: 6:00- 7:00 PM
Place:  St Pascal Regional Catholic School

Agenda

Welcome

Introductions
● Introduce staff
● Contact information

Purpose of Meeting
● What is Title I
● How is funding determined
● Which students are eligible
● Focus of SPPS Title I Program
● How program operates/what to expect
● How can we partner?
● Questions

Reading or Math Activity
● Purpose of activity
● Directions for activity
● Practice activity
● Other suggestions for supporting students
● Questions

Wrap-up
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SAMPLE FAMILY EVENT FLYER

Name of School Title I Annual Meeting and
Math/Reading Fun Night

Date: Wednesday, October 17, 2024
Time: 5:00 PM – 6:30 PM
Place: Title I Room

This evening will include:
o Learning about the Title I Program at Name of School.
o Meeting your child’s Title I teacher.
o Getting reading/math ideas to support learning at

home.
o Enjoying some light refreshments.

Looking forward to seeing you at this fun event!
Please contact name here at email here with any
questions.
-------------------------------------------------------

Please return to Title I teacher by October 1, 2024.

€ Yes, we will be attending.

Number attending ________

€ No, we not not be attending.

Child’s Name: ____________________________________

Parent Signature _________________________________
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Title I Annual Meeting and
Math Fun Night

SAMPLE FLYER FOR FAMILY ENGAGEMENT ALTERNATIVE

Date: Tuesday, November 16th

Time: 5:30-7:00 PM
Place: My School, Cafeteria

Math Activities for grades 1-8
Light refreshments will be served.

This meeting will include:
● Ideas and activities to support your child/children at home.
● Learning about the Title I Program at blank school..
● Meeting the Title I teachers working with your child/children.

Return this portion to your Title I teacher by Friday, October 22, 2024.

Yes, I (we) will be attending. _______     Number attending ______

No, I (we) will NOT be attending. ______

Child’s Name: ____________________________

Parent’s Signature: ________________________________

For questions contact your name here at your email and phone number.
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Title I Family Engagement Event
Date:
Place:
Time:

SIGN IN SHEET FOR MEETINGS
Name Signature Contact Information

53



Section IV: Identification and FastBridge Assessments
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SELECTION AND ASSESSMENT DIRECTIONS

During the consultation, SPPS Supervisor of Nonpublic Programs and the nonpublic school administrator will
agree on the data to be used to identify students for service.  Nonpublics will be sent the Title I Eligibility List
template and will add the agreed upon data for students who meet the academic criteria.  They will send the
completed Student Eligibility List to the Supervisor of Nonpublic Programs and the Accountability Assistant.
The Accountability Assistant will then vett the students for attendance area eligibility and indicate eligibility
on the Title I Eligibility List.  The completed Title I Eligibility List will then be sent out to Title I teachers,
vendors, and the nonpublic administrator.  Title I teachers will then select the eligible students most in need
of service.  If students are eligible, but will not receive service, document the reason why (ex. child’s needs
are being met by special education).
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Adding Additional Students During the School Year
It is suggested that eligibility lists be updated and sent to SPPS Title Services AT LEAST two times a year after
Fall and Spring testing.  After the data lists are received by SPPS we will again vet students for attendance area
eligibility.  Lists will be sent to school administrators to be shared with providers and/or staff at the school
who provide Title I services to select students who will receive services.

When adding or removing students during the school year please ONLY do so once a month by adding or
crossing out students on the last approved Title I Student Eligibility list; send revised list to SPPS Title Services.
Students may also be vetted on the SPPS Nonpublic Teacher website.  If using the website enter the
appropriate data and you will receive an email notifying you of the student’s attendance area eligibility.  If
using the website make sure the same criteria is used and that the data is documented.
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SELECTION CRITERIA

Eligible students with the greatest academic need and living in a Title I attendance area will be prioritized and
serviced by Title I staff. Additional students with need may be served, provided they meet the eligibility
standards outlined below. Data to be used will be agreed upon at consultation.

Kindergarten
Automatically Eligible:

Students who meet one of the following criteria are automatically eligible for Title I services:

● Homeless/Highly Mobile
● Participated in a Head Start, Even Start, Early Reading First or a Title I preschool program in the

preceding two years
● Returning from an institution serving neglected and/or delinquent students

Required Selection Criteria

● Resides in a Title I Attendance Area
o Submit student addresses to the Office of Title I Federal Programs to confirm attendance area

if not listed on the Title I Eligibility List.  

Additional Selection Criteria

Selection of students must be based on at least two of the following indicators as well:

● The Early Childhood Development Screening
o The most recent score will be used. It covers fine and gross motor, cognition, speech &

language, and social-emotional status. The results of the screening are found in the student’s
health folder. The screening is required by state mandate for kindergarten enrollment.

o The screening may have been done by a physician rather than the school nurse. In that case
the health records may indicate pass/fail for developmental screening with no further
information. On the Classroom Teacher Assessment form, pass would require a “no” (does
not need extraordinary help) answer and fail would require a “yes” (does need extraordinary
help) answer.

● Other Developmentally Appropriate Measure
o List the name of the measure agreed upon at consultation being used for eligibility; this

should be the most recent measure/test given. The measure must be given to the entire
grade level for comparative purposes.

● Teacher Recommendation
o Teacher recommendation supports the student’s need for services (observation form or other

documentation on Eligibility List).

Grades 1-2
Automatically Eligible:

Students who meet one of the following criteria are automatically eligible for Title I services:

● Homeless/Highly Mobile
● Participated in a Head Start, Even Start, Early Reading First or a Title I preschool program in the

preceding two years
● Returning from an institution serving neglected and/or delinquent students
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Required Selection Criteria

● Resides in a Title I Attendance Area
o Submit student addresses to the Office of Title I Federal Programs to confirm attendance area

if not listed on the Title I Eligibility List.  

Additional Selection Criteria

Selection of students must be based on at least two of the following indicators as well (prefer at least one
criterion to be a standardized, norm-referenced test):

● Standardized Test Results
o The most recent standardized test score results in Reading, Mathematics, and Language

Arts/English are below the 30th percentile.
● Other Developmentally Appropriate Assessments

o Other grade level developmentally appropriate assessments which indicate needs
improvement, or below grade level, and which are applied systematically across the grade
level and agreed upon by Saint Paul Public Schools. 

● Teacher Recommendation
o Teacher recommendation supports the student’s need for services (form or other

documentation).

Grades 3-12
Automatically Eligible:

Students who meet one of the following criteria are automatically eligible for Title I services:

● Homeless/Highly Mobile
● Returning from an institution serving neglected and/or delinquent students

Required Selection Criteria

Selection of students must be based on criteria:

● Resides in a Title I Attendance Area
o Submit student addresses to the Office of Title I Federal Programs to confirm attendance area

if not listed on the Title I Eligibility List.  

Selection Criteria

Selection of students must be based on at least two of the following indicators (prefer at least one
standardized test result):

● Standardized Test Results
o The most recent standardized test scores in Reading, Mathematics, and Language

Arts/English are below the 30th percentile.
● Other Developmentally Appropriate Assessments

o Other grade level developmentally appropriate assessments which indicate  ”needs
improvement”, or “below grade level”, and which are applied systematically across the grade
level and agreed upon by Saint Paul Public Schools. 

In addition, selection must include one of the following indicators:
● School Data

o The report card grade in Reading, Mathematics, and Language Arts/English areas are below
average (less than C average, unsatisfactory, needs improvement, below grade level, needs
development, etc.).

● Teacher recommendation (recommendation basis should be documented on Student Eligibility List)

58



VETTING STUDENTS

All students must be vetted before they are tested or served.

If a student was not on the Title I Eligibility List at the start of the school year, their eligibility must be
confirmed by the Office of Title I Federal Programs. Updated Title I Eligibility Lists should be submitted to the
Office of Title I for new students to be vetted. A teacher may choose instead to document the qualifying data
and submit a student for eligibility by filling out the vetting form on the Office of Federal Programs website
(https://www.spps.org/Page/23724). 

No student may be served by a Title I hourly teacher or contracted service provider without the explicit
permission of the Title I Office.

Explicit permission means either:

● The student meets both of the following criteria:
o The student’s name was given to the Title I teacher or contracted provider on a list of

approved students at the beginning of the school year and
o The student is assessed and qualified for service academically based on the set criteria

outlined by Title I in the academic criteria for that grade level or grade span.

                                           OR

●  The student meets all of these criteria:
o The student was recommended by nonpublic staff for service at some point during the school

year,
o The student was determined to be eligible for Title I services based on the student’s home

attendance area, where the Title I office has notified the Title I teacher or contractor via
email that the student is eligible, and

o The student data meets the criteria and is determined to meet the academic eligibility for
Title I services, based on the set criteria outlined by Title I in the academic criteria for that
grade level or grade span.

59

https://www.spps.org/Page/23724


TIPS FOR TITLE I ELIGIBILITY LIST

Eligibility lists are used to identify students who meet the criteria for receiving Title I services. Complete
instructions are included in the Eligibility List Template. Please use the Title I Eligibility List template without
making any changes to the format.

Nonpublic Title I Services Student Eligibility List Tips
Please use the following information to successfully complete your school’s eligibility list for Title I. Eligibility
lists that do not follow these guidelines will be returned for corrections. This may delay the start of services to
your students.

● Include only eligible students in the grade levels you will be serving students
● Include the most recent tests scores used for qualifying students
● Include the name of your school in the header of each tab
● Include the date in the header of each tab
● Use the most recent eligibility list to make changes - please do not change the template sent to you by

SPPS
● Fill in all required fields including the complete address then send completed document to

william.ranieri@spps.org and nancy.dubois@spps.org.  This is needed as SPPS will vett the students
to determine if students are attendance area eligible.

● Students who live outside SPPS and meet the Title criteria may be eligible if their home school
provides services.

When to Update Eligibility Lists
It is suggested that eligibility lists be updated and sent to SPPS Title Services AT LEAST two times a year after
Fall and Spring testing.  After the data lists are received by SPPS we will again vet students for attendance area
eligibility.  Lists will be sent to school administrators to be shared with providers and/or staff at the school
who provide Title I services to select students who will receive services.

When adding or removing students during the school year please ONLY do so once a month by adding or
crossing out students on the last approved list; send revised list to SPPS Title Services.

WHEN
(optional)

BASED ON
WHAT DATA PROCESS

June 28
Spring test

results

Approved lists (with students vetted) will be sent to schools in August to be
used to provide services when school starts in the fall to select eligible
students

November 15 Fall test results Approved lists will be sent to schools in December 1

February 15
Winter test

results
Approved lists will be sent to schools by March
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TITLE I ELIGIBILITY LIST TEMPLATE

Put spreadsheet here.
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FASTBRIDGE ASSESSMENT INFORMATION

The more you teach without finding out who understands the concepts and who doesn't, the greater the
likelihood that only already-proficient students will succeed.
-Grant Wiggins, 2006

The assessment tool used by SPPS is FastBridge.  See the document Non-Public FAST Core Reading/Math
Assessment Battery document for specific tests to be given.

The FastBridge assessment will be given three times per school year to students who will be served by SPPS
Title I teachers in year-long programs (at the beginning of the school year, after winter break, and at the end
of the school year).

The login to FastBridge Learning is located at:  https://auth.fastbridge.org/login.do.

Login names and passwords will be given to you by the Office of Title I Federal Programs.

If your login information is not working, please call (651) 744-4172.

Students will be rostered based upon the students listed (and vetted) on the Title I Student List Form. Please
update the form and send it to the Office of Title I Federal Programs when you have additional students to
add to the roster for testing.
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NONPUBLIC FAST CORE READING AND MATH ASSESSMENTS

The Core Reading Assessment Battery provides multiple data points to establish profiles for each student that
are used to determine starting points and pathways for individualized instruction.  During the pre-year and
mid-year assessment periods, the analysis of multiple data points informs decisions regarding instructional
strategies, small group rotations, and teaching focuses during the literacy block.  The end-of-year assessment
period provides multiple data points to determine individual student growth.  Not all parts of the assessment
battery are administered to all students during each assessment window.  A student’s grade and level of
literacy development will determine which assessments to administer.  See the tables on pages two and three
of this document for assessment administration guidance. Throughout each assessment window, whole-class
instruction will continue. The assessment window allows for individual screening of students during literacy
work time/small group instructional time.

Core Reading Assessment Battery Calendar 2021-22

Fall
Grades K-9
Sept.13 - Oct. 8 Winter

Grades K-9
Jan. 3 - Jan. 28 Spring

Grades K-9
May 2 - May 23

Distance Learning: K/1 Optional

Kindergarten FAST earlyReading Screening Assessment Battery

Text Level

Expectations

Concepts

of Print

Onset

Sounds

Letter

Names

Letter

Sounds

Word

Rhyming

Word

Segmenting

Decodable

Words

Sight

Words-50

earlyReading

Composite

Score

Fall ✔7★ ✔11 ✔14 ✔3 32

Winter C ✔16 ✔26 ✔25 ✔7 50

Spring D ✔41 ✔30 ✔12 ✔13 64

★Benchmark scores noted Note: Kdgn students will receive a reading text level from earlyReading

Kindergarten FAST earlyMath Screening Assessment Battery

Numeral

Identification

Match

Quantity

Number

Sequence
Decomposing

Fall ✔ ✔ ✔

Winter ✔ ✔ ✔

Spring ✔ ✔ ✔
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Grade 1 FAST Screening Assessment Battery

Text Level

Expectations

earlyReading:

Word

Segmenting

earlyReading:

Decodable

Words

earlyReading:

Sight

Words-150

earlyReading:

Sentence

Reading

CBM

Reading

CBM

Comprehension

Comp Recall

and Comp

Questions*

earlyReading

Composite

Score

Fall D ✔28 ✔9 ✔16 ✔12 33

Winter
G ✔31 ✔15 ✔49 ✔37

4 Retell/6

Questions
52

Spring J ✔32 ✔15 ✔65 ✔66
5 Retell/7

Questions
66

★Benchmark scores noted Note: Grade 1 students will now receive a reading text level from

earlyReading *Optional

Grade 1  FAST earlyMath Screening Assessment Battery

Numeral

Identification

Match

Quantity

Number

Sequence
Decomposing

Place

Value

Visual Story

Problems

Fall ✔ ✔ ✔

Winter ✔ ✔ ✔

Spring ✔ ✔ ✔

Grade 2 FAST Screening Assessment Battery

Text Level

Expectations

Fountas and

Pinnell

aReading

(20-30 min)

CBM

Reading with

Level 2 Text

(5 min)

CBM Comprehension

Comp Recall and Comp

Questions

aMath

Fall J ✔ 469★ ✔ 58 ✔ 4 Retell/4 Questions ✔

Winter L ✔ 481 ✔ 87 ✔ 6 Retell/8 Questions ✔

Spring M ✔ 490 ✔ 106 ✔ 6 Retell/8 Questions ✔

★Benchmark scores noted Note: If student scores at “college pathway” on the winter CBM, CBM is

optional in spring
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Grade 3 FAST Screening Assessment Battery

Text Level

Expectations

Fountas and

Pinnell

aReading

(20-30 min)

CBM

Reading with

Level 2 Text

(5 min)

CBM Comprehension

Comp Recall and Comp

Questions

aMath

Fall M ✔ 490★ ✔ 90 ✔ 5 Retell/8 Questions ✔

Winter O ✔ 498 ✔ 116 ✔ 6 Retell/8 Questions ✔

Spring P ✔ 503 ✔ 131 ✔ 6 Retell/8 Questions ✔

★Benchmark scores noted Note: If student scores at “college pathway” on the winter CBM, CBM is

optional in spring

Grade 4 FAST Screening Assessment Battery

Text Level

Expectations

Fountas and

Pinnell

aReading

(20-30 min)

autoReading Composite Score

(Immediately follows aReading on

iPad assessment)

aMath

Fall P ✔ 502★ ✔ 502★ ✔

Winter R ✔ 509 ✔ 509 ✔

Spring S ✔ 513 ✔ 513 ✔

★Benchmark scores noted Note: CBM Reading no longer required for grade 4; autoReading immediately

follows aReading

Grade 5 FAST Screening Assessment Battery

Text Level Expectations

Fountas and Pinnell

aReading

(20-30 min)

autoReading

Composite Score
aMath

Fall S ✔ 513★ ✔ 513★ ✔

Winter U ✔ 517 ✔ 517 ✔

Spring V ✔ 520 ✔ 520 ✔

★Benchmark scores noted Note: CBM Reading no longer required for grade 5; autoReading immediately

follows aReading
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Secondary FAST Assessment Battery

Grade 6

aReading

(20-30 min)

Grade 7

aReading

(20-30 min)

Grade 8

aReading

(20-30 min)

Grade 9

aReading

(20-30 min)

Fall ✔ 517★ ✔ 524 ✔ 536 ✔529

Winter ✔ 521 ✔ 528 ✔ 538 ✔532

Spring ✔ 524 ✔ 531 ✔ 541 ✔537

★Benchmark scores noted

6-8  FAST aMath Screening Assessment Battery

aMath

Fall ✔

Winter ✔

Spring ✔
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FASTBRIDGE CERTIFICATION DIRECTIONS

1. Log on to fastbridge.org

2. Click Training & Resources from the top blue task bar.

3. Directly below Training & Resources, or scroll down to FAST Assessments

4. Under Reading (or Math), choose the assessment (for example, aReading or AUTOreading) that you

would like to learn more about.

5. Once you have chosen an assessment, a training module will appear. Read the introduction and

follow the brief course. Complete lessons 1-6, which will guide you through an overview of the

assessment, demonstration, scoring and give you an opportunity to practice.

6. When you are ready, click on Lesson 7: Certification, click Begin to take the certification quiz and click

submit. Your score will appear. If you need to retry the quiz, you may do so! You may also review

Lessons 1-6 in the training module.

*We recommend that you complete or review the training and certification process for all FAST screening

assessments that you will be giving to your students.

See the FAST Core Assessment Battery below for assessments by grade level.
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REMOTE SCREENING WITH FASTBRIDGE

Here are the steps to conduct remote screening with the FastBridge computer-administered assessments.
These directions apply to the following assessments:

Reading Math Behavior

aReading aMath

AUTOreading CBMmath Automaticity mySAEBRS

COMPefficiency CBMmath CAP

1. Equipment. Make sure that all students who will be assigned to complete the assessment have an

internet-connected computer or tablet.

a. Confirm student access to internet.

b. Use the FastBridge device compatibility check to confirm that the FastBridge measures

display.

c. Confirm student has headphones that can be used during the assessment.

2. Student access and login. Confirm that all participating students have access to the selected

screeners and up-to-date FastBridge usernames and passwords.

a. Check with district manager to be sure that your students have access to the assigned

screening assessment(s).

b. Locate your students’ login names and passwords.

c. Distribute these to the student and/or family.

3. Family directions. Distribute the attached family directions form or create a local form with the

directions to distribute to families.

4. Screening window. The FastBridge district manager should review and confirm the available

screening dates and times using the Default Screening Periods settings in the Manager menu.

a. Distribute these dates and times to the student and/or family.

b. Remind families and students to complete the screening assessment on the assigned dates.

c. Notify the families and students when the screening availability window closes.
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FAMILY INSTRUCTIONS FOR FASTBRIDGE ASSESSMENTS

Thank you for assisting your child to complete the following FastBridge Screening Assessment(s). This
assessment is completed online with an internet-connected computer or tablet. In addition, your child will
need headphones for the computer-based directions.

The specific FastBridge Screening Assessment(s) that your child will complete is/are:

The screening assessment(s) need to be completed on one of the following dates and times:

VERY IMPORTANT: It is extremely important that the assessment be completed by your child without

your assistance for item answers. You will be allowed to answer questions about the computer

equipment or when to stop and start only. Any assistance by you on test items will affect the score and

make the results invalid. We appreciate your cooperation.

Use the Following Directions on the Day of Testing

1. On the date assigned for your child, have your child log in to a computer or tablet device and open an
internet browser. You or your child should open the following website and enter the username and
password:

Website: http://app.fastbridge.org/

Student’s username:

Student’s password:
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Here is the login screen:

2. After logging in your child should see a screen that looks something like this. Note that not all
students will be enrolled in progress monitoring and might not see that tile.

Your child should select the Screening tile.
3. Say to your child, “put on your headphones and make sure you can hear the sound.”
4. Next, your child should see a screen that shows one or more of the following assessments. Your child

will see only those available for your child.
Note: not all students will see all of the following tests
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5. Read the following directions to your child:

Your school has decided to have you take a test using the computer while you are learning from
home.

The test you will take is like ones you have done at school.

Once you start the test, I will not be able to answer any questions about the test until you are done.

Just do your best. Your teacher will be able to see your score and will use this to help plan lessons
for when you return to school.

Do you have any questions? [answer any questions the best you can]

Begin.

6. Have your child click on the button for the test(s) listed on the first page above.
7. Once your child has completed the test, no additional steps are needed.
8. If you have questions, contact your child’s teacher or the staff person who sent these directions.
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K-5 DISTANCE LITERACY RESOURCES

If Distance Learning Only

FAST Assessment
It is obviously not ideal to use FAST in a distance learning environment, but as it can help guide instructional
decisions, we are making the recommendation that teachers use it as best they can.

FAST Assessment for  Grades 2-9
Students in grades 2-9 should be assigned aReading (broad reading), and students in grades 4-9 should be
assigned both aReading and AUTOreading (phonics/fluency) to be completed at their own time and pace at
home on their iPads while distance learning. Using aReading will provide you with an instructional text level
for your students which will help guide instructional decisions such as grouping and text selection. It will be
helpful to send a letter to families explaining the assessments, the directions, and the importance that
students complete the assessment without help. See the sample parent letter below

Students in grades 2-5 can often benefit from some of the earlyReading assessments. Please read the FAST
Assessment for Grades K/1 section, below, to guide your decision-making around utilizing these assessments
during distance learning.

FAST Assessment for  Grades K/1
earlyReading assessments in FAST are optional for grades K/1. The Office of Title I Federal Programs will make
a determination of whether these assessments need to be completed. It is understood that you will need to
modify these assessments without students sitting next to you. The important thing to keep in mind is to be
sure that your testing is standardized for all students.  Timing will not be required, as the complication of
technology in a synchronous testing situation could skew the results. See sample parent letter.

autoReading is a new assessment for K/1 that can be administered online. Obviously recognizing an online
screener wouldn’t be our first choice of assessment. It would, however, provide some data to support making
instructional decisions.

Grade K Fall earlyReading Assessments
Concepts about Print
Onset Sounds
Letter Names
Letter Sounds

Student Assessment Materials
Concepts about Print-Student
Onset Sounds-Student
Letter Names-Student
Letter Sounds-Student

Grade 1 Fall earlyReading Assessments:
Word Segmenting
Sight Word 150
Sentence Reading
Decodable Words
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Student Assessment Materials
Word Segmenting - No Student Materials Required
Sight Word 150-Student
Sentence Reading-Student

Decodable Words-Student

Additional FAST resources for K/1:
Early reading Cut Scores Kindergarten

earlyReading Cut Scores Grade 1
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GROUP GROWTH REPORT

74



75



Complete the following using the Group Growth Report to determine the students in each category.
You can complete this activity with any/all assessments (aReading, CBM, earlyReading, or
AUTOreading). Make sure you have switched to benchmark view in the report.
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Section V: Ordering
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ORDERING DIRECTIONS

Teachers who work in the Title I program located in nonpublic schools may place orders for the following
reasons:

● Light refreshments for Title I parent events (6490)
● Instructional materials for students (6430)
● General supplies for Title I program (6401)
● iPads for student use (6432)
● Postage to mail Title I information to families (6329)

All orders must meet the following criteria:
● Is it reasonable? Is the amount requested the amount a prudent person would request under the

same circumstances?
● Is it necessary?  Is the item(s) requested necessary to the overall operation of the program?
● Is it allocable? Is the cost objective in accordance with relative benefits received?

If the answer to all three questions is ‘yes’, then the order is likely an appropriate Title I expense.

Light refreshments are used to remove barriers to parents attending your Title I parent meeting or event.
Please keep in mind that everyone who says they are coming may not come due to circumstances beyond
their control. When ordering food, order 25% less than what you think. Any food not consumed at a meeting
must go home with parents. Make sure you have baggies or other food containers to assist families with this.

Instructional materials are used to support academic activities in the Title I classroom. These materials are
intended to enhance the student’s academic program, and provide families with techniques or strategies that
they can use at home to help their students achieve. Keep this in mind when considering materials for
ordering. Instructional materials purchased with Title I funds cannot be used by non-Title I students or
families.

Procedure for Ordering Materials
● Decide what you want to order based upon the needs of your students.
● Complete a Title I Order Form. Be sure to include the ISBN (for books) as well as the complete name

of the item. Make sure you have the correct contact information (address with ZIP code, website, and
phone number) for the company. If you have a contact person that you’ve been working with be sure
to include their information on the order form.

● Put the price of the item on the order form. Make sure you add tax and shipping charges. If you do
not know what they are, contact the vendor to get them.

● Fill in the justification box on page one.
● Have your principal sign and date the order form.
● Send the completed order form to the Office of Title I Federal Programs.
● When approved, the Office of Title I Federal Programs will place and receive the order for the school.
● Materials will be delivered to the school.  Notify Consuelo Urbina at consuelo.urbina@spps.org when

items arrive at your school. Be sure to include a picture or scan of the packing slip with your email.
● Label each item that is not consumable and add to the inventory list.

Procedure for Ordering Food
● Talk to the principal and families about when to hold the Title I annual meeting (done before winter

break).
● Make a flyer for your event (template available).

78

mailto:consuelo.urbina@spps.org


● Send flyers to families at least two weeks before the event.
● Decide if light refreshments will be ordered.
● Complete Title I Order Form (page 1 and 2) to request light refreshments/beverages/paper

products/plastic ware, baggies, etc.
● Send completed order form to the Office of Title I Federal Programs.
● Gather returned RSVPs from families. Count the total number of positive RSVPs and let the Office of

Title I Federal Programs know the final count.
● The Office of Title I Federal Programs will purchase light refreshments and arrange delivery.
● Print off dated sign-in sheets. Ensure families sign in. 
● Send any remaining food home with families.
● Put completed sign-in sheet(s) and samples of materials passed out to families in the  documentation

folder. 

Procedure for Ordering Postage
● Check with the Office of Title I Federal Programs to make sure you have funds for postage.
● Complete a Title I Order Form. The vendor is the US Postal Service.
● Have your principal sign the order form.
● Complete the box on page one of the order form.
● Email the order form to the Office of Title I Federal Programs.
● The Office of Title I Federal Programs will purchase and arrange delivery of the postage.
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NONPUBLIC INVENTORY PROCESS

To more efficiently serve students, there are significant changes to the ordering procedures for nonpublic
equipment starting in the 20-21 school year. These procedures are still under development and may change
based on feedback. Please contact the Office of Federal Programs with any questions or suggestions.

● Order forms have been updated to include a shipping address. This field must be completed for any
order to be processed.

● Items will now be delivered directly to the shipping address listed on the updated order forms. 
● Notify Consuelo Urbina at consuelo.urbina@spps.org when items arrive at your school. Be sure to

include a picture or scan of the packing slip with your email.
● The Office of Federal Programs will inform you of any items that need to have inventory stickers

applied. 
● Items that are portable/attractive (laptops, drones, cameras, etc.), valuable (over $5000), have a

lifespan over one year, as well as any equipment identified by the Office of Federal Programs must
always be labeled and inventoried. 

o The Office of Federal Programs will provide an initial batch of inventory stickers. Additional
inventory numbers may be requested from Kim Hurlburt at kim.hurlburt@spps.org.

● All items  must be marked as “Property of SPPS” or “Purchased with Federal Funds.” Labels and
inventory stickers will be provided.

o Initially, SPPS will send out a member of staff to assist with labeling and training your school
staff on labeling procedures.

o If items do not have space for labels, mark a clear spot with a permanent marker with
“Property of SPPS”

● Never distribute items before the labeling and inventory process is complete.
● Immediately contact the Office of Federal Programs regarding shipping errors including damaged or

missing items.
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Procedure for Auditing Inventory
All materials are marked or labeled before being brought to your building and will be added to your Title I
inventory list. An audit of federally-purchased materials must be completed each May. The Office of Federal
Programs will provide a spreadsheet like the one pictured below:
To complete the inventory sheet,

● Look for the “Tag Number” on every item purchased with federal funds. Look at each item’s
description to identify it.

● Some items may also be identified by a manufacturer’s serial number, which is listed on the sheet. 
● Once an item is identified, select the dropdown on the right hand side of the “Status” column and

select the appropriate description. In most cases this will be “Found - in Use”.
● If an item is no longer needed, select “Found - Needs to be Retired”.
● If an item cannot be located anywhere in the school, please mark it as “Not Found”. In the case of old

items, they may simply have not been tracked accurately in the past. If the item is new or considered
portable and attractive the Office of Federal Programs may reach out for further information as
needed.

● Once every item on the inventory sheet has been accounted for, please notify the Office of Federal
Programs via email.
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Section VI: Pay/Submitting Timesheets
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SPPS HOURLY STAFF IN NONPUBLIC SCHOOLS

Rate of Pay
Tutoring rate of pay is $ 27.85 per hour.
Prep hours or PD rate of pay is $23.65 per hour
Family Engagement rate of pay is $23.65

Pay Codes
Title I Tutoring- select Tutoring
Title I Meetings/PD- select Workshop Attendance (TI Team PD you can put into the tag)
Title I Prep (beginning of the year, end of year type of prep)- select General Assignment
Title I Family Engagement Hours- select General Assignment (type school name and family night in box)
TIV or ESSER enrichment hours- select Hourly Instruction

Progress Report Hours
Title I progress reports are sent home three times a year (November, March, May).  Rate of pay for progress
reports (conference prep) would be $23.65 per hour.   Templates of progress reports may be found at
https://www.spps.org/Page/23724.

Number of Students Number of Hours
1-6 1

7-12 2
13-18 3
19-24 4
24-30 5
31+ 6

Family Engagement Night
One family engagement event is required in the fall.  Optional events may be held with permission from the
Office of Title I Federal Programs in consultation with the nonpublic school.  The suggested length of time for
the event is 1.5- 2 hours.  The event must have an educational focus and provide families with an educational
strategy or technique that families may use at home to increase academic achievement.  For each event 4
hours is budgeted for teachers to cover preparation, set-up, clean-up, and the 1.5- 2-hour event.
Flyer/invitation and materials must be approved by the Office of Title I Federal Programs before being sent
home to families.

Hours Allocated
Total number of tutoring hours are allocated to staff at the beginning of the school year.  The tutoring hours
allocated include the first two weeks in which staff are preparing for the school year and the last week to
prepare for closing down the program.  The allocation hours also include report card hours.  These hours do
not include scheduled professional development, or family engagement (1 event).  Please keep track of your
hours and alert the Office of Title I Federal Programs if there is an issue with the number of allocated hours.

Preparation Time For Tutoring
For every 25 minutes of instructional time, five additional minutes of preparation time shall be provided to
each licensed teacher.
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SUPPLEMENTAL PAY EFORM DIRECTIONS
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Section VII: Student Folder

87



STUDENT FOLDER DIRECTIONS

Title I teachers at nonpublic sites will create a student folder for each student they serve.
These folders must be kept in a locked location so the documents remain confidential and include:

● On the inside front cover must be a stapled Record of Access Form.  Staff who have permission to
access data (parents/guardians, principal, classroom teacher) who wish to have access to the folder
must sign the Record of Access.

● A copy of the Student Folder Information should be kept in the folder to be completed by the Title I
teacher.

o On the form Title I staff needs to indicate:
▪ Date Student Eligibility Notification was sent to parents/guardians
▪ FastBridge scores
▪ Communication with parent/guardian
▪ Progress reports date sent
▪ Communication with classroom teachers

● Samples of student work should be placed in the folder.
● Any communication between parent/guardian and Title I teacher, classroom teacher and Title I

teacher should be kept in the folder.

Checklist of Items In Student Folder
Record of Access Form Stapled Inside Folder on Front Cover

Completed Student Folder Information

Date of Title I Student Eligibility Notification

Copy of Title I Student Eligibility Notification in Folder

Dates Progress Reports Sent to Parent/Guardian

Copies of Progress Reports in Folder

Testing Results

Formal Communication with Classroom Teacher

Communication with Parents/Guardians

Samples of Student Work
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STUDENT FOLDER INFORMATION

Student Name:

Date of Birth:

Grade:

Date of Eligibility Notification to parent/guardian:

Dates Progress Reports Sent to Parent/Guardian (copy in folder)

Date Sent

Fall

Winter

Spring

Other Communication with Parent/Guardian
Date Phone Call Note Home Other (explain)

 

 

 

Communication with Classroom Teacher(s)

Date Teacher Name Teacher Comments (note if in folder)

FAST Test Results
Reading Score Math Score Strengths/Growth Weaknesses

Fall
Date: _______

Winter
Date: _______

Spring
Date: _______
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Additional Information
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RECORD OF ACCESS TITLE I STUDENT FOLDER

Student Name:

Date Name Relationship to Student Use of Information
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