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• Please note the handbook follows the sections of the cross-functional monitoring document. 
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Purpose of This Handbook 
The purpose of this standard operations procedure handbook is to provide a step-by-step, systematic 

approach to managing the rules and guidelines of federal programs to ensure consistent compliance in 

Fulton Leadership Academy District.   The information provided may be used by staff to ensure that 

federal programs are being implemented accurately and effectively.    

The step-by-step approach contained in this handbook will promote uniformity in operations as Federal 

Program staff seeks to carry out official duties and responsibilities.  The Georgia Department of 

Education (GaDOE) provides local educational agencies (LEAs) extensive guidance on the over-arching 

requirements for Federal Programs via the on-site monitoring document used to ensure that LEAs are 

meeting all statutory requirements of federal programs.  These specific requirements from the GaDOE 

document were used to create this handbook.  Step-by-step procedures, local and state Board policies, and 

checklists are all included in this guide.   

It is hoped that this guide will be useful to staff as they strive to comply with all federal program’s 

statutory requirements 

Federal Programs Staff and Support Personnel 

 

Richardean Golden –Anderson       Superintendent 

Jannard Rainey          Director of Federal Programs 

Nash Alexander, III         Principal 

Lawrence Stephens                        Director of Student Services 

Devon York          Instructional Supervisor 

Traquita Lee                                   Chief Financial Officer 

Jannard Rainey                    Human Resource Director    

Christi Giddens                              Executive Manager to the Office of Superintendent 

Helen Cummings                           Parent Liaison 
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LEA Monitoring of the Academy and Programs  
 

Fulton Leadership Academy Charter School District Federal Monitoring Process 

 

The Georgia Department of Education requires that Fulton Leadership Academy monitors the 

implementation of federal programs and the expenditure of all funds associated with the program.  The 

specific requirements are as follows: 

The Director of Federal Programs will conduct self-monitoring of the school’s programs sufficient to 

ensure compliance with federal program requirements, including Title I Part A, Title I Part C, Title I Part 

D, Title II Part A, Title III, Title IV Part A, Title VI Part B, and the McKinney Vento Act. 

The Federal Programs Director will undergo training from GaDOE and other sources to maintain 

proficiency in program efficacy, compliance, and requirements. 

The Federal Programs Director will provide technical assistance to the school and if they are unable to 

they will procure someone who is able. 

The Federal Program Directors self-monitoring will include monitoring all program expenditures to verify 

that all program expenditures comply with program requirements. 

The Federals Program Director will maintain all documentation LEA may need for future 

auditing/monitoring according to the LEA Monitoring Form, which is issued annually by GaDOE. 

LEA will undergo monitoring by GaDOE on a four-year cycle.  LEA/Program Director will participate in 

training and technical assistance updates as provided by GaDOE prior to monitoring visit.   

After the on-site monitoring visit, the LEA will receive a comprehensive monitoring report which will 

contain recommendations, findings, and required actions that together provide an analysis of the 

implementation of the LEA’s federal programs.  If Corrective Action Plan is required, the Federal 

Programs Director will respond in a timely manner with a Corrective Action Plan which must be 

approved by GaDOE.  Implementation of the Corrective Action Plan will be monitored by the appropriate 

Title Program Education Program Specialist. 

Monitoring is an essential component of ensuring that all facets of the federal programs are being 

implemented as prescribed by ESSA.   It is a process of systematically providing technical assistance and 

collecting data to provide information that can guide program implementation.   

The Director of Federal Programs makes use of monitoring as a means of regular observation and 

recording of activities taking place in Fulton Leadership Academy concerning all federal monies and 

programs.  Critical to this process is the feedback provided to the school that can assist in improving 

scholar academic achievement.  District monitoring addresses the following: 

• Ensuring that all federal programs activities are carried out in accordance to federal 

compliance guidelines 

• Equipment usage monitoring 

• Ensure all programs meet the academic standards set forth 

• All expenditures stay within the budget set forth at the beginning of the school year  
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Every Scholar Succeeds Act 

The ESSA requires the State Educational Agency (SEA) to monitor the implementation of program 

requirements and the expenditure of federal funds.  Georgia’s monitoring process consists of four major 

components: 

1. Monitoring of Expenditures – Local educational agencies (LEAs) must submit for approval an annual 

budget through the Consolidated Application process.  Federal Program Specialists review each 

application and budget to ensure that expenditures are appropriate for the program area before approving 

LEA budgets.  Once budgets are approved, Federal Program Specialists track how well LEAs are 

requesting funds for expenditures to ensure that LEAs are likely to meet the expenditure requirements for 

federal funds.  

2. Individual Audits – single audit findings are flagged for technical assistance (see procedures on audit 

resolution). 

3. On-site Monitoring – A SEA on-site Cross-Functional Monitoring Team visits a LEA to apply the 

criteria included in the LEA Monitoring Form.   

4. Self-Monitoring Checklist – LEAs not receiving an on-site visit complete the Self-Assessment 

Checklist. 

The following procedures are followed for the on-site monitoring visit: 

• Selection of LEAs to be monitored 

• LEAs are monitored on a four-year cycle.  Approximately one-third of the LEAs are monitored 

each year.   

• LEAs were initially randomly selected from each of Georgia’s ten service areas.   

• LEAs with audit or monitoring findings requiring a return of monies or receiving a high number of 

complaints from parents and other stakeholders are monitored within the year of the LEA auditor 

monitoring report and the written complaint.  For example, if an LEA is audited in FY15 for FY14 

and the Department of Education receives a report of findings in FY16, before the end of the 

monitoring cycle, the LEA would be included in the LEAs to receive an on-site monitoring 

visit.  In addition, on-site monitoring outside of the scheduled cycle may be arranged as needed if 

an LEA evidences serious or chronic compliance problems.  Federal Program Specialists must 

follow the Department of Education protocol when conducting an on-site monitoring of an 

LEA.  A copy of all documentation is maintained with the SEA. 

Communication and Monitoring 

Monitoring of the school, as a Title I school, is a critical component of ensuring that compliance is taking 

place.  During the summer and after the Annual Federal Program Conference in June, the Director of Federal 

Programs convenes a meeting of all administrators during a summer orientation.  Administration includes 

the Superintendent, Principal, Chief Financial Officer, Curriculum Instructional Specialist, Director of 

Special Education Services, and any other individual the Director of Federal Programs and Superintendent 

deem as a necessary attendant to the summer meeting.   A separate parental engagement training and 

meeting is scheduled prior to the beginning of the school year to discuss the parental involvement strategy 

of the Title I Program.  The Director of Federal Programs will review with the Parent Liaison the 

information and documentation that is to be disseminated to the parents of the Academy.  
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The Principal is given detailed information of expectations and copies of program guidance.  Specific 

training is provided in all facets of federal programs.  The Federal Programs Handbook is online and 

discussed in detail by the Federal Programs Director.  This handbook includes timelines, budget forms, 

inventory information, schoolwide/ targeted assistance implementation, parental involvement, fraud 

policy and other areas of Federal Programs as needed. The summer meeting also includes discussions on 

the chart of accounts, the budgeting process, and the correlation of the budget and the Title I Schoolwide 

Plan.  The school will submit a budget containing items that are desired along with required 

documentation to the Federal Programs Director for review and approval.  The budgets are maintained by 

the director electronically and ultimately entered into the GADOE Consolidated Application portal for 

approval.   The budgets are referenced when invoices, timesheets, requisitions, and professional learning 

forms are submitted to the Director of Federal Programs for approval.    

Formal and informal meetings as well as phone calls and e-mails provide technical assistance and 

monitoring feedback.  A Federal Funds Timeline is distributed at the annual Title I parent meeting that 

outlines the federal required documents with the necessary due dates. E-mail invitations often serve as 

calendar reminders for item due dates.  If/When the school need to correct or resubmit an item, either a 

meeting is held, a phone call is made, or an e-mail is sent describing the issue and how to correct 

it.  Monthly meetings are also held with the administrative staff. Specific budget information is given out 

at these meetings.  Administrators are given the opportunity to share best practices during these meetings. 

Phone calls and emails are a daily occurrence between the Director of Federal Programs and Academy 

staff.     

In addition to meeting with Principals, district staff also meets with, Chief Financial Officer and Parent 

Liaison at the beginning of each year.  These meetings are an opportunity to discuss Title I in detail and 

an opportunity to discuss content specific information with each of the above. Parental engagement staff 

meets monthly with the school’s Director of Federal Program. 

All Title I services are supplemental.  This process is monitored through on-going technical assistance, 

site visits, and through the budget process. 

Onsite Monitoring Procedures 

The school is subjected to on-going monitoring by the Director of Federal Programs throughout the 

school year.  The Director of Federal Programs and Curriculum Instructional Specialist conduct on-site 

monitoring of the school a minimum of three times per year for compliance.  The first visit takes place in 

the fall, the second in winter, and the third in spring.  Feedback is provided to the Principals via checklists 

and descriptive information.  In addition, emails, staff meetings, and phone conversations take place 

throughout the year as a means of providing on-going monitoring and communication with each Title I 

School.   

Timeline for Monitoring of the Academy because it is a Title I School 

• There will be workshops offered throughout the summer after the Title 1 state training in June to 

update administration and all applicable staff on any new guidelines and to provide guidance for 

Principal of the school; 

Workshops will include but not limited to the following topics: 

➢ Budgets 

➢ Ordering 
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➢ Compliance Issues 

➢ Parental Engagement 

➢ Academy wide/Targeted Assistance 

➢ Monitoring 

➢ Multiple Criteria Selection/ Models 

➢ Academic Achievement 

➢ Teacher/ Instructional Lead Teachers Scheduling 

➢ Ethics/ Fraud/ Compliance 

➢ McKinney-Vento 

➢ Inventory 

➢ Programmatic and Financial 

July 

• Using CCRPI, if available, information determines the Academy need to offer FLP services and 

work with Principals to create the required letters and get those mailed in a timely manner.  Two-

day annual planning/compliance orientation is held. 

• All departments submit final revisions of CLIP to Director of Federal Programs by July 15 

• District meeting to revise district parent involvement policy and plan.  

• CLIP due to GaDOE by July 31 

August 

• Submit names of Title I Paid Employees (Teachers/Paraprofessionals)  

• Submit Paraprofessional Daily Schedules for review/approval 

• Title I Certified Staff submit daily schedule for review/approval 

• Annual Title I Meeting Window Begins 

• Submit a copy of “Parent’s Right to Know” letter for review/approval  

• 1st Approved FLP Parental Notification Letter Distribution Deadline  

• Post/Send Screenshot of Approved 1st FLP Parental Notification Letter  

• Parent Liaison Schedule due 

• Parent’s Right to Know/Academy Status letter mailed to parents by the Academy   

• Post Parent’s Right to Know Letters on Academy website 

• Submit Parents Right to Know Assurance Form 

• Submit Principal Attestations and Assurances Form 

• Parent Resource Area Notification Form 

• FLP due in the Consolidated Application 

 

September 

• August Monthly Signed Class Schedules-Split-Funded Personnel Due  

• August Monthly Signed Time and Effort sheets due 

• Submit Academy’s ESSA Designation Status Brochure 

• Submit the Title I Academy wide plan for review/approval 
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• Onsite review of federal programs inventory and Title I Academy wide plan (18 components) 

• Migrant Budget due Sept. 15 

                     

October   

• Title I, Part A; Title II, Part A budgets due in Consolidated Application—Oct. 1 

• Title II Attestation Forms due—Oct. 1 

• September Monthly Signed Class Schedules-Split-Funded Personnel Due  

• September Monthly Signed Time and Effort sheets due 

• Copies of Parental Involvement Plans placed in Parent Resource Centers 

• Submit Annual Title I Meeting documents (after Academy meeting) 

• Deadline for Annual Title I Meeting (Oct. 31) 

• Academy Parental Involvement Plans due for review/approval 

• Academy Parent Compacts due for review/approval 

• Distribution of Academy Parent Compacts, Parent Involvement Plans, Deadline 

• Academy Parent Compact Due with checklist 

• Submit a copy of the Academy Parent Compact Assurance Form 

• Distribution of Parental Involvement Plans/Post on Academy’s Website 

• Submit Parental Involvement Plan Distribution Assurance Form  

• Submit 5 Samples of complete Academy-Parent Compacts per grade level 

• Deadline to notify parents of the location of the Title I Academy wide Plan  

• Deadline to notify parents of the location of the Parent Resource Center 

• Deadline for all parent documents to be posted on Parent Involvement section of Academy web 

page (compacts, Parent Involvement Plans, Parent Right to Know, Title I Academy wide Plan,  

• Completion Reports for all Federal Programs 

• Title VI, Part B Annual Report  

 

November 

• October Monthly Signed Class Schedules-Split-Funded Personnel Due 

• October Monthly Signed Time and Effort sheets due 

• Six Requirements to Build Capacity Forms 

                     

 

December 

• November Monthly Signed Class Schedules-Split-Funded Personnel Due 

• November Monthly Signed Time and Effort sheets due  

 

January  

• December Monthly Signed Class Schedules-Split-Funded Personnel Due 

• December Monthly Signed Time and Effort sheets due  

• Periodic Certification for all Personnel Fully Funded (100%) by Title I and Title II Due  

• Submit for approval 2nd FLP Parental Notification Letter sent to parents  

• Approved FLP Parental Notification Letter Distribution Deadline  

• 2nd Approved FLP Parental Notification Letter Distribution Deadline  

• Post and Send Screenshot of Approved 2nd FLP Parental Notification Letter sent  

• Onsite review of federal programs inventory and Title I Academy wide plans  

•  

February 

• January Monthly Signed Class Schedules-Split-Funded Personnel Due  

• January Monthly Signed Time and Effort sheets due 
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March 

• February Monthly Signed Class Schedules-Split-Funded Personnel Due 

• February Monthly Signed Time and Effort sheets due  

• Stakeholder survey opens for Title I and Title II 

 

April 

• March Monthly Signed Class Schedules-Split-Funded Personnel Due 

• March Monthly Signed Time and Effort sheets due  

• Summary of Title I stakeholder survey due 

• Begin review/revisions of Title I Parental Involvement, Title I Academy wide plans, and Academy-

Parent Compacts 

• Stakeholder survey for Title I and Title II closes 

 

 

May 

• April Monthly Signed Class Schedules-Split-Funded Personnel Due 

• April Monthly Signed Time and Effort sheets due  

• Spring Title I Input meeting 

• Deadline for Spring Title I Input meeting documents (revision of compacts for FY17, revision of 

Parent Involvement Plans, FY17 1% of Parent Involvement Budget input 

• Submit End of the Year Parent Coordinator Evaluation 

• Final Budget Amendment for Title VI, Part B 

 

June 

• May Monthly Signed Class Schedules-Split-Funded Personnel Due 

• May Monthly Signed Time and Effort sheets due  

• Periodic Certification for all Personnel Fully Funded (100%) by Title I Due 

• Onsite review of federal programs inventory and Title I Academy wide Plans  

 

Ongoing Throughout School Year 

 

• Work with Principals on annual revision of plans.  

• Monthly meeting with Principals.  Additional training as needed. 

• Inventory all items purchased by Federal Programs. 

• Homeless and N&D programs are monitored by the Director of Federal Programs. 

• On-going review of school improvement data and plans in conjunction with other central office 

staff  

• 3 times a year (Fall, Winter, Spring) the Director of Federal Programs and Curriculum 

Instructional Specialist make on-site visits to review the progress of the school wide plan, school 

improvement plan and inventory. 

• Budgets and purchase orders are reviewed monthly by the Director of Federal Programs to assist 

the school in spending the funds as planned. 
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• May – The Director of Federal Programs will have Spring Meeting with parents to review parent 

survey results, revise parent involvement plan and policy; District meeting to revise district parent 

involvement policy and plan. 

• Ongoing – The Director of Federal Programs provides technical assistance and meets regularly 

with Principals. 

 

Comprehensive LEA Improvement Plans (CLIP) includes data which drives scholar achievement and are 

monitored by Director of Federal Programs and Curriculum Instructional Specialist at least three times per 

year.  Based on continuous data analysis, Principal and leadership teams make changes to the school’s 

improvement plans.  Fulton Leadership Academy District follows the Cognia process as part of our 

continued district Southern Association of Colleges and Schools (SACS) accreditation. 

Feedback on the school wide plans are sent to the Principal via the school wide checklist.  Corrections to 

the plans are made as needed by members of the leadership Team and updated copies are made available 

for all stakeholders. 

Monitoring of Neglected & Delinquent Facilities  

Currently Fulton Leadership Academy is not serving any neglected and delinquent facilities, if monitoring 

becomes necessary, the same timeline as Fulton Leadership Academy will be used.  

Monitoring of Private Schools 

Currently Fulton Leadership Academy is not serving any private schools if monitoring becomes 

necessary, the same timeline as Fulton Leadership Academy will be used.  

Data Analysis 

Data review for the data is compiled and discussed during administrative meetings and at the Board of 

Directors meetings.  The school will meet and analyze data with the intent of improving instruction. The 

Plan, Do, Check, Act Cycle is used as the basis for continuous improvement review from the classroom 

level up to the administrative office.  Administrators and staff review all process and events using this 

model.  The school will have professional learning rooms that are used during the data analysis process.  

The Principal is required to discuss this information with all staff to ensure that they fully understand the 

data presented. The Principal is required to demonstrate to the Director of Federal Programs that they 

fully understand the needs of the school by identifying the root cause of the problems that keep the school 

from achieving academically.  This information is discussed in detail in the updated schoolwide plan each 

year. 

Corrective Action Process  

Corrective action from previous monitoring is discussed with Principals to assist them in understanding the 

critical need for compliance in Federal Programs.  In addition, GaDOE monitoring findings is shared with 

the Chief Financial Officer as a means of understanding the impact of non-compliance.  Professional 

learning is provided based on the needs but, in addition, professional learning is used as a preventive 

measure to ensure that all staff has a clear understanding of all expectations of every facet of federal 

programs.  The Director of Federal Programs, along with district level staff, and outside consultants, provide 

on-going training as a means of ensuring that all staff are always complying.  Anticipatory training is 

conducted throughout the year that ties in directly with all facets of Federal Program compliance. All 

correspondences related to Title I are maintained at the district office level by the Director of Federal 

Programs. The Corrective Actions were shared with the Principal, along with the Corrective Action 
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Plan.  Technical Assistance is maintained either as an archived email or in a monitoring file to include an 

agenda and sign-in sheet documenting the assistance. 

Technical Assistance 

The school is provided a wealth of technical assistance.  There is an open door/phone/e-mail type policy 

with the Director of Federal Programs and the Parent Liaison.  Besides the technical assistance provisions, 

you can call or e-mail with questions for guidance any of the following: The Principal, Director of Federal 

Programs, and Chief Financial Officer  

• Summer administrative meeting with Director of Federal Programs  

• LEA and school Annual Title I Meetings 

• Formal meetings held by the central office (Principal/Director of Federal Programs) 

• Formal meetings held by the school  

• Informal meetings and conversations held before, during or after, and other meetings held by the 

central office. 

• Informal meetings and conversations held before, during or after meetings held at the school. 

• Parent involvement meetings/workshops/activities 

• E-mails to and from school personnel 

• Title I Timeline 

• Checklists 

• Samples of required documents 

• Face-to-Face Consultations with N&D Administrators 

• One-on-One Technical Assistance with Title I School Administrators/Bookkeepers 

Equipment Inventory 

The school is required to maintain an active inventory of all items purchased with federal funds.  All 

inventory items are marked with a label which has the model, serial number, fund source, fain number (if 

applicable) fiscal year and program. The label is placed on the equipment in a location easy to see. The 

inventory records also indicate the location of the equipment, purchase date and purchase price.  

The Director of Federal Programs conducts inventory twice per year: Fall and Spring. 

Comprehensive LEA Improvement Plan (CLIP)  
Comprehensive Needs Assessment 

Fulton Leadership Academy participates in a comprehensive needs’ assessment process.  The 

superintendent, all central office personnel, Principal, Director of Federal Programs and other lead school 

personnel review system data from the state mandated assessments and local benchmarks.  These needs 

assessments drive the action/implementation planning for the upcoming year.  A comprehensive 

professional learning needs assessment survey is completed by the school with teachers identifying their 

professional learning needs. 

Fulton Leadership Academy District CLIP Review Process 

The LEA Comprehensive Improvement Plan is updated annually.   

CLIP revisions take place annually using prior year data and needs assessment information. 

The CLIP serves as the plan detailing coordination of various federal programs and identification of needs 

and in-turn budgeting for such needs with federal funds.  
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Department 

Board of Directors, Administrators, Educators, as well as community and parent stakeholders are involved 

in the revision process. All parents are sent information inviting them to participate via mail, email, 

telephone, newspaper, social media, flyers, website, and newsletters. The district conducts an annual 

survey each year that allows parents to provide input on district policies and procedures. Parent input is 

examined and considered from these surveys. Documentation includes sign-in sheets, agendas, meeting 

minutes, emails, and returned plans with comments. Copies of comments are kept on file and put in 

meeting minutes. Several subsequent meetings are arranged to garner input from all stakeholders. For 

example, input is solicited from district, Academy, and curriculum leaders at monthly Academic Meeting. 

Input is also sought from district leaders and parents during the annual district parent meeting held in 

June. The Director of Federal Programs gathers all input and updates the CLIP. The plan is submitted to 

Superintendent for final approval.  

All district and administrative staff, and staff members are required to participate in the planning, 

revision, and implementation process.  In addition, parents and business leaders in the community are also 

asked to serve on the revision committee.  All parents are sent information inviting them to participate via 

mail, email, telephone, flyers, website, and newsletters.  Parents are asked to provide written input during 

this process. 

Documentation includes sign-in sheets, agendas, meeting minutes, emails, and returned plans with 

comments.  Copies of comments are kept on file and put in meeting minutes. 

Parental Involvement 
Plan Review Procedure 

The Fulton Leadership Academy District believes that the Academy belongs to the people who created it 

and that scholar educational goals should reflect the goals of the community.  We affirm and assure the 

rights of parents to participate in the development of the goals and objectives of the Academy and 

encourage involvement in all areas of their children’s educational experiences.   The Director of Federal 

Programs utilizes the self-monitoring checklists for LEA Parent Involvement Policy, Academy Parent 

Involvement Policy, Academy-Parent Compact which are provided by the Georgia Department of 

Education Parent and Family Engagement Division.  

Parent Involvement Policy Overview 

Fulton Leadership Academy District has an on-going commitment to our parents. Parental involvement is 

defined as the participation of parents in regular, two-way, and meaningful communication involving 

scholar academic learning and other Academy activities. Our goal is to ensure that our parents and their 

children receive extraordinary services and assistance that will lead to improved academic achievement. 

The district recognizes that parents are an integral part of a scholar’s success at the Academy, staring with 

the concept of being the child’s first teacher. As a conduit for their children’s success, the district will 

assist parents of all socioeconomic levels in the solidifying their ongoing commitment to their child’s 

success. 

 

Parent Notification and Communication in an Understandable and Uniform Format 

When parents mark on the enrollment form that they need correspondence in another language, the forms 

will be provided if it is a Title I document or activity, Title I Funds are used to provide the translation or 

interpretation.  If it is a document or activity that is not considered Title I allowable, state funds are used 

to fund the translation or interpreter.   Outside translators are also used for meetings as needed. 

Furthermore, all parent communication is written in a format so that the content is easily understandable.  
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The district website will automatically allow parents to translate all documents into their native language. 

Title I related activities and meetings needing translations or interpretations are requested on the form 

below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  16 
 

Fulton Leadership Academy District 

Federal Programs Activity/Document 

Interpreting/Translation Request 

 Directions: Please complete the form and submit to Mr. Jannard Rainey, Director of Federal Programs, 

five (5) working days prior to the date of the needed service.  

*If more than one request is needed, and you already know the dates and times, multiple requests may be 

placed on this same document. 

 

Today’s Date: __________________  

 

Person Requesting Support: _________________________________________________ 

Name of Federal Document:  __________________________________________ 

Date Submitted for Translation:  ______________________________________ 

Requested Completion Date:  ________________________________________ 

Language Requested:  ______________________________________________ 

Email a completed copy of this form and the document to be translated to the Director of Federal 

Programs, rwest@fultonleadershipacademy.net.  Please send at least one week prior to the completion 

date to allow enough time for translations. 

Type of Meeting Date/Time/Location Scholar Name/Grade level 

   

   

   

   

   

   

   

 Meeting Types:  

SST – Scholar Support Team  GED – Gifted Education  

RTI – Response to Intervention  LAC – Language Assessment Conference/ESOL  

SPED – Special Education   TRIB - Tribunal  

PC – Parent Conference   O – Other:  

PI—Parent Involvement 

 

__________________________________ ________________________________________ 

Administrator                Date 

 

__________________________________ ________________________________________ 

Director of Federal Programs            Date 
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Annual Title I Meeting 
Fulton Leadership Academy District will have their annual Title I meeting by October 31.  These 

meetings are separate from the Open House meetings.  It is the responsibility of the Director of Federal 

Programs in coordination with the Parent Liaison to arrange meeting times and invite all stakeholders to 

the meeting.  The Parent Liaison will be responsible for collecting and submitting documentation of the 

Director of Federal Programs after the Title I annual meeting, including a copy of the sign in sheet, 

agenda, and minutes.  Meetings are also announced via paper copies to parents, websites, call system, 

radio announcements, and marquees at the Academy.   

ESSA Brochures and Notifications 

Fulton Leadership Academy Districts is not required to participate in the ESSA Flexibility Waiver.  

ESSA Public Academy Choice 

Fulton Leadership Academy District has chosen to transport scholars under the ESSA Public Academy 

Choice Option.   

 

Flexible Learning Programs 

All Title I Priority and Focus Academy’s must offer a Flexible Learning Program (FLP). In addition, all 

Title I Priority and Focus Academy’s must develop a written plan that outlines how the Title I Priority 

and Focus Academy’s will implement an FLP program. The FLP plan must be approved by GaDOE’s 

Title Programs Unit prior to implementation. All Title I Priority Academy’s and Focus Academies are 

required to send notices to parents describing the Academy’s status, sharing data and information used to 

support programming decisions, and explaining how parents may become involved in improving the 

Academy. All Title I Priority Academies are required to set-aside 10 percent of their Academy’s Title I 

allocation for professional learning. Focus Academies are not required to set-aside 10 percent of their 

Academy’s Title I allocation for professional learning. However, Focus Academy’s may set-aside funds 

for professional learning if the need for professional learning is addressed in the Academy’s Title I 

targeted assistance or Academy wide plan. LEAs are required to set-aside a minimum of 5 percent of the 

LEA’s Title I allocation to implement the LEA’s FLP program in Title I Priority and Focus Academy’s. 

Set-asides above the minimum 5 percent requirement may come from the LEA’s total allocation or the 

Priority Academy’s and Focus 

Academy’s’ allocation and are subject to the equitable services to eligible private Academy scholars’ 

requirements (ESSA Section 9401(c) (5)).  The Director of Federal Programs meets with the leadership 

team at the Focus Academy to provide technical assistance.  

 

Teacher and Paraprofessional Qualifications 

Parents are informed of their rights to know the qualifications of their children’s teacher. This information 

is given to every parent in the Parent Notification Letter by the second week of October. The notice will 

include the specific contact person and telephone number and email address. This information is also 

made available through district and Academy websites, and other social media. 

 

Principals are required to send a letter to the parents of those scholars who are taught four or more weeks 

by a teacher who does not have a degree in the course content area. This is to support effective parent 

communication. The Human Resources Director, along with Academy Principal, monitor any substitute 

who will be assigned to a class for more than 20 consecutive days to ensure timely mailing of the 20-day 

letter.    The Human Resources Director receives a copy of the letter and sends a copy to the Federal 

Programs Director. 
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Parent Involvement Plans 

District and Academy parent involvement plans are reviewed and revised annually with parents and other 

stakeholders (teachers, Principals, administrators, and other Academy personnel). The district will hold a 

meeting for review of the District Parent Involvement Plan at the Central office. All parents, teachers, 

administrators, and other Academy personnel in the district will be invited to the meeting to provide 

input. A notice will be put in the paper of the meeting dates. Parents will be notified in multiple ways 

(flyers, text, social media, and calling post) of meeting to gather input from parents and community 

members. District parents that cannot attend the meeting will be given the opportunity to obtain a copy 

from the schools’ website and submit input before the final revisions are approved. The Federal Programs 

Director will be responsible for collecting the required information (agenda, meeting notes, and sign in 

sheets). The district will hold the meeting in the summer to revise plans for the next Academy year. The 

LEA Parent Involvement Policy checklist will be applied to district and Academy plans. Revision dates 

will be clearly marked on each plan. The Federal Programs Director will review plans during on-site 

monitoring visits. Plans include activities/workshops that have been identified and requested through the 

previous year’s annual parent involvement survey. Academy improvement and parent involvement plans 

are posted on the website and paper copies are available at each Academy. Each Academy in the Fulton 

Leadership Academy District holds a Spring Title I meeting. These meetings give parents the opportunity 

to review and provide feedback on system-wide scholar data, parent activities, district and Academy 

Parent Involvement Plans, Academy wide Title I Plans, district and Academy Comprehensive 

Improvement Plans. Parents are notified about this opportunity through advertisements in local media, 

Academy-level flyers, social media, and web sites and by using the system One Call Now calling system. 

The Academy district uses the comments provided by parents during the annual review/revision of 

documents at the annual System Leadership Retreat, and parent workshops.  After the Academy system 

review/revision process, district and Academy Parent Involvement Plans are made available to parents on 

the district and Academy website. Copies are also available in Parent Resource Centers. Parents are given 

the opportunity to provide feedback about federal programs by completing annual parent surveys. These 

comments are used by the district and Academy’s when planning parenting programs. 

 

Distribution of Completed Plans 

Fulton Leadership Academy District posts the following plans on its website located at 

www.fultonleadershipacademy.net 

 

Plans include district improvement plans, parent involvement policies, Title I 

Academy wide plans, Academy compacts, flexible learning program plans, comprehensive LEA 

improvement plan, parents’ right to know, complaint procedures, and policy on ethics and fraud, waste 

and abuse.  

An automated calling system and information given at Annual Title I meeting inform parents about the 

availability of these plans.  Parental input into the content of each plan is solicited during multiple 

meetings throughout the Academy year. The Principal completes the Parent Involvement Plan 

Distribution Assurance Form.  

 

Academy-Parent Compacts 

All Title I Academies are required to have parent compacts. It is the responsibility of the Principal in 

coordination with the Parent Involvement Coordinator to make sure that all compacts are reviewed and 

revised annually. The review and revision will occur in the spring of the year. Revision dates will be 

clearly marked on each compact. An invitation will be sent home to all parents in the Academy and 

meeting dates will be shared on the Academy and district website, text messaging, phone messages, and 

http://www.fultonleadershipacademy.net/
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other social media. The Parent Involvement Coordinator (PIC) will be responsible for setting up meetings 

and collecting required information (agenda, meeting notes, and sign in sheets). 

 

Parent compacts will include responsibilities for the teacher, parent, and scholars.  Each grade or 

department gathered input from parents to write the specific grade/dept. compact. Compacts will be 

distributed to all parties involved for signatures in the fall of the year. Copies of the signed parent 

compacts are kept on file with the child’s teacher and used during parent-teacher conferences.   Each 

Principal completes the Academy Parent Compact Distribution Assurance Form.  

 

Capacity for Parent Involvement 

Information is provided to Academy personnel and parents on how to build parent capacity through 

presentations made during meetings, through response to parent needs on surveys, through information 

received from the GADOE Parent Engagement department, and through scholar handbooks, 

newsletters/flyers. 

The Parent Involvement Coordinator considers, and plans based on the six requirements for building 

capacity by answering the following questions: 

1. What strategies/materials have been offered to parents on understanding academic content 

standards? 

2. What training has been offered to parents related to literacy and the use of technology? 

3. How have faculty and staff been encouraged to communicate with and involve parents in their 

child’s education? 

4. What efforts have been made to foster parental involvement in pre-k programs? 

5. What attempts have been made to communicate parental involvement information to parents 

using language parents can understand? 

6. What other support do parents receive for parental involvement activities? 

 

Parent Resource Centers 

Fulton Leadership Academy is in the process of creating a parent resource center for the FY21 school 

year. A variety of materials and resources will be available to parents for use at the Academy for 

checkout, or as handouts. 

  

The Academy will notify parents of the availability of the resources in the parent resource center. This 

will typically be achieved through a flyer and/or website and include information on the types of 

resources available in or through the resource center. The Director of Federal Programs will complete the 

Notification of Parent Resource Area Assurance Form.  

  

Required 1% Set Aside for Parental Involvement 

Because our Academy receives less than $500,000 in Title I Funds, the Academy does not set aside at least 

1% of their Title I Allocation for parental involvement.  Parents are offered an opportunity to provide 

feedback of how the funds can be used during the Academy’s Spring Title I Input Meeting.   Stakeholders 

are asked to submit their suggestions to the Academy Parent Involvement Coordinator.   The Title I Annual 

Survey includes a question that asks parents if they were provided an opportunity to provide feedback 

regarding the funds.   

Fulton Leadership Academy invites all parents to participate in the planning of the parent involvement 

budget.  This is conducted at the spring planning meeting.    Parents have decided to have a part-time 

Parent Involvement Coordinator at the Academy.  Parents also give input on workshops needed to build 

capacity.  
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School Improvement Plans 

The School Improvement Plan is created each spring for the following school year. The Academy 

leadership team conducts a summer retreat at which representatives from each grade level, content area, 

and department, as well as administration and parents meet to develop a plan.  Academy administrators 

then present the plan to the governing board of directors. It is through this process that the LEA oversees 

the development of Academy improvement plans. 

 

System leaders also support the Academy in developing, revising, implementing and coordinating 

Academy improvement and Academy wide plans during monthly Administrative and Curriculum Team 

meetings. During the meetings, data is analyzed to identify and develop solutions to challenges related to 

instructional strategies, parent involvement, professional learning, and budgets. Additionally, 

administrative leaders attend monthly leadership team meetings. During the system and Academy 

leadership retreat, parents are involved in the planning, revising, and implementing phases of the process. 

Parents are also sent information inviting them to participate in the revision process at an annual meeting 

via mail, email, telephone, flyers, website, and social media. Once revisions are made, the plan is placed 

on the website. Hard copies are also available at the Academy. Each Principal completes the Academy 

wide Improvement Plan Distribution Assurance Form.  
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Fulton Leadership Academy  

                                                                 Title I School 

Assurance of Annual Title I Parent and Stakeholder Meeting 

 

Date of Annual Title I Meeting:  _________________________________ 

Location of Title I Meeting:  ____________________________________ 

Ways of Announcing Annual Title I Meeting to Parents/Stakeholders:  

□ Agenda Attached 

□ Sign-In Sheet Attached 

□ The “Annual Title I Parent and Stakeholder Meeting” PowerPoint Presentation was 

presented 

□ Evaluation of the Annual Title I Meeting 

 

______________________________  ______________________________ 

Director of Federal Programs   Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  22 
 

 

Fulton Leadership Academy  

Title I School 

Parental Involvement Plan Distribution 

Assurance Form 

 

I, ___________________________, Principal of ________________________ 

assure that all scholars currently enrolled in the above said school have received a copy of the current 

year’s revised Academy Level Parental Involvement Plan.  

The Academy has the following protocol established for new scholars enrolling in the Academy 

after the date of this assurance.  Our Academy protocol is as follows: 

How did you make the draft copy of the Parental Involvement Plan available to parents to provide 

final input? (Attach Documentation) 

  

Protocol for Distribution of Parental Involvement Plans for Scholars Enrolling After This Date: 

   

List the Multiple Ways the Approved Plan was distributed and made available to parents. 

1. 

2. 

3. 

_____________________ ____________________________________ 

Principal’s Signature                                Date 

 

 

 

 

 

 

 

Please print and return this cover sheet along with the required documents to the Director of 

Federal Programs by Oct. 31 
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Fulton Leadership Academy District 

Title I  

School-Parent Compact 

Assurance Form 

 

I, ______________________________, Principal of ________________________  

assure that all scholars currently enrolled in the above said Academy have a School-Parent Compact 

on file.  All compacts have been signed/dated by all parties involved to include, the Teacher, the 

Scholar, and the Parent. 

The Academy has the following protocol established for new scholars enrolling in the Academy 

after the date of this assurance.  Our Academy protocol is as follows: 

Protocol for Academy-Parent Compacts for Scholars Enrolling After This Date 

 

 

 

______________________________ ____________________________________ 

Principal’s Signature   Date 

 

 

 

 

 

 

 

 

 

Please print and return this cover sheet along with the required documents to the Director of 

Federal Programs by Oct. 31 
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Fulton Leadership Academy District 

FY 20 Title I Parent Resource Area Notification 

 

The parents of Fulton Leadership Academy have been notified of the location of the Parent Resource Area 

in the following three ways: 

√ Academy Website—Attach a copy of the screenshot 

√ Annual Title I Meeting—Attach a copy of the agenda and sign-in sheet 

□   ____________________________________________________ 

 

__________________________        _____________________ 

Principal’s Signature                                   Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please print and return this cover sheet along with the required documents to the Director of 

Federal Programs by Oct. 31 
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Monitoring of Academy Improvement 

Fulton Leadership Academy District conducts Academy wide monitoring programs. This allows all 

scholars and all parents an opportunity to have equal access to all related Title I assistance. The LEA will 

utilize RESA Academy Improvement Specialists to build capacity and support the Academy improvement 

process. The Academy will be involved in the Academy improvement efforts through the work of the 

LEA, the RESA, and GaDOE. School Improvement Specialists/Consultants will work with the Academy 

to implement practices that have proven effective with improving the Academy. School Improvement 

Specialists, along with the GADOE, will establish clear expectations for personnel as they systemically 

support continuous improvement in the Academy. 

 

Review and Approval of Academy Improvement and Academy Wide Plans 

Academy Improvement and Academy Wide Plans are updated each summer for the following academic 

year. The Academy leadership team conducts a spring retreat at which there is representatives from each 

grade level, content area, and department, as well as district and Academy administration and parents 

meet to develop a plan. During Academy leadership retreats, instructional strategies, parental involvement 

initiatives, and professional development activities are planned after a careful analysis of various data. 

Assistance is also provided to the Academy in their use of school improvement funds to accomplish 

initiatives in their Academy improvement and Academy Wide plans. 

Academy administrators then present their Academy plans at the annual system leadership retreat as they 

work with other stakeholders, system leaders, and parents to develop a system improvement plan. It is 

through this process that the LEA oversees the development of Academy improvement plans. Fulton 

Leadership Academy uses the GaDOE school wide/school improvement plan template. It is the 

responsibility of the Director of Federal Programs to make sure that the Title I Academy wide plans are 

reviewed and revised annually.  The Director of Federal Programs will provide technical assistance to the 

Principal regarding the required components at the annual Title I Director of Federal Programs Meeting 

that is held each summer.  Academy wide plans must include all components identified in the Academy 

wide program checklist.   

Academy wide program checklists are used at system level to verify that the required components are 

included in each plan, which includes strategies for whole Academy reform.  On-site meetings, phone 

calls, or email correspondences are held with the Academy Leadership Team to discuss the status of their 

plans regarding the checklist components.  Missing or items in need of revision are marked on the 

checklist and then rechecked when the revised plan is submitted. 

Monitoring if the Academy ever become Priority or Focus 

A Face-to-Face meeting is held with the Principal and Director of Federal Programs prior to the beginning 

of the Academy year to discuss their areas of improvement, Flexible Learning Program/Plan requirements, 

and budgets.  The Director of Federal Programs and other staff, and RESA Title I Academy Improvement 

Specialist will provide ongoing technical assistance throughout the year to assist the Academy with the 

overarching task of closing the achievement gap between their lowest performing subgroup and highest 

performing subgroup.  All the professional learning opportunities explored in the Academy and all other 

area resources, job-embedded, collaborative, data-driven, and focused on scholar instructional needs. 

If the Academy is identified as Priority, Focus, or Title I Alert will develop a Flexible Learning Program 

(FLP) plan that addresses the 10 required components.  The plan will be submitted to the GaDOE for 

approval.  The FLP plan outlines the steps to close the achievement gap within the Academy.  

Academy wide and FLP plans are reviewed and revised annually with parents and other stakeholders 

(teachers, Principals, administrators, and other Academy personnel).  The Academy will hold an annual 

meeting where all stakeholders are given the opportunity to review the Academy plans and make 

comments.  All parents, teachers, administrators, and other Academy personnel will be invited to the 
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meeting to provide input.  All Academy’s will notify stakeholders in multiple ways, notice of the meeting 

dates will be placed on each Academy’s marquee, in each Academy’s newspaper and on the 

website, parents and other stakeholders will be notified by invitation sent from each individual Academy 

and all stake holders will be notified using each Academy’s phone messaging system.  Parents that cannot 

attend the meeting will be given the opportunity to obtain a copy from each Academy and submit input 

before the final revisions are approved.  The Parent Coordinator in each Academy will be responsible for 

collecting the required Information (agenda, meeting notes, and sign in sheets).  Each Academy will hold 

its meetings at the beginning of the Academy year. The revision dates will be clearly marked on each 

plan.    

Monitoring of Use of Funds  

The Director of Title I maintain all documentation from the GADOE indicating the approval of the grant 

and the amount awarded to the Academy system.  A list of all Academy’s receiving the grant is included in 

the monitoring records of the Director of Title I.  The sign-in sheets and agendas for each Academy 

receiving 1003a funds is maintained at the system level to provide evidence that Academy data was used 

to make decisions of how the funds should be used. 

 

The Title I Director will meet with staff monthly to review and provide recommendations for budgeting 

decisions. 
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Academy wide Plan Development Procedure 

If a new Academy is built in the district, the following procedures will be followed. 

Process followed to become an Academy-wide Program 

Academy Responsibility 

• Present Academy-wide information to parents and staff. 

• Assemble a committee of stakeholders to include, but not limited to:  Principal, teachers, parents, 

business partners, etc. 

• Maintain sign-in sheets, agendas, meeting minutes for each committee meeting 

• Assemble committee to write and approve plan 

• Post written plan in a language that parents can understand 

District Responsibility 

• Submit Letter of Intent for each Academy 

• Write the Academy-wide Plan (must include the 18 components) 

• Package the Academy-wide Plan   

o Describe how the Academy will use resources from other sources to implement the 10 

required components. 

o Describe how the Academy will provide individual scholar academic assessment in a 

language the parents can understand 

• Get Local Board of Education Approval 

o When written, the Academy-wide plan must be officially approved by local board of 

Education prior to implementation 

o By statute, only the local board of education has the authority to approve Academy-wide 

plans 

• Fulfill program requirements 

• Maintain the intent and purpose of each federal program that is consolidated under Academy-wide 

Plan. 

• Uphold requirements relating to health, safety, civil rights, scholar and parental participation and 

involvement, services to private Academy children, maintenance of effort, and comparability of 

services. 

Continuation Requirements 

• Maintain documentation related to three core components (comprehensive needs assessment, 

comprehensive Academy plan approved by the local Board, annual evaluation of program 

effectiveness. 
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• Use Title I funds to supplement educational services and not supplant those funds that would, in 

the absence of Title I funds, be made available from non-Federal sources for the Academy.  Funds 

that would normally flow to the Academy from non-Federal sources must continue to be provided 

to the Academy. 

• Conduct an annual evaluation of the implementation of, and results achieved by, the Academy-

wide Plan (SWP).  This evaluation must determine whether the SWP was effective in increasing 

the achievement of scholars in meeting the CCGPS, particularly those scholars who had been 

furthest from achieving the standards. 

• Review and revise the plan as necessary based on the results of the evaluation to ensure the 

continuous improvement in scholar achievement. 

• Make the plan available to LEA, parents, and the public. 

• Federal Programs Director will use the GaDOE Academy-wide program checklist for use by LEA 

Coordinator and Ga DOE Title I Program Specialists. 

All Academies are required to have Academy improvement plans. It is the responsibility of the Principal 

to make sure that all plans reviewed and revised annually. Plans must include all the components in the 

Academy-wide and Targeted Assistance program checklist.  Academy plans are reviewed and revised 

annually with parents and other stakeholders (teachers, Principals, administrators, and other Academy 

personnel).  Each Academy will hold an annual meeting where all stakeholders are given the opportunity 

to review the Academy plan and make comments.  All parents, teachers, administrators, and other 

Academy personnel will be invited to the meeting to provide input.  All Academy’s will notify 

stakeholders in multiple ways such    as: notice of the meeting dates on each Academy marquee, social 

media, web site, flyers, and Academy phone messaging system.  Parents that cannot attend the meeting 

will be given the opportunity to obtain a copy from each Academy and submit input before the final 

revisions are approved.  The Parent Involvement Coordinator (PIC) in each Academy will be responsible 

for collecting the required Information (agenda, meeting notes, and sign in sheets).  The Academy plans 

are typically reviewed at the annual Title I meeting in the fall. The revision date will be clearly marked 

on each plan.    

Academy-wide program checklists are used to verify that the required components are included in each 

plan, which includes strategies for whole Academy reform.  On-site meetings are held with Principals to 

discuss the status of their plans regarding the checklist components.  Missing or items in need of revision 

are marked on the checklist and then rechecked when the revised plan is submitted. 

Scheduling Models for Academy-Wide Plans 

A Title I Academy may use one or a combination of several instructional delivery models. Fulton 

Leadership Academy District uses the pull-in and push out models widely based on the needs of each 

individual scholar. 

In-Class Model  

An “in-class” delivery model is a Title I project in which the instructional services are provided to 

participating scholars in the same classroom setting and at the same time they would receive instructional 

services if they were not participating in the Title I project. Title I staff work closely with the classroom 

teacher to provide services which are supplemental and particularly designed to meet participants’ special 



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  29 
 

educational needs. Examples are:  small group instruction, guided reading, teacher collaboration, extended 

learning, before and after Academy tutoring and summer Academy. 

Pull-out Model 

In a Title I pull-out delivery model, scholars are pulled from their regular classroom to receive instruction 

in a Title I Reading or Math program. Scholars should not be out of their regular classroom’s reading or 

math instructional time for more than 25% of that time. For example, if the classroom instructional time is 

60 minutes; scholars cannot miss more than 15 minutes of that time. They may receive as much time in 

the Title I lab as identified for their grade level. Title I staff work closely with the regular classroom 

teacher to provide services which are particularly designed to meet participants’ special educational 

needs. 

Replacement/Excess Cost/Extended Pull-out Model 

The model pairs a Title I teacher with a classroom teacher. The usual class load, which in this case is 

composed of all Title I participants, is shared by the two teachers. 

Elective Model 

Some cases Fulton Leadership Academy will use an elective course to supplement scholars’ basic reading 

and math instruction. 

Add-On (Extended learning time) 

An “add-on” delivery means Title I services are at times when participants would not otherwise be 

receiving state and locally funded instructional services. This may include periods such as vacations, 

weekends, before or after regular Academy hours, or during non-instructional time during the regular 

Academy day. When Title I is given as an elective at the secondary level, it is considered an add-on 

project. 

Audits 
Resolution of Audit and Cross Functional Monitoring Findings 

Fulton Leadership Academy District makes an on-going effort to comply with all federal programs’ 

requirements.  The federal programs office makes a continuous effort to cooperate with state and federal 

auditors and state monitors.   

All corrective actions through the audit process or Cross-Functional Monitoring findings are fully 

implemented. 

Steps to Audit/ Monitoring Resolutions: 

Once the audit/ Cross-Functional Monitoring report is received, the Title I Director will review all items.  

The Cross-Functional Monitoring report will be pulled from the GaDOE website under the Consolidated 

Application. 

Each item will be examined carefully, and a team of district level staff will determine the best means of 

corrective action. 

Items are gathered, and a report is written by the Federal Programs Director. 

The report is submitted to the superintendent. 
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The completed report is then sent to the GaDOE/ state auditors as a means of resolution. 

The district has 30 days from the receipt of the findings to respond to the GaDOE. 

The monitoring process and the resolution process are both used as a learning resource. 

Maintenance of Effort Procedures 
GADOE compares the fiscal effort of the preceding year to the second preceding fiscal year and makes 

the maintenance of effort determination available to the system through a marked “met” or “unmet” on 

the consolidated application. 

Documentation for MOE is only required for districts that do not meet the required maintenance of effort. 

Districts’ MOE is completed by the GaDOE.   

Federal Programs Director will pull the MOE information from the Consolidated Application. 

Allocations and Carryover 

Procedures for Determining Carryover: 

Federal Programs Director tracks the spending of each program/ Academy through the year via budget 

sheets. 

At the end of the Academy year, carryover information is updated and reviewed.  Parent involvement, 

Flexible Learning Programs (FLP), and professional development for Alert, Focus, and Priority Schools 

are taken into consideration. 

Funds are redistributed based on GaDOE criteria as listed in the Title I, Part A Handbook 

Copy of GaDOE enrollment report is placed in file. 

Typically, carryover funds are allocated in one of two ways: (1) to Academy’s by increasing the per pupil 

amount maintaining rank order, basing that amount on the total number of children from low-income 

families in each area or (2) the funds are allocated back to all the Academy’s on an equal basis and give 

each Academy an opportunity to spend the funds.  Either way, Academy’s must submit a written 

description of the expenditure requests. Set asides are recalculated for private school per pupil amounts.  

Equitable services are also recalculated depending on an allocation of funds for district level activities.  

Fulton Leadership Academy was granted a carryover request in FY18. 

Procedures for Determining Allocations for Title I: 

After receiving notification of the Title I, Part A grant amounts from GADOE, reservations in each budget 

are set aside for required components such as parent involvement, professional learning, neglected and 

delinquent, private school per pupil and equitable services, and homeless scholars.  Administrative costs 

are also part of the reservations, which are not part of the Academy’s’ per pupil amounts.  Typically, 

requests for lesser amounts are submitted for professional learning for high quality teachers. 

Per pupil amounts are allocated to Academy’s in rank order of poverty based on the number of children 

from low-income families who reside in eligible attendance areas (children eligible for free/reduced price 
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meals by direct certification).  Low-income is determined by the number of free or reduced lunches at an 

Academy using the previous year’s October FTE count.  Higher ranking Academy’s receive the same 

amount or more that the Academy ranked below those Academy’s.  The per pupil allocation is always 

large enough to provide a reasonable assurance that each Academy can operate its Title I program of 

sufficient quality. 

Monthly budget sheets are monitored regularly throughout the year and calculations are made from these 

near the end of the Academy year to determine that no more than 15% will be carried into the following 

year.  Should carryover occur in private Academy set asides, those amounts will be added to the following 

year’s private Academy set aside funds.  

Title I, Part A funds are used to fund all Academy’s in Fulton Leadership Academy District as Academy-

wide Academy’s.  Fulton Leadership Academy District uses Grade Span Grouping and serves these 

Academy’s in rank order, by highest to lowest poverty, according to their grade span.   

Reservation of Funds for Title I 

Flexible Learning Programs (FLP): Currently, Fulton Leadership Academy District does not in the FLP 

Program. Upon participating in FLP, Fulton Leadership Academy will set aside 5%.  

Professional Development:  One Title I Academy in Fulton Leadership Academy District is designated 

as a Focus Academy. The Georgia’s Flexibility Waiver no longer requires 10% set aside for professional 

learning.   To promote continuous Academy improvement, Fulton Leadership Academy District will 

continue to pursue professional development to strength best practices in all classrooms. 

Parental Involvement: A minimum of ninety-five percent of one percent of the entire Title I allocation is 

given to Academy’s.  The full one percent is distributed to parents. Principals have the option of 

expending the funds or submitting them back to the system level.  Should a Principal decide to direct 

those funds to a district level parent involvement activity/project, he/she must sign a District-wide Parent 

Activity Assurance form. Title I parent advisors participated in the discussion regarding this requirement 

during the system Title I meeting.   

The one percent of the 95% is allocated to Academy’s in the regular Title I budget and is budgeted in the 

detail budget.  In addition to this 1% each Title I Academy in Fulton Leadership Academy District uses 

part of their allocation to fund a part-time Parent Involvement Coordinator. 
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District wide Parent Activity-Project Assurance 

To comply with federal guidelines, districts that receive an allocation of more than $500,000 must 

reserve 1 percent of their total allocation.  Ninety-five percent (95%) of the 1 percent must be 

allocated directly to participating Title I Academy’s.   

An exception may be made to this provision if participating Title I Principals agree to pool all or 

part of their parent involvement allocation for a district level parent involvement activity/project.   

Districts with Academy’s exercising this flexibility must provide supporting documentation on the 

Attachments Tab of the Consolidated Application budget.   

The following Title I Principals have agreed without coercion to pool all or part of their parent 

involvement allocation for a district level parent involvement activity/project.  

Title I Academy Title I Principal Signature of Title I 

Principal 

Amount Toward 

District wide 

Activity/Project 

    

    

    

    

    

    

 

Federal Programs Director’s Signature _________________________        Date ____________ 

 

Superintendent’s Signature_________________________    Date ____________ 

 

 

 

 

 

  



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  33 
 

 

Homeless Children and Youth: Title I Academies are required to set aside funds within their budgets to 

meet the needs of homeless children and youth. All Fulton Leadership Academy District Academies are 

Title I Academy’s.  The Federal Programs Director, who is also the Homeless Liaison, and the Homeless 

Coordinator work, consult and train Academy personnel including: counselors, Parent Involvement 

Coordinators, as well as clerks, teachers, Principals, and bus drivers to identify children in homeless 

situations.  A home survey is also used to identify homeless scholars.  The Federal Programs Director and 

Homeless Coordinator are consulted if a scholar is found to need transportation to an Academy of origin 

and one of them will make arrangements through the transportation department.  Needs assessments are 

conducted by the Academy counselors when a child is identified as homeless.  The Homeless Coordinator 

is contacted and will provide the needed supplies.  Fulton Leadership does a set-aside that is equal to the 

amount of the McKinney-Vento Homeless Assistance Grant (Method #3). 

Neglected and Delinquent Children:  The reservation amount provided by GADOE in the Title I, Part A 

allocation letter and worksheet is the amount set aside for neglected and delinquent children.  The Annual 

Survey of Local Institutions for Neglected and Delinquent Children is completed each year and is based 

on the number of children residing at the home for 30 consecutive days with at least one day being in 

October. 

Private Schools:  Fulton Leadership Academy District currently has no Private School’s that have chosen 

to participate in the Title I program. If Fulton Leadership Academy District ever has any Private school to 

choose to participate all Title I regulations for private school participation will be followed. The private 

school worksheet would be completed and attached to the Consolidated Application to ensure that all 

reservations related to parental involvement, instructional lead teachers, professional learning, and 

paraprofessionals have been reserved. 

The district uses the information provided by the GaDOE to determine reservations for parental 

involvement, FLP, Private Academy’s, indirect cost, and Neglected and Delinquent. 

Infield Request for Lesser Amount 

Under the Georgia ESSA Flexibility Waiver, Fulton Leadership Academy District is not required to 

develop an improvement plan or restrict the use of Federal education funds pursuant to such a plan, and 

the state is not required to provide Fulton Leadership Academy District the technical assistance that 

would be required to develop such a plan.  Additionally, the state is not required to enter into the 

agreement required by ESSA section 2141(c) with an LEA.  In addition, Fulton Leadership Academy 

District is not restricted in its use of Title I, Part A funds for paraprofessionals, but still must comply with 

the requirements with respect to paraprofessionals in ESSA section 1119(c) through (g) Currently, 100% 

of the Title I paraprofessionals meet Infield. 

Requirements of Section ESSA 1119 – Paraprofessionals 

• All paraprofessionals hired after January 8, 2002, hired with Title I, Part A funds or employed in a 

Title I, Part A Academy-wide program and assisting with instruction must meet one of the following 

requirements prior to hire: 

1. Completed at least 2 years of study at an institution of higher education. 

2. Obtained an associate degree (or higher). 

3. Met a rigorous standard of quality and can demonstrate through a formal state approved 

assessment, the knowledge of, and the ability to assist in instructing, reading, writing and 
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mathematics, or assisting in instructing and the readiness of above-named subject areas, as 

appropriate. 

• All paraprofessionals working in a Title I, Part A funded program, including a Title I, Part A 

Academy-wide program, shall have earned a secondary Academy diploma or its recognized 

equivalent. 

• Title I paraprofessionals will not be assigned a duty inconsistent with duties outlined in Section 1119. 

• Paraprofessionals work under the direct supervision of teacher consistent with Section 1119. 

 

Internal Controls, Expenditures, Inventory, Drawdowns, Cost Programs 

Financial and Program Policies and Procedures 

The Federal Programs Director will prepare a written report of preliminary Federal Programs budget once 

this information becomes available from GaDOE.  The report is submitted to the Superintendent, and the 

Superintendent’s leadership team.  All approved Consolidated Application budgets for all federal 

programs will be presented to the Board by the Federal Programs Director once they are approved by the 

GaDOE.  Copies of the meeting agenda, minutes, PowerPoint presentation and approval will be 

maintained in the Title I office. 

All federal grant budgets and the CLIP must be approved by the Superintendent and Federal Programs 

Director after GaDOE approves the final submitted budget application.  Additionally, any significant 

amendments must be approved by the Superintendent.  Each federal program must be identified, and 

budget details must be listed. 

The approval process for federal budgets is as follows: 

• Funding amounts are approved by the GaDOE Department of Education. 

• Award letters are sent to districts. 

• Schools are given the allocated dollar amount for budgeting to be spent within that fiscal year. 

• The budget is entered into the GaDOE Consolidated Application (electronic grant application 

process) by the program coordinator or authorized staff. 

• The budget is approved by the program coordinator based on the assessment of reasonable, 

necessary, allowable and allovable (as determined by the Comprehensive Needs 

Assessment/Improvement Plan). 

• The budget is approved by the superintendent (budget may be rejected at this level and requests 

for revisions may be made). 

• The budget is approved by the program specialist at the GaDOE (budget may be rejected at this 

level and requests for revisions may be made). 

• The budget amount is approved by GaDOE Accounting. 

• The budget is adopted by the district BOE. 

• Monthly the Director of Federal Programs requests the “Budget Summary Report” from the Chief 

Financial Officer to monitor the program budget and actual expenditures to ensure accuracy and 

the reconciliation of discrepancies. 
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Accounting Protocols for Federal Programs----Internal Controls Purchases and Requisition Process 

(Procurement) 

1. Each School budget is developed and reviewed by the Federal Programs Director. All local 

monies (Fund 100’s) will need to have been 98% expended prior to sending in a Federal Programs 

request. 

2. The Principal sends a purchase requisition to the Federal Programs Director of the items needed at 

his/her school.   

3. The Federal Programs Director reviews the requisition to ensure it aligns with the program 

purpose and the school’s prioritized needs of the Comprehensive LEA Improvement Plan (CLIP) 

for the current fiscal year. The Federal Programs Director evaluates the request allowability by 

confirming the request is supplemental, allocable to federal programs, necessary and reasonable, 

avoids conflict of interest and adheres to period of performance. 

4. The Federal Programs Director reviews the Requisition Form, to ensure it is complete with: 

• vendor information including phone number (and fax number if applicable) 

• ship to information including the address for the Academy 

• Corresponding School Improvement Plan goal is referenced on the requisition 

• Principal or designee assigns the appropriate account number based on the budget sheets 

• Only the Principal’s/designee signature under “Ordered By” line 

• The requisition is then sent to the Federal Programs Director for review. (Signature of the 

FPD indicates allowability and is given to the CFO for processing) 

5. The Federal Programs Director then signs off on the requisition, after verifying the materials being 

requested are part of the SWP and forwards the requisition to the Chief Financial Officer for 

review.  The appropriate documentation to support the expenditure for all federal programs is 

maintained in the office of the Director of Federal Programs. 

6. The Chief Financial Officer then reviews the requisition and signs off to verify appropriate budget 

amounts and account numbers on the requisition.   

7. The Chief Financial assigns a P.O. number, logs the purchase order (P.O.) and orders the 

merchandise. 

8. The Chief Financial Officer returns two copies of the P.O. to the Academy or department that 

made the requisition and keeps a copy at the Central Office.   

9. The order is processed, and delivery of goods/services is delivered (generally, directly to the 

school or department). The school will send a copy of the packing slip/invoice to the Federal 

Programs office to process payment.  

10. All Federal grant expenditures/purchase orders are authorized and signed-off by the Federal 

Programs Director.  
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11. At Fulton Leadership Academy, some federal and non-federal purchases are made at the location 

level (i.e. school-level, department-level, etc.). Principals and Directors are entrusted with the 

authority to manage purchases under $50,000 including “micro-purchases” (defined as $10,000 or 

less). According to Board policy, any purchases between $10,000 and $49,999 should solicit three 

(3) competitive quotes (if available). Similar steps are followed in requisitioning these purchases 

as those with Federal funds. Attention is exercised when looking for items needed to successfully 

implement or maintain efforts within the school and/or department level and meets the four-

pronged test of reasonable, necessary, allowable, and allocable. Expenditure of funds must be 

allowable and reasonable in accordance with OMB Circular A-87 and EDGAR 2 CFR Part 200. 

LCSS recognizes and will take advantage of the Federal grace period to fully comply with 

EDGAR CFR 200 guidelines by FY 19. Under this grace period through FY 18, we adhere to 

OMB A-87 for Federal compliance purposes.  

12. GUIDANCE FOR PURCHASES:  

Micro-purchase: Purchases where the aggregate dollar amount does not exceed $10,000 (or 

$2,000 if the procurement is construction and subject to Davis-Bacon). When practical, the entity 

should distribute micro-purchases equitably among qualified suppliers. No competitive quotes are 

required if management determines that the price is reasonable. Small purchase: Includes 

purchases up to the Simplified Acquisition threshold, which is currently less than$150,000. 

Informal purchasing procedures are acceptable, but price or rate quotes must be obtained from an 

adequate number of sources.  

Noncompetitive proposals: Also known as sole-source procurement, this may be appropriate 

only when specific criteria are met. Examples include when an item is available only from one 

source, when a public emergency does not allow for the time of the competitive proposal process, 

when the federal awarding agency authorizes, or after a number of attempts at a competitive 

process, the competition is deemed inadequate.  

Conflict of Interest 

Employees of the Fulton Leadership Academy District are not automatically disqualified from submitting 

bids to advertised business opportunities/contracted services based on the fact that they are FLA 

employees. However, there are basic stipulations that apply to all vendors submitting for consideration 

including any FLA employee wishing to be considered- for a contracted event:  

• The vendor/employee must provide a current business license in the field/area being 

considered 

• The vendor/employee must provide proof of professional insurance for the services to be 

rendered 

• The performance of the contracted service must not be done on contract time and does not 

coincide/conflict with the terms of the original employment duties & responsibilities 

• The employee requesting consideration for the bid may not participate in any form or 

fashion in the selection, awarding, and/or administration of the contracted service 

• (This specific element in the Conflict of Interest would also include great consideration to 

others who may be involved in the same consideration for a contract. This element would 

complement the other definition of Conflict of Interest included in this Handbook that 
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relates to the personal relationships of those who may be involved/affected by the services 

to be provided). 

• Anyone who suspects a violation in the COI procedures should report to the immediate 

supervisor or the next above person in the chain of command 

Fulton Leadership Academy BOE policy for Purchases 

Expense Statements for Federal Funds 

 

How to fill out an Employee Expense Statement.  This form must be completed on-line and then 

printed.  The agenda for workshops or conferences must be signed by the participant and attached. 

• Fill out the employee information at the top of the expense statement. The form is located on the 

district shared drive accessible only on the network as the Employee Expense Statement. 

Employees could also visit the Chief Financial Officer office or the Federal Programs Director 

office to receive a hardcopy document.  You must complete all parts, ex., employee ID #, 

Headquarters, Auto License #.... 

• The date, departure time and arrival time must be completed for each day you are claiming travel. 

Identify the location of departure and arrival for each date. 

• One month per expense statement. 

 

Mileage- Mileage allowance is $0.575 per mile (January 1, 2020) from work location to 

workshop/conference and return. This rate is subject to change. Odometer readings and the vehicle 

license number are not required.  Parking fees at conference sites are reimbursable but require a receipt. 

 

Meals- Meals are reimbursed at $6.00 for breakfast, $7.00 for lunch, and $15.00 for dinner.  Travel 

regulations have been revised to allow a higher meal reimbursement for high cost areas in Georgia.  

Reimbursement in Chatham, Cobb, DeKalb, Fulton, Glynn, and Gwinnett counties will be $7.00 

breakfast, $9.00 for lunch, and $20.00 for dinner.  Must be gone for more than 12 hours and 50 miles 

to claim meals. 

 

Lunch-is not reimbursable t when: 

• The meal is included with the conference. 

Daily Rate for meals is 75% of 28 or 36 on the day of departure and return and the whole rate for 

days in between… a conference for example.  

 

Lodging- Lodging expenses may be reimbursed.  You are required to attach your hotel receipt to your 

expense statement.  When registering for lodging the employee should claim exemption from the 

local hotel sales tax.  The appropriate form is available from the Central Office in paper form.  Failure to 

submit the form at registration will result in the employee having to pay the hotel tax since it is not 

reimbursable. 

 

The fund code for the reimbursement will be added by the appropriate Director and signed by Chief 

Financial Officer. 

 

Check with the administrator authorizing the travel to ensure funds are available. 

 

Secure Approval 
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Your supervisor must sign the employee expense statement before it is submitted to the Federal Programs 

Director. 

 

Agenda must be attached to expense statement; Federal Funds (Title I, Title II) will not reimburse 

for meals if the meals are included as part of the conference registration. If the employee requires a 

special diet it is their responsibility to notify the conference of the special dietary needs. 

 

Timeline for Approval and Payment 

All expense statements should be submitted to the Federal Programs Director within 30 days of the 

time the expense incurred. When this time frame is followed, expense checks should be printed within 

15 days.  Expense statements received after 30 days may be declined for payment.  

 

*If an expense statement is not completed correctly, it will be returned to the employee.  

 

Professional Learning Stipends for Federal Funds 

1. The request for Stipend must be included as part of the Academy improvement plan. 

2. Teachers must complete the request for Professional Leave form and send to the Federal Programs 

Director at least 10 days prior to the professional learning activity. 

3. Once the professional learning activity is completed, the Principal sends the sign in sheets, agenda, 

and individual requests for stipend agreement to the Federal Programs Director. 

4. Principal will send a list of all participants and the amount due to each to the Federal Programs 

Director. 

5. Participants must complete a periodic certification sheet and attach it to the completed stipend 

agreement.   The Stipend agreement and individual periodic certification forms are located in the 

Federal Programs office.  

6. The LEA will follow the SBOE Rule 160-3-3-.04 

 

Memberships, subscriptions, and professional activity costs. 

(a) Costs of the non-Federal entity's membership in business, technical, and professional organizations are 

allowable. 

(b) Costs of the non-Federal entity's subscriptions to business, professional, and technical periodicals are 

allowable. 

(C) Costs of membership in any civic or community organization are allowable with prior approval by the 

Federal awarding agency or pass-through entity. 

(d) Costs of membership in any country club or social or dining club or organization are unallowable. 

(e) Costs of membership in organizations whose primary purpose is lobbying are unallowable. See also 

§200.450 Lobbying. 

Personal Activity Reports 

Split-funded personnel are required to maintain a time log delineating the specific Federal Programs and 

non-Federal Programs duties.  The format used is the time log form found on the GaDOE website. 



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  39 
 

Forms are signed monthly by the immediate supervisor of the staff member.  The Personal Activity 

Report (PAR) is completed after the end of each month and submitted to the immediate supervisor for 

review and signature.  Supporting documentation (source documentation) is attached to the time log.  This 

source documentation includes calendar entries, etc.  Signed forms are maintained in the Federal 

Programs office. 

Consultants, Contracts, Purchased Services for Federal Funds 

Contracts are required for all consultants and purchased contract services.  The Director of Federal 

Programs uses the website System for Award Management (SAM) for verification of potential 

contractors.  A value of “Yes” for Delinquent Federal Debt indicates the LEA cannot use federal funds to 

pay this entity for contracts/orders. 

Each contract contains the following:   

• Contracts are generated by Federal Programs Director 

• Specific duties are specifically spelled out for each contract.  

•  The person must also submit to be fingerprinted if they are working with scholars.  

•  The contract includes the number of hours to work and the rate of pay agreed upon by the 

consultant or contract service teacher. 

• Principals must submit the time logs based on the payroll deadlines from the Payroll Department. 

Each contract is signed by the following: 

• Contractor 

• Federal Programs Director 

• Superintendent 

Verification of Work 

Grant requirements state non-Federal entities are prohibited from contracting with or making sub-awards 

under covered transactions to parties that are suspended or debarred or whose principals are suspended or 

debarred. Covered transactions include those procurement contracts for goods and services awarded under 

a non-procurement transaction that are expected to equal or exceed $25,000. Fulton Leadership Academy 

District will utilize sam.gov to search vendors to check for suspended or debarred parties. FLA will also 

maintain documentation of the search in the Federal Programs and finance offices. The Federal Programs 

office staff will look at total cost for vendors on a monthly basis. If the totals over the course of the year 

exceed $25,000, EPLS will be utilized to search all vendors and documentation will be maintained. 

Contracts with consultants/vendors will be required to contain specific language on suspension and 

disbarment.  

System for Awards Management (SAM)  

Contracts are required for all consultants and purchased services. Agreements are entered into between 

the Fulton Leadership Academy District and the consultant. Each contract contains the following:  

• Contracts are generated.  

• Specific duties are specifically spelled out for each contract.  
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• The person must also submit to be fingerprinted if he/she is working with students.  

• The contract includes the number of hours to work and the rate of pay.  

Each contract is signed by the following:  

• Contractor  

• Superintendent  

• Federal Programs Director 

Verification of Work  

The Federal Programs Director provides oversight in ensuring that all contractors’ work is complete.  

Artifacts, daily sign in sheets, and completion of all workshops are kept on file in the Federal Programs 

office. 

The Federal Programs Director signs off on all invoices/ contracts prior to the issuance of payment for 

services. 

These contracts must be maintained and kept in the Federal Programs office. 

Periodic Certification 

Periodic certifications for all federal funded staff take place after-the-fact.  The process occurs twice a 

year.  The first one for the year takes place after December 30th and the second periodic certification takes 

place at the end of the Academy year after the last day of school.  All substitutes, tutors, child-care (for 

parental involvement meetings), stipends (payments for professional learning outside of the regular 

contract hours or putting together professional learning to enhance instruction for at-risk scholars and 

scholar learning) will also be required to sign an after-the-fact periodic certification twice a year.  The 

Federal Programs Director sends each administrator, at a Title I Academy, a group Periodic Certification 

form to be completed after December 30 and after the last day of school.    

Procedures for Substitutes for Federally Paid Staff to attend Professional Learning/Conferences 

1. Federally funded staff complete the Professional Leave Request form located on the district shared 

drive.  

2. The Professional Leave Request is submitted to the Federal Programs Director for review to 

ensure the requested activity is allowable and necessary based on the Academy-wide plan. The 

Professional Leave Request is then sent to the Principal for Curriculum and Instruction approval. 

3. The Chief Financial Officer at each Academy will have the federally funded substitute complete 

an individual Periodic Certification form after they have completed the day for the federally 

funded staff member. If a group of teachers attend professional learning a group certification form 

may be submitted. 

4. The Chief Financial Officer will send these periodic certification sheets to the Director of Federal 

Programs each month on the day payroll is due to the payroll office, along with individual payroll 

cards. 

5. Director of Federal Programs will verify that the substitute did work 100% of the instructional day 

for the federally funded teacher. This will be done with a cross reference of the monthly payroll 

time cards and periodic certifications.  
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Supplement Not Supplant 

Procedures 

Federal funded expenditures are supplemental to Academy’s’ budgets.  Personnel are in addition to the 

number required to meet maximum class size as determined by GADOE.  Federal funds are only used to 

supplement and, to the extent practical, increase the level of funds that would, in the absence of federal 

funds, be made available from non-federal sources for the education of scholars participating in federal 

programs.  Title I funds are not used to take the place (supplant) of local, state, or other federal funding 

and are not provided to participating Title I children when the same services are provided to non-Title I 

children with non-federal funds.  Conversations regarding supplement vs. supplant are held quite often 

throughout the year. The programs/activities provide supplemental services to programs that are required 

by federal, state, and local law.  Federal funds do not support programs that were paid with state or local 

funds unless there has been evidence of precipitous decline.  All Title I Principals are made aware of the 

supplement not supplant issue during the training that takes place during the summer months before 

Academy starts.  The Federal Programs Director reviews budget requests to ensure that supplanting is not 

taking place.   

Federal Programs uses the follow questions to ensure that programs are supplementing, not supplanting: 

Respond “NO” to the following questions: 

1. Would other monies from the state, local or other federal resources have been used to pay 

for the item or service? 

2. Was the item or services provided with non-federal funds in the previous year? 

3. Was the item or services provided to participating children with Title I funds (Title I 

Academy’s) and to non-participating children (non-Title I Academy’s) with non-federal 

funds. 

 

The final thought is:   IS IT A REASONABLE and NECESSARY EXPENSE! 

Beginning in FY19, the District will adhere to the formulas outlined in the annual Resource Allocation 

Method/Plan (RAM/P) to help avoid supplanting issues. The RAM/P is developed annually in a 

collaborative effort between the Federal Projects Director and the Finance Office. 

Comparability of Services (Title I) 

Procedure for Determining Title I Academy’s Comparability 

Comparability is achieved through the use of two forms of documentation:  the October FTE count for the 

current year and the payroll distribution report.  The state comparability report provided by the Georgia 

Department of Education is used to report the appropriate numbers to GADOE.  The total number of non-

federal employees that are to be included per payroll distribution codes are counted and placed in the 

comparability report also provided by Title I, which automatically calculates comparability.  The 

enrollment numbers submitted for comparability are from the October FTE count with the exclusion of 

prekindergarten enrollment.  Using the scholar/instructional staff ratios to compare the average number of 

scholars per instructional staff in each Title I Academy with the average number of scholars per 

instructional staff in non-Title I Academy’s, comparability is achieved when High Poverty Attendance 

Area Academy’s averages do not exceed 110 percent of the Low Poverty Attendance Area Academy’s.  

Included in the count are instructional teachers and support personnel, instructional paraprofessionals, 
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music, art, and physical education teachers, guidance counselors, speech therapists, media specialists, 

Academy social workers and psychologists.  No federally funded personnel or Prekindergarten personnel 

are included in the count; only state and local paid staffs are counted.  High Poverty Attendance Area 

Academy’s are compared to Low Poverty Attendance Area Academy’s.  Comparability will be 

determined and established by December 1 of each year.  

The LEA Comparability Report will be submitted to the Georgia Department of Education via the 

Web based Title I, Part A comparability application.  If the district is not comparable using the online 

application, the district will submit the Title I Comparability Report spreadsheet with supporting 

documentation to the Title I Area Specialist 

 

To document comparability, LEAs should use the Title I Comparability Report spreadsheet located 

under Worksheets on the Title I Web site at: http://www.gadoe.org/School-Improvement/Federal-

Programs/title-i/Pages/OtherResources.aspx 

Comparability Report Procedures 

1. Request CPI Report 12 and 13 (certified staff and non-certified staff) from Human Resources after 

the report has been submitted to GaDOE (usually in October).  This is source documentation and 

must be used for this report.  This report is found on the Consolidated Application.  Export the 

names of all staff and set-up spreadsheet to count all staff members at each individual Academy. 

2. Pull Oct FTE count from GaDOE website. 

3. Once the report is received, strike out or highlight everyone that is not 00. 

4. Count all staff not highlighted  

5. Count these numbers up.  Make sure to have an additional person double check these numbers. 

6. Be careful to examine the staff that are split-funded 

7. Go to GaDOE and pull up the latest forms for comparing Title I and Non-Title I Academy’s. 

8. Pull the Oct FTE report to fill out the signature page for the report. 

9. Do not count pre-K 

10. Submit for superintendent’s signature 

11. Submit to GaDOE area specialist electronically and put hard copy in mail to GaDOE as well. 

Compliance Timeline 

The district should collect the necessary data to 

demonstrate comparability as of the October 

full-time equivalent (FTE) count day.  Request 

this information from FTE Coordinator around 

the 1st week in November.  It is the October 

count. 

 

1st Week in November 

Title I Comparability Report form must be 

submitted annually to GaDOE no later than 

November 15th. 

November 15th 

If all Academy’s in the district are not 

comparable as of the October FTE, revise 

report 

No later than Dec 31st of the current year 

http://www.gadoe.org/School-Improvement/Federal-Programs/title-i/Pages/OtherResources.aspx
http://www.gadoe.org/School-Improvement/Federal-Programs/title-i/Pages/OtherResources.aspx
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Who to Include in Staff Count:   

Teachers 

Other personnel that provide direct instructional services including music, art, and physical education 

teachers, guidance counselors, speech therapists, media specialists, staff that provide support instruction 

such as Academy social workers and psychologists. 

Who Not to Include: 

Custodians, cafeteria personnel, Academy nurses, security personnel, prekindergarten teachers, 

prekindergarten paraprofessionals, secretaries, cafeteria and custodial workers and non-instructional 

paraprofessionals. 

Equipment and Real Property 
Inventory 

The designee selected by the Principal maintains inventory at the Academy level.  Inventory is 

documented in a spreadsheet that is updated each time equipment is purchased.  All federal program 

property is identified by permanent markings on the equipment that signify the funding source (Title I, 

Title II, Title III, Title IV Part A, Title VI, MV, Sp. Ed., Migrant, SIG, Perkins), FAIN number, and the 

fiscal year the equipment was purchased.  The database includes a description of the item, serial number, 

and vendor name, date of purchase, funding (Title I, Title II, MV, Title III, Title IV Part A, Title VI, Sp. 

Ed., Migrant, SIG, and Perkins), cost, equipment location, and current condition. In the event equipment 

needs to be repaired or replaced, a notation is placed on the inventory stating where the equipment is 

taken for repair or an equipment disposition form is attached to the inventory.  Academy personnel must 

annually verify the location and condition of the equipment.  Each item must be checked/noted on the 

inventory record specifically for condition and location.  Principals attest that the equipment is as 

identified on the inventory record submitted to the Federal Programs Director.  Technology personnel 

help determine the condition of equipment.  When a piece of equipment needs to be disposed of, disposal 

forms are completed and kept on file.  Disposal occurs according to the Fulton Leadership Academy 

District disposal procedures.  Hard and electronic copies of the inventories are filed with the Federal 

Programs Director.  The Federal Programs Director conducts onsite monitoring of inventory at least twice 

a year. 

Use of Equipment 

Each Academy receives the Using Title I Equipment information provided by the Department of 

Education and the information provided within the document is discussed with Principals and the 

Technology Director during the summer leadership meetings, who manages the actual disposition of 

equipment and to attest to validity.   Principals sign and date Inventory of Title I and other federal 

program Equipment. 

Method for Documenting Use in Building 

Any equipment purchased with Title I, Part A funds must be reasonable and necessary to implement a 

properly designed program for participants.  However, under some circumstances, equipment purchased 
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as part of a properly designed Part A program may, without constituting an improper expenditure, be used 

on a less than full-time basis.  That equipment could be made available for other educational uses without 

interfering with its use in the Part A program.  Equipment could be used on other projects or programs 

currently or previously supported by the Federal Government, “providing such use will not interfere with 

the work on the projects or programs for which it was originally acquired.”  

LEAs should be judicious in applying these standards.  Absent actual evidence to the contrary, the 

standards will have been presumed to be met and the use of Part A equipment in non-Part A activities is 

proper if use does not exceed 10 percent of the time the equipment is used in Part A activities.  However, 

use above that amount in non-Part A activities is not necessarily improper if the standards are met on a 

case-by-case basis.  The use of Title I equipment in Targeted Assistance Program Academy’s in non-Title 

I activities on a part-time basis must be done in a manner that protects the integrity of the equipment as a 

Title I expenditure.  Accordingly, the LEA must ensure and document that 

• The Title I equipment is part of a project that has been properly designed to meet the special 

educational needs of educationally deprived children. 

• The equipment purchased with Title I funds is reasonable and necessary to operate the LEA’s 

Title I project without regard to any use in non-Title I activities;  

• The project has been designed to make maximum appropriate use of the equipment for Title I 

purposes; and 

• The use of the equipment in non-Title I activities does not decrease the quality or effectiveness 

of the Title I services provided to Title I children with the equipment, increase the cost of 

using the equipment for providing those services, or result in exclusion of Title I children who 

otherwise would have been able to use the equipment.  

 

In the absence of evidence to the contrary, it will be presumed that these standards have been met and that 

use of Title I activities is proper if that use does not exceed 10 percent of the time the equipment is used in 

Title I activities, provided the equipment is not needed in the Title I program.  Permissive use of the 

equipment for one period of the day is allowable, if it is not needed by Title I.  Before and after Academy 

use is acceptable if Title I does not need the equipment.  Care should be taken that the equipment is 

properly supervised, that use will not affect the integrity of the equipment that the Title I program is not 

compromised, and that users will assume all responsibility for any and all damage to the equipment 

All Academy’s are required to label all federal programs equipment. When feasible, all Title I equipment 

is to remain in the Title I teacher classrooms.  All Title I equipment placed in the media center must be 

kept in a separate area, labeled, and a checkout ledger must be maintained. 

All equipment purchased with federal funds are inventoried annually.  A report is filed in the Federal 

Programs office.  Inventory includes the dates of the inventory, person conducting the inventory, serial 

numbers when appropriate, location of inventory, status of the inventory and additional information as 

needed. Equipment is labeled with the Federal program area and fiscal year (ex. TI FY16) 
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Fulton Leadership Academy District Equipment Disposition Procedure 

Technology Equipment Disposal: 

Fulton Leadership Academy does have federal programs technology. The technology department does not 

support any computer operation of Windows 98 or later.  The technology will recycle or dispose of 

equipment once it is deemed no longer operational. This could include damage, hardware failure, and/or 

lost/stolen.  

Currently, there are two opportunities to dispose of technology that is out of date or no longer operational.  

Twice a year, the technology department offers an opportunity to FLA and its’ departments to dispose of 

equipment:  Fall and spring. 

• The appropriate Technology Disposal Form (located on the Intra-district forms page) should be 

completed and a copy sent to the Federal Programs Director. 

•  The inventory spreadsheet will need to be corrected, printed, signed, and dated by the Principal.   

• A copy will be sent to the Federal Programs office. 

At the designated time, the outdated technology is brought to a predetermined location to be recycled.  

Technology will work with a company, not yet identified, to dispose of and recycle all equipment.  At that 

time, the vendor determines whichever is most appropriate for the equipment. 

FLA is required to format the computers to remove all data.  A procedure for formatting is provided to 

FLA that all sensitive date is removed properly. 

Currently, FLA system does not receive any money for the recycle or disposal of equipment. 

In the event Federal Programs equipment or technology is stolen the following procedure will be 

followed: 

1.  File an incident report with the local arresting agency identified as East Point 

Police Department. 

2. Attach the incident report to the Technology Disposal Form and send to the Federal 

Programs Director’s office. 
3. Make corrections to the Federal Programs inventory. 

4. Send the updated inventory to the Federal Programs office.  The Principal must 

sign and date the inventory spreadsheet. 

Use of Title I Equipment with Compensation 

FLA has options to increase flexibility in the use of Title I equipment in Targeted Assistance Programs in 

non-Title I activities.  The LEA may either assess a user fee or share costs through joint purchases.  When 

a LEA purchases equipment with Title I, Part A funds, for example, it may share the cost with other 

Federal, State, or local programs that will also make use of the equipment on a proportional basis.  When 

the LEA use of Title I equipment exceeds the time permitted for non-Title I use without compensation, a 

fee should be assessed.  Care must be taken when determining a reasonable and fair assessment.  The 
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supplement not supplant provision of the regulations must be considered.  This affects programmatic use 

of the equipment in that whatever is provided with state and local funds for children who do not 

participate in Title I must also be available to children who do participate in the Title I program.  Then 

Title I can provide as much supplemental effort as is needed.   Additionally, a LEA may take into 

consideration, when it decides its equipment needs under Part A, whether other equipment--i.e., LEA-

funded adult education equipment used at night--would be available for Part A use during the day.  
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Technology Equipment Disposal Request 

This form is used to dispose of technology equipment that is property of Fulton Leadership Academy 

District 

 

Computer:___________________Printer:__________________Other:____________________ 

Description:___________________________________________________________________ 

Make/Model:_________________________________________________________________ 

Serial Number:________________________________________________________________ 

Fulton Leadership Academy Inventory Control #:_____________________________________ 

Original Funding Source if known:________________________________________________ 

Reason for Request:___________________________________________________________ 

Current Location:_____________________________________________________________ 

 

 

 

To be completed by Technology Staff: 

Condition:__________________________________________________________________ 

Recommendation:__________Relocation:__________Dismantle:_________Declare Surplus 

 

_____________________________ 

Lead Technology Assistant 

 

____________________________ 

Technology Director 
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Cash Management 
The Chief Financial Officer administers the drawdowns. 

All grants are divided by 12 months. 

Drawdowns are done monthly.  This is an acceptable practice to our financial auditors. 

Financial services are very careful to draw down these funds based on actual expenditure needs. 

The Chief Financial Officer reconciles the bank statements. 

The Finance Committee performs periodic review of the general ledger. 

There is no cash involved as all drawdowns are directly deposited into our bank account. 

All reporting documentation is kept in the Finance Department.  It is always available for review.  

Director of Federal Programs meets with Finance Director quarterly to discuss timely drawdowns. 

Reporting 

Procedures for Completion Reports 

Copy of the completion report for the previous fiscal year will be kept on file in the Director of Federal 

Programs office and in the Finance Department. 

Accounting records to support the results of outlays (expenditures indicated in the completion report will 

be kept on file in the Title I office and Finance Department). 

Copies of expenditure (cumulative through) reports for the respective quarter for total expenditures 

reported to GaDOE will be kept on file in the Director of Federal Programs office and Finance 

Department. 

Federal Programs Director will run budget summary and detailed expenditure reports for all federal 

program’s funds. 

Federal Programs Director gives budget summary reports to each administrator/Academy at monthly 

Principal’s meeting. 

Records Retention 

The Director of Federal Programs is responsible for the maintenance and security of all federal records 

and follows the Educational Records Retention (2011).  A copy is located at the end of the handbook. 

 

Disaster Recovery 

Financial Data Redundancy 

• Financial software provider supplies 3rd party backup solution, “Gemini”. 

• Gemini backups to an offsite company named eFoldering daily at 6:00a.m. 



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  49 
 

• Backups are Full Data Backups generated daily. 

• Backups are compressed in 7z Archive and encrypted with AES-256 

• In event of disaster, both physical and virtual server solutions are available for quick recovery. 

Scholar Records 

• Scholar records have a daily backup schedule to both on and off-site locations. 

• In event of disaster, both physical and virtual server solutions are available for quick recovery. 
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Personally Identifiable Information (PII) 

The LEA only accesses PII when it has a need to know for the information as it relates to official duties.   

The procedures are based on guidance from the Handbook for Safeguarding Sensitive Personally 

Identifiable Information (March, 2012; Homeland Security)  

1. Never leave Sensitive PII in hard copy unattended and unsecured. Physically secure Sensitive PII (e.g., 

in a locked drawer, cabinet, desk, or safe) when not in use or not otherwise under the control of a person 

with a need to know. Sensitive PII may be stored in a space where access control measures are employed 

to prevent unauthorized access by members of the public or other persons without a need to know (e.g., a 

locked room or floor, or other space where access is controlled). 

2.  Try not to send Sensitive PII using a fax machine. If possible, scan and then encrypt the document(s) 

and email it. If the information must be sent by fax, do not send Sensitive PII to a fax machine without 

contacting the recipient to arrange for its receipt. You can email Sensitive PII without protection if the 

recipient’s need for the information is related to his or her official duties. However, if you have any doubt 

about that, or to ensure protection, the HR Department recommends that you password-protect Sensitive 

PII when it is emailed within the system, or redact the Sensitive PII before email or print it. 

3. District must report all privacy incidents, whether suspected or confirmed, to the Human Resource 

Director immediately.  

4. Adhere to SBOE Code IDDF (8) 

5. Follow retention and disposal policies for Sensitive PII  

Services for Homeless Children and Youth 
Fulton Leadership Academy’s District Homeless Liaison, Title I Programs Director and Homeless 

Coordinator, meet, at minimum, yearly with Academy personnel to discuss the requirements of the 

McKinney-Vento Homeless Education Act.  Among the topics discussed are the transportation 

requirement for Academy of origin and the definition of and services for scholars identified as homeless.  

The Homeless Coordinator supervises and works very closely with the Academy guidance counselors and 

Transportation Director to assure scholars receive the services they need.  She provides new or additional 

posters and assures these are placed where parents can readily see them.     

Program Procedures 

• The district is responsible for identifying a Homeless Liaison and ensuring that the position is 

listed on the district’s organization chart.  This position is housed in the Federal Programs 

Department.  The position of Homeless Coordinator will be funded through the McKinney-Vento 

Grant. 

• Homeless scholars will be identified based on the definition prescribed by McKinney-Vento 

Homeless Assistance Act and via a numeric code in the district’s scholar information system.  All 

staff in the district to include bus drivers, Principals, central staff, etc. will be trained in the 

identification and recruitment of homeless scholars. 
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• Homeless Liaison or Coordinator will provide annual training for all district level and Academy 

staff having contact with homeless scholars. 

• All Principals will receive annual training on the identification and needs of homeless scholars. 

• All Academy’s will display flyers, brochures, and posters that identify the Homeless Liaison or 

Coordinator contact information 

• Services for homeless scholars (tutoring, etc.) will be evaluated based on scholar academic 

achievement. 

Services for Neglected and Delinquent Children (Neglected set-aside) 
The Title I Programs Director will work directly with all staff to ensure that scholars are receiving the 

services needed. Meeting minutes, agendas, collaborative planning, emails, phone logs will be maintained 

by the headmaster and Federal Programs Director. 

 

All staff will be trained annually on Neglected and Delinquent information. 

 

Prevention and Intervention Programs for Children Who Are Neglected, Delinquent, or At-Risk 

 

The district does have a state N&D facility at this time.  Please refer to previous Section 20 for more 

information. 

Title II, Part A - Teacher and Paraprofessional Qualifications 
 

Purpose 

The goal of the Title II-A program is for each Academy to have a teaching staff that is highly qualified 

and effective in helping all scholars, regardless of individual learning needs, achieve challenging state 

content and academic achievement standards. A secondary goal is for every scholar to have an equitable 

opportunity to receive quality instruction in terms of teacher quality, teacher experience, and class size. 

 

Equity Belief Statement 

The Fulton Leadership Academy District believes all scholars should have equitable access to quality 

instruction. The Fulton Leadership Academy District strives to recruit, prepare, train and support high-

quality teachers, paraprofessionals and leaders in our Academy system. We are also focused on 

developing Academy and district level improvement plans with measurable objectives that will ensure 

that all teachers teaching core academic subjects are and remain highly qualified. 

 

Annual Needs Assessment Process 

The Fulton Leadership Academy District conducts its annual needs assessment in the spring of each year. 

The survey is open to all administrators, teachers, and paraprofessionals and addresses the following 

equity components: highly qualified status of teachers and paraprofessionals, scholar access to 

experienced and effective teachers and leaders, teacher ability to meet the diverse needs of scholars, 

scholar access to comparable class sizes, and the retention and recruitment of highly qualified and 

effective teachers and leaders. In addition, input on areas in need of improvement is solicited from 

Academy and district leaders by email and during monthly Administrative meetings. Feedback is also 

solicited from parents during the annual Title I meeting, monthly Academy council meetings, public 

community forums. Information gathered from these various sources is discussed and decisions made on 

areas of focus by district leaders at Administrative meetings. 
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Equity Plan 

The Fulton Leadership Academy District Equity Plan for Title II-A is revised each May/June using needs 

assessment survey and other forms of current data. The Equity Plan serves as the plan detailing 

professional learning and effective equitable practices among teachers. Department Directors, Academy 

and system leaders, as well as, community and parent stakeholders are involved in the revision process. 

As the Equity Plan is revised, it is shared with elementary, middle, and high Academy leadership teams. 

Principals seek input from Academy council members (administrative staff, teachers, community business 

partners, and parents) and then give feedback for revisions. Meeting agendas and sign-in sheets will be 

maintained as evidence and documentation of stakeholder involvement in the revision process. 

 

Prioritization of Needs 

Internal and external stakeholders are involved in the planning process by assisting with the prioritizing of 

needs. Prioritization of needs is accomplished by analyzing the percentage of responses to various 

questions on the annual needs’ assessment. In addition, prioritization is discussed with stakeholders 

during meetings. The district Administration Teams, consisting of the Superintendent, District Directors, 

and Principals, discusses information gathered from various data sources. The Administrative Team then 

combines the feedback from various stakeholders and creates a final prioritized list of needs. 

 

Authorized Use of Funds 

Title II funds can be used for recruitment, retention, professional development, and class size reduction. 

Title II-A funds must be used to supplement, and not supplant, non-Federal funds that would otherwise be 

used for activities authorized under Title II-A. It is presumed supplanting has occurred in the following 

circumstances: 

• Title II-A funds for services that are required under other federal, state, or local laws 

• Title II-A funds for services provided with non-Title II-A funds in the previous year. 

 

Expenditures of Title II-A funds must be necessary to implement an activity designed to meet one or more 

of the annual prioritized needs, reasonable in cost and allocable to the Title II-A program. 

 

Professional Learning 

 

Professional Learning (PL) must be of high quality, scientifically research based, sustained, intensive, and 

classroom-focused in order to have a positive and lasting impact on classroom instruction and the 
teacher’s performance in the classroom and are not 1-day or short-term workshops or conferences. It must 

also address one or more of the annual LEA prioritized needs and be included in the Academy 

improvement plan (SIP). Finally, professional learning must focus on increasing the ability of the 

teaching staff to help all scholars achieve high academic standards, or the Academy administrative staff to 

lead their Academy’s’ efforts to increase scholar academic achievement. All teachers should plan to 

attend at least one high quality professional learning activity.  Teachers requesting Title IIA funding for 

Professional Learning must submit the scientific basis for the training or evidence of program success 

resulting in increased student achievement as part of the requested package. The district verifies this by 

maintaining a professional learning spreadsheet in the office of the Director of Curriculum and Instruction 

and in the employee’s HR file.  The spreadsheet is an alphabetical list of all staff by Academy.  The name 

of the course, the research justification for the course, date, time, and funding source for PL must be 

included in the funding request. The Principal of each Academy will sign a verification form to indicate 

they have assured at least one high quality, research based professional learning opportunity.  The district 

will use the verification forms to determine if all staff have attended at least one high quality, research 

based professional learning opportunity.  
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In-Field Teachers 

The Fulton Leadership Academy District systematically monitors the Infield status of its teachers and, at 

the time of hire, a written remediation plan is created for each teacher who does not hold a valid clear 

renewable certificate or that is not highly qualified. The plan is monitored and supported with Title II-A 

funds. In compliance with NCLB, Section 2141, the Fulton Leadership Academy District requires that the 

Principal and the HR Director have a remediation plan and monitoring log in place for all new hires, 

teachers who do not hold a valid, clear renewable certificate and non-Infield teachers at the Academy. 

These logs must be kept on file for periodic review. The logs must include a Statement of Progress, 

documentation of scheduled GACE, schedule for relevant course work/training, and documentation 

showing completion of course work. A copy of the log is kept on file in the HR department. 

Procedures for Monitoring Infield Status 

At the beginning of each year and when preparing set asides for the consolidated application, the Director 

of Federal Programs contacts the HR Department to obtain information regarding the status of highly 

qualified teachers.  This information is then used to determine the professional learning set aside amount 

to help teachers achieve Infield status.  A request for lesser amounts is typically submitted on the 

consolidated application.  All teachers who are paid with Title I funds are required to meet INFIELD 

status.   AT FLA, all staff paid from federal funds must be highly qualified. 100% of the paraprofessionals 

will meet Infield status or be submitted for exemption.   Teachers who are not considered highly qualified 

or possess a Non-Renewable Certificate complete a Remediation Plan and follow the Academy’s 

Remediation Plan.   A spreadsheet is maintained and monitored by the HR Director that provides detailed 

information regarding the state requirements needed to either become Infield in a particular field of study 

or to convert a certificate to a Clear Renewable status.  Teachers meet with the HR Director meet 

quarterly to assess where they are in the certification process. 

 

 

Recruitment, Placement, and Retention of Highly Qualified, Effective Teachers and 

Leaders 

The district leadership team discusses the recruitment, placement, and retention of highly qualified, 

effective teachers and leaders during monthly meetings as necessary. The topic is also discussed, as part 

of a review of data from the system annual needs assessment during the system leadership retreat held 

annually. The Human Resources Director uses the Infield Principal webinar developed by the state to 

provide additional training.  The System and Academy goals are then created or adjusted for the next 
Academy year. 

 

Recruitment 

Fulton Leadership Academy District believes getting the right people to fill positions is the most critical 

HR management function undertaken. Fulton Leadership Academy is committed to finding motivated and 

qualified employees with diverse backgrounds to help achieve its purpose and goals. The recruitment 

process begins by defining the job, seeking a pool of qualified individuals, selecting the best individual 

for the position and finally orienting and inducting the individual to the position and the district. 

 

Teacher Experience and Effectiveness Equity 

Teacher effectiveness is measured using TKES walk through (informal) and final (formal) evaluations.  

Identified inequities in teacher experience will be addressed at the Academy and classroom level by re-

assigning personnel and scholars as necessary to ensure that all scholars have equitable access to 

experienced teachers.  
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Fulton Leadership Academy District works diligently to implement and maintain effective teacher hiring 

assignment and placement practices.  The following is summary of the district’s process and rationale for 

assignments. 

 

Fulton Leadership Academy believes that it is important for all scholars to benefit from highly qualified 

and experienced teachers.  We are aware of the research that states Academies with a higher congregation 

of newer or novice teachers tend to have a weaker teaching force, especially in more at-risk Academy 

environments.  In addition, we want to ensure our novice teachers have an experienced staff to support 

them as quality role models demonstrating effective teaching strategies and practices.  

 

Each year, Fulton Leadership Academy District will conduct a personnel audit.  This audit is conducted 

by the HR Director, Director of Federal Programs, Director of Special Education, the Instructional Coach, 

and the Principal.  The audit is a process of monitoring the experience level, highly qualified or clear 

renewable certificate status, poverty level, population trends, and individual Academy needs.  This 

information is used to determine how many teachers are needed for each program, whether teachers need 

to be transferred due to Academy needs, increased or decreased enrollment, congregation of too many 

new/novice teachers, and possible additions of new programs at Academy’s.  As new teachers are hired 

during the spring, all the above information is taken into consideration before assignments and placements 

are made.  

 

Retention 

Over the past few years, the teacher retention rate has been moderately stable.  Approximately five 

percent of the teaching staff is replaced due to attrition. Teacher retention is analyzed annually to 

determine if a section of the Academy may be experiencing a high teacher turnover.  The Faculty, Staff, 

and Administrators Survey and exit survey are designed to gather information from teachers and other 

supporting staff in retention. 

 

A system wide New Teacher Induction Program is implemented prior to the beginning of the Academy 

year. New teachers attend a two-day session of purposeful break-out sessions conducted by support staff. 

Special Education teachers attend additional training as needed. 

 

The Instructional Coach develops and implements an on-going orientation and induction program for new 

teachers assigned to their Academy. 

 

Class Size Equity 

The LEA will address inequities in class size across and within Academy’s by re-assigning scholars 

and/or teachers as necessary to achieve equity.  

 

 

Meeting the Diverse Needs of Scholars 

Academy administrators conduct focus walks through as part of a system initiative to ensure that all 

classrooms follow the guidelines of standards-based classroom. One of the items on the walk-through 

checklist is the use of differentiation to meet the diverse needs of scholars. The data from each walk 

through is compiled and examined by the system’s Academic Committee, then used to plan professional 

learning initiatives. 

 

Class Size Reduction 
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Currently, Fulton Leadership Academy District does not use Title II funds for a Class Size Reduction (CSR) 

teacher.  In the event this becomes an identified need, the district will follow the procedure for completing 

the CSR worksheet located on the Title II, Part A website.  This worksheet will be submitted to the Title II, 

Part A Program Specialist assigned to FLA for his/her approval.   Once approved, the budget will include 

the salary and benefits for the teacher.  Careful observation and scholar academic achievement data will be 

maintained for effectiveness documentation. 

Procedures for Principal’s Attestations/Certifications 

The Federal Programs office will prepare a memorandum requesting Principals sign the attestation forms 

for all federally funded staff. Forms will be signed at the end of December and at the end May and 

submitted directly to the Federal Programs office. This information will be maintained in the Federal 

Programs office. A copy will be given to the Human Resources Department.  The Federal Programs 

Department will follow up with any Academy who has questions or concerns.  

 

Procedures for Hiring Instructional Paraprofessionals 

Paraprofessional vacancies are posted on the webpage for Fulton Leadership Academy District.  A job 

description is included. Paraprofessional Education Requirements are listed, including: 

• Do you currently hold paraprofessional certification? 

• or, Do you have a minimum of an Associate’s Degree or higher in any subject? 

• or, Have you successfully completed a minimum of 60 semester hours or 90 quarter hours of 

college coursework? 

• or, Do you have a minimum of a high Academy diploma or GED, AND a passing score on the 

GACE (Georgia Assessments for the Certification of Educators) Paraprofessional Assessment? 

• or, Do you have a minimum of a high Academy diploma or GED, and understand that you must 

take and pass the GACE paraprofessional Assessment to be eligible for a Georgia Paraprofessional 

Certificate. 

This ensures that the applicants have met the minimum qualifications to be Highly Qualified. 

 

Highly qualified applicants are then eligible to interview with Principals. Principals make 

recommendations to Human Resources, and recommended candidates are fingerprinted and complete 

other employment paperwork. All paraprofessionals must meet Infield to be recommended for a position 

with Fulton Leadership Academy. 

 

In-service training for Instructional Paraprofessionals 

1. Principals will annually train federally funded Instructional Paraprofessionals on best practices. 

2. A signed schedule documenting the paraprofessional is under the direct supervision of a certified 

teacher must be submitted to the Federal Programs office by the second week of Academy. 

Procedures for Parent Notification of Non-Infield 

 

Principals will adhere to parent notification requirements for non-Infield staff. Copies of the parent letters 

will be given to the Federal Programs Director. 
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Title II, Inventory 
Inventory 

The designee selected by the Principal maintains inventory at the Academy level.  Inventory is 

documented in a spreadsheet that is updated each time equipment is purchased.  All federal program 

property is identified by permanent markings on the equipment that signify the funding source (Title I, 

Title II, Title III, Title IV Part A, Title VI, MV, Sp. Ed., Migrant, SIG, Perkins), FAIN number, and the 

fiscal year the equipment was purchased.  The database includes a description of the item, serial number, 

and vendor name, date of purchase, funding (Title I, Title II, MV, Title III, Title IV Part A, Title VI, Sp. 

Ed., Migrant, SIG, and Perkins), cost, equipment location, and current condition. In the event equipment 

needs to be repaired or replaced, a notation is placed on the inventory stating where the equipment is 

taken for repair or an equipment disposition form is attached to the inventory.  Academy personnel must 

annually verify the location and condition of the equipment.  Each item must be checked/noted on the 

inventory record specifically for condition and location.  Principals attest that the equipment is as 

identified on the inventory record submitted to the Federal Programs Director.  Technology personnel 

help determine the condition of equipment.  When a piece of equipment needs to be disposed of, disposal 

forms are completed and kept on file.  Disposal occurs according to the Fulton Leadership Academy 

District disposal procedures.  Hard and electronic copies of the inventories are filed with the Federal 

Programs Director.  The Federal Programs Director conducts onsite monitoring of inventory at least twice 

a year. 

Use of Equipment 

Each Academy receives the Using Title I Equipment information provided by the Department of 

Education and the information provided within the document is discussed with Principals and the 

Technology Director at summer seminar, who manages the actual disposition of equipment and to attest 

to validity.   Principals sign and date Inventory of Title II Equipment. 
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FULTON LEADERSHIP Academy District 

Title II, Part A Professional Learning Verification Form 

 

 

 

I, __________________________________, Principal of ____________________ 

assure that all staff currently employed in the above said Academy have attended at least one high 

quality professional learning activity.  The individual spreadsheet for my Academy is maintained in 

the office of the Asst. Superintendent of Curriculum and Instruction.  

 

 

_________________________________ ____________________________________ 

Principal’s Signature                   Date 

 

 

 

 

 

 

Please print, sign, date, and return to the Director of Federal Programs during the post-planning.  
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FULTON LEADERSHIP Academy District 

Title II, Part A Teacher Experience and Effectiveness Verification Form 

 

 

My signature assures scholars have equitable access to experienced and effective teachers and are not 

assigned to an inexperienced and/or ineffective teacher two years in a row.  

 

 

_________________________________   ______________________ 

Director of Curriculum and Instruction Signature                Date 

 

 

 

 

 

 

Please print, sign, date, and return to the Director of Federal Programs during the pre-planning. 
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Fulton Leadership Academy District 

Non-Infield Teacher Certification 

Title II, Part A Remediation Plan  

 

 

 

Educator:  

  Certification 

I.D.: 

 

 

 

Academy:  

   

Assignment: 

   

 

A.  GOAL: To become fully certified and/or Infield in:     

Notice: Failure to meet the above goal may possibly result in non-renewal of your employment 

contract for the upcoming Academy year.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

 

B.  Infield ROUTES TO CERTIFICATION OPTIONS 

 

The above named teacher will meet highly qualified status by accomplishing the following:  

(Please check all that applies to you.) 

 

  1. I will become highly qualified by completing the following GACE Assessment(s).   

  

Assessment Name Test Code(s) Test Date(s) Results (Office Use 

Only) 

    

   Pass     /     Fail 

   Pass     /     Fail 

FY: 2019-2020 
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  2.  I am a special education teacher currently completing the Georgia HOUSSE Rubric “High 

Objective Uniform   State Standard of Evaluation” - (effective Fall 2006, the HOUSSE is available 

for a small number of multi-subject special education teachers, returning retired teachers, and 

teachers holding Life certificates only. 

 

  3.  I am requesting a transfer to a position for which I am highly qualified to teach. 

  4.  I did not teach in the content area that is reflecting a non-Infield status.  Please check the database 

for an error. 

  5.  I am a special education teacher working in the capacity of the above listed subject using an 

inclusion or collaborative model. 

  6.  I need to take and pass an Exceptional Child Course or Computer competency as part of 

Georgia’s special requirements.  

  7.  Completion of an Approved Program (Please select one.) 

• Enrolled in an Approved Teacher Preparation Program / Approved Certification Program 

in the field of: 

o   

• Program/College:  GATAPP –    

• Expected Completion Date:    

 

 

Employee Statement and Signature: 

I understand that the No Child Left Behind (NCLB) Act requires me to meet highly qualified status in each 

subject area for which I am the teacher of record.  I also understand that I must make progress in achieving 

Infield status, unless it is an Academy site scheduling issue that is creating the non-highly qualified status. 

____________________________________________           ________________________ 

Teacher Signature        Date 

 

____________________________________________   ________________________ 

Principal Signature      Date 

 

___________________________________________________  ________________________ 

HR Director Signature       Date 
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Fulton Leadership Academy District 

Process for Monitoring the Remediation Plans of 

 Non-Infield Teachers 

 

Timeline Action Resource(s) 

At Time of Hire 

and/or Assignment 

Create an Individual Remediation 

Plan/Spreadsheet for each employee that 

outlines the special Georgia requirements 

completed and the requirements needed in 

order for them to convert their certificates 

to the clear renewable status 

Maintained in a Human Resources 

File.  Issued to and completed by the 

Principal and Non-Highly Qualified 

Teacher at the hire date (teachers 

possessing Non-Renewable 

Certificates—NT, Waivers, etc.).  

Requested and completed by the 

Principal and the Teacher who is 

assigned to a Non-Highly Qualified 

class at the time of the assignment. 

First Month of 

Academy 

Review Highly Qualified Files in order to 

determine the teachers possessing non-

renewable certificates 

Human Resources Department/File 

First Month of 

Academy 

Collaborate with Assistant Superintendent 

in order to determine the Non-Highly 

Qualified New Hires if applicable 

Human Resources Department/File 

First Month of 

Academy 

Generate a spreadsheet that includes a list 

of teachers with provisional certificates 

(non-renewable) 

Payroll Department Database/AS400 

First Month of 

Academy 

Contact all teachers possessing non-

renewable certificates in order to 

determine their status towards converting 

to clear-renewable certificates 

Via E-Mail 

First Month of 

Academy 

Update/Create a spreadsheet that contains 

all Non-Highly Qualified Teachers that 

contains the following information (based 

upon correspondences/documents 

received from above email): 

• The number of year(s) possessing 

a non-renewable certificate 

• The beginning validity date of the 

teaching certificate 

• The ending validity date of the 

teaching certificate 

• The need of regency 

• The need of content knowledge 

assessment (GACE) 

• The need of HB 671 

• The need of an approved program 

• The certification route taken by the 

Non-Highly qualified teacher 

Human Resources File 
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• The expected date of 

completion/graduation from an 

approved program 

 

End of September Meet with each Principal and Non-Highly 

Qualified Teacher in order to discuss the 

current status towards conversion, review 

the remediation plan, and sign the Fulton 

Leadership Agreement for Conversion to 

Clear Renewable Certification (this 

agreement includes the Remediation 

Plan).  The Agreement includes the 

following components that has to be 

initialed by each non-renewable certificate 

holder: 

 

_____ Title IIA Guidelines specifically 

state a teacher teaching on a non-

renewable teaching certificate is 

considered highly qualified for 

ONLY three years regardless of the 

five-year validity period of the 

certificate. I fully understand and 

agree to complete all requirements 

for initial teacher certification in 

Georgia by April 1 of the third 

Academy year of employment.  

_____ I understand that I will receive a 

memo (RE: Teachers Holding Non-

Renewable Certification) in 

January of each year until 

conversion to clear renewable 

certification. I fully understand I 

must respond by submitting all 

documentation / information as 

required by the memo. 

_____ I understand that if I enroll in online 

out-of-state institutions, it is my 

responsibility to ensure: 1) the 

Georgia Professional Standards 

Commission (GAPSC) recognizes 

the online institution, 2) the 

program will result in initial teacher 

Representatives from the Fulton 

Leadership Human Resources 

Department travel to each Academy 

site to review the Human Resources 

File , discuss remediation plan, and 

secure signatures for the agreement 
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certification, 3) the GAPSC has 

reciprocity with the state in which 

the initial certification will be 

received, and 4) completion of all 

Special Georgia Requirements by 

the April 1 deadline. 

Beginning of January Send memorandum w/an attachment 

(Report of Adequate Progress) to teachers 

holding non-renewable certificates further 

explaining the guidelines of the No Child 

Left Behind Act and reiterating the three 

years to convert their certificates in order 

to be considered highly qualified.  The 

Report of Adequate Progress includes the 

following information: 

• Status of taking and passing the 

appropriate content test—if 

applicable 

• Status of enrollment in a 

college/university/or institution to 

seek initial certification—if 

applicable 

• Status of participation in a one-

year supervised program with 

RESA—if applicable 

• Status of participation in the TAPP 

two-year program—if applicable 

• Status of enrollment in an online 

out of state institution—if 

applicable 

• An opportunity for them to list 

other requirements of the Georgia 

Professionals Standards 

Commission that have not been 

met as of the specified date 

 

Memo sent by the Human Resources 

Department 

Beginning of January Send Revised Remediation Plan to 

teachers with provisional certificates and 

teachers who are teaching out of field. 

Remediation Plan attached to Memo 

(Report of Adequate Progress)—

Human Resources Department 

Beginning of March 

 

Prior to the 

Superintendent 

recommending 

Certified Staff to the 

Fulton Leadership 

Board of Education 

End of the year review to determine the 

current status towards converting and 

review of determining teachers eligible of 

being non-renewed for the next Academy 

year for failure to convert the certificate 

within the allotted three-year timeframe in 

order to be considered highly qualified 

Collaboration among the Human 

Resources Department, Principal, and 

Non-Highly Qualified Teacher. 
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(See attached 

Schedule of Personnel 

Actions) 

Prior to Deadline for 

issuing contracts 

(Attached to contracts) 

Memorandum attached to contracts 

referencing the No Child Left Behind Act.  

The memo states that the contract is 

contingent upon each employee securing 

and continuing to hold appropriate 

certification 

Memo Distributed to all Teachers (To 

include Non-Highly Qualified Teachers) 

receiving a contract for the following 

academic Academy year. 
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Report of Adequate Progress 

Teachers Holding Non-Renewable Certificates 

Please complete the criteria as listed below.  Provide a copy of the Memo and your completed Report of 

Adequate Progress to your Principal, Director of Human Resources, and maintain a copy for your 

reference. 

 

1. Have you taken and passed the appropriate content test?     Yes           No  

        If no, please state the date you are registered to take the  

       test and attach a copy of your registration form. 

 

2. Are you enrolled in a college / university / or institution to seek                  Yes           No 

initial teaching certification?  If yes, please attach an updated 

Program Sheet.  

 

3. Are you participating in a one year supervised program with RESA?            Yes           No 

If yes, please attach a progress report from RESA. 

 

4. Are you participating in the TAPP two year program?  If yes,                          Yes          No 

 please attach a progress report from RESA. 

 

5. Are you enrolled in an online out-of-state institution?   If yes, please           Yes          No 

attach a Program Sheet of courses taken and dates of completion. 

 

6. Have you met the Exceptional Child Course requirement?                               Yes          No 

               

Please list any other requirements of the Georgia Professional Standards Commission 

that you have not met: 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

This is my _________ 1st   ___________ 2nd __________ 3rd year of teaching under a non-renewable 

teaching certificate. 

 

_______________________________________                                                _____________________ 

Teacher Signature                  Date 

__________________________________              __________________ 

Principal Signature                       Date 

 

Private Academy’s 

Private Academy’s within the boundaries of the LEA are contacted via certified letters of their eligibility 

of limited English proficient and Immigrant scholars to participate in Title II, Part A services.  Letters are 

distributed twice a year in the fall and the spring.  A meeting is planned where all private Academy’s within 

the boundaries of Fulton Leadership Academy District are invited to attend.  The Director of Federal 

Programs maintains the agenda and sign-in sheets for the Private Academy meetings. 
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Effectiveness 

Director of Federal Programs will prepare a report on the effectiveness of each budget line item in the 

Title II, Part A program.  The report will include the Title II, Part A funded components, needs being 

addressed, the funded activity, data to be collected, the person(s) responsible for collecting, coordinating, 

and analyzing the data, and when the data will be collected. The report will include a careful review of 

data to summarize the effectiveness of all funded activities.     

 

Title III, Part A/Language Instruction for LEP (Limited English Proficient) and Immigrant 

Scholars 

 

Purpose 

An ESOL program plan is designed to provide consistent and non-discriminatory procedures throughout 

each school within Fulton Leadership Academy District as recommended by the U.S. Office for Civil 

Rights, Department of Education. The Civil Rights Acts of 1964 requires local Academy districts to 

provide an alternative program of service when there are scholars who are limited English proficient and 

are unable to participate effectively in the district’s regular instructional program.   

 

Fulton Leadership Academy District has an EL Plan for 2015-2016 that is located on the district web page 

under the Instruction Tab. The plan includes EL procedures, evidence of policy dissemination to local 

Academy’s, research-based delivery models used at each Academy, description of how ACCESS and GA 

Milestones data are used to make instructional decisions, evidence of adjustments to services based of 

assessment results, progress monitoring procedures for EL scholars, and the process and criteria used for 

transitioning ELs to monitored status. Each Academy codes all EL eligible scholars in the scholar 

information system (PowerSchool). LEA professional development plan for ESOL, including needs 

assessment, long-range professional development goals, meeting dates, session agendas, handouts, and 

sign-in sheets. All information concerning Title III is kept by the Director of Federal Programs. Title III 

purchase orders, budget, and after-the-fact (January and May) periodic certifications are monitored and 

kept on file in the Federal Programs office. Fulton Leadership Academy has no private Academy’s 

requesting to participate in the Title III program. 

 

Private School’s within the boundaries of the LEA are contacted via certified letters of their eligibility of 

limited English proficient and Immigrant scholars to participate in Title III, Part A services.  Letters are 

distributed twice a year in the fall and the spring.  A meeting is planned where all private Academy’s within 

the boundaries of Fulton County School’s are invited to attend.  The Director of Federal Programs maintains 

the agenda and sign-in sheets for the Private Academy meetings. 

 

Enrollment and Identification of ELs 

• All scholars enrolling in Fulton Leadership Academy District are required to register at the 

“Centralized Registration” facility which is located on the site of the Fulton Leadership Academy 

District Board of Education 

• All registration forms have been translated in Spanish 

• If parents need further assistance with registration because of limited English, registrars have the 

contact information for two Spanish speaking ESOL teachers of which they may contact or 

assistance 

• After enrollment forms are completed, the registrar informs the ESOL Facilitator if the Home 

Language Survey has indicates a language other than English for one of the three questions 

• Enrollment information is sent to the Academy’s for proper placement 
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The Academy system uses Infinite Campus to maintain the data/records for EL-Yes and EL-Monitored 

scholars.  Professional Learning opportunities are offered to ESOL and classroom teachers, Principals, 

administrators and other Academy or community-based organizational personnel.  A Professional Learning 

survey is distributed to all personnel, to include ESOL teachers, to determine professional learning 

needs.  The Director of Federal Programs seeks for opportunities for general education and ESOL teachers 

to participate in on an ongoing basis.  The Director of Federal Programs and Lead ESOL Teacher attends 

the GADOE sponsored Title III Conference and the GCEL Conference annually.  Representatives from the 

ESOL Department and regular classroom teachers participate in Title III/ESOL trainings/workshops and 

conferences that are provided by non-local entities. 

 

Maintaining Academic and Assessment Records for EL-Y and EL-M Scholars 

• All records are maintained in scholars’ personal permanent records 

 

• Each EL-Y and EL-M has a checklist in their permanent records that is used to maintain academic 

and assessment records 
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Professional Learning Strategy for Building capacity for Providing Effective Instruction for Els 

 

The LEA, namely the Director of Federal Programs, provides ESOL teachers with opportunities to 

participate and facilitate professional learning opportunities to ensure effective instruction, enhance ESOL 

services, and improve EL scholar achievement.  Some of the professional learning opportunities that ESOL 

and general education teachers attended include the following:  Title III Coordinators meeting, KSU 

TESOL conference, WIDA training at RESA (Rome, GA).  We conduct workshops, which are hosted at 

each Academy at least twice a year for teachers, administrators, and other staff and faculty members.  In 

these workshops we cover the rights of ELs, laws regarding ELs, effective instructional strategies, district 

and state policies and procedures, effective communication with parents of ELs, communication with 

newcomers/non-English proficient scholars, WIDA Strategies and Can-Do Descriptors, and utilizing 

ACCESS and other test scores to differentiate instruction for ELs.  ESOL teachers also meet with EL 

scholars’ content area teachers for more intensive individualized instruction. 

Classroom observations are conducted by the Academy level administrators and the Director of Federal 

Programs to determine the approaches and methodologies are research based. 

 

Procedures for ACCESS Participation 

• All current ELs statuses must be maintained in SIS. 

• An SIS ad hoc will be shared with the appropriate teacher to the appropriate Academy for correct 

caseload management twice a semester. 

• All teachers must maintain the LEP tab in PowerSchool for accuracy. 

• If the status of a scholar is changed, the caseload manager must inform the FTE Clerk within 2 

business days. 

• Before ACCESS tests are returned to be returned to Asst. Superintendent of Curriculum and 

Instruction, teachers must sign-off that each EL-Y scholar has participated in the ACCESS test.     

 

Procedures to Ensure ELs Enrolled and ID during ACCESS Testing Window are Tested Using 

ACCESS 

• Prior to the ACCESS testing window, rosters of ELs are printed for each Academy utilizing 

PowerSchool 

• The rosters are verified by the ESOL teachers and the rosters are updated as needed 

• Schedules are given to Academy administration so that they are aware of the presence of the ESOL 

teachers within their Academy’s 

• ESOL teachers verify with the FTE Clerk to determine if scholars have been enrolled/registered 

during the testing window who would qualify to take the ACCESS for ELs 

• The ESOL Facilitator verifies again the rosters during to testing window to ensure all scholars are 

checked off of the master list 

 

Criteria Used for Exiting ELs from ESOL Services to Monitored Status 

• After Access for ELs results are returned to the system, the ESOL teachers will evaluate each After 

Access for ELs results are returned to the system, the ESOL teachers will evaluate each scholar for 

continued/exited services 

• Information from the GADOE ESOL/Title III Resources Guide will be utilized 

• The criteria for Grades 1-12 is set at 5 Tier B or C with a CPL greater than or equal to 5.0 and at 

least a 4.8 Literacy Sub-Score on ACCESS for ELLs. 
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• Kindergarten ACCESS for ELs Teacher Reports provide two sets of scores, Instructional and 

Accountability—Accountability scores must be utilized 

• Kindergarten scholars who do not score an Accountability CPL of 5.0 or higher and who have any 

individual domain scores less than 5.0 are NOT eligible to exit language assistance services 

• ACCESS scores are sent home to parents with notification that services are no longer needed and 

scholars will be placed into a Monitored Status in Infinite Campus 

• A “red flag” is then placed into the scholar’s file indicating to scholar has moved from a served 

status to a monitored status for two years 

• Scholars will then begin monitored services through the ESOL program 

• A Language Assessment Conference (LAC) may also be used to exit a scholar if the following is 

met and/or reviewed: satisfactory language proficiency, classroom performance and achievement 

teacher recommendations, passing scores on the Ga. Milestones tests and writing samples. 

• A LAC form will be signed by classroom teachers, one administrator, parents and by the ESOL 

teacher and shall be placed in scholars ESOL folder and copy sent home with parents. 

 

Written Procedures for Fully Funded Title III Personnel 

• Principals/Supervisors submit the names of employees who will be paid 100% by a Title III Funds 

to the Director of Federal Programs. 

• A spreadsheet is created for the system and submitted to the Payroll Department in order for funds 

to be dispersed accordingly. 

• Employees being paid entirely by Title III Funds must complete a Periodic Certification Form.  

• The Periodic Certification Form is issued to the employee twice a year to secure the signature of the 

employee and the supervisor.  The form is issued at the end of the first semester and at the end of 

the academic Academy year.   

o The first form issued includes the first day of the teacher contract/paraprofessional work 

schedule through the last day of the first semester. 

o The second form issued includes the first working day of the second semester and ends on 

the last scheduled work day of the Academy year. 

o The forms are completed after the services have been completed (after-the-fact) 

o The forms are submitted to the Director of Federal Programs for review and are filed 

accordingly. 

 

Written Procedures for Split-Funded Title III Employees 

• Principals/Supervisors submit the names of employees who will be paid by a specified percentage 

of Title III Funds and a specified percentage of another funding category to the Director of Federal 

Programs to include the percentages for compensation. 

• A spreadsheet is created for the system and submitted to the Payroll Department for funds to be 

dispersed appropriately. 

Split Funded Teachers /Paraprofessionals: 

• A Teacher Schedule Report is printed from PowerSchool which outlines the teacher’s class 

schedule. 
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• A monthly sign-off section is attached to the report in order to secure the teacher’s 

signature.  Teachers are expected to sign-off every month. 

• The Teacher Schedule Reports with the monthly signatures of the teachers are submitted to the 

Principal to secure his/her signature at the end of each month.  

• Principals maintain the records of the Teacher Schedule Reports until the end of the Academy 

year.  At the end of the Academy year, Principals submit all of the monthly reports to the Director 

of Federal Programs to be filed accordingly.  **Historically paraprofessionals have not been “split 

funded”.  If this does occur, the paraprofessional will submit their signed schedule at the end of each 

month with their supervising teacher(s) signature to the Director of Federal Programs. 

Split-Funded Employees (Personnel other than teachers/paraprofessionals): 

• Employees (other than teachers—i.e. Administrators, Secretaries, etc.) being paid partially with 

Title III Funds are required to complete a monthly Title III Time Log a.k.a. Personnel Activity 

Records (PARs) for the appropriate months of employment during the fiscal year in order to 

document the percentage of time worked completing Title III duties and responsibilities. 

• Monthly Title III Time Logs/PARs are reviewed quarterly by the Director of Federal Programs to 

ensure that the employee is working the appropriate percentage of time completing Title I duties 

and responsibilities. 

• The monthly time logs/PARs are signed by the split-funded employee and the supervisor of the 

employee. 

• The split-funded employee is responsible for submitting the monthly time log/PARs to the Director 

of Federal Funds in order to secure a signature of approval.  

• Once the Director of Federal Funds approves the time log, it is filed appropriately. 
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Private School’s 
 

Invitations for private schools to consult in participation in federal programs the following calendar year 

are sent in the fall, usually October, via receipt delivery.  A meeting is held to present information about 

the programs available to scholars in private schools.  All federal programs directors are invited to the 

meeting, which is complete with an agenda and sign in sheet.  Upon receipt of the intent to participate 

form, which is provided to private school officials, a meeting is held to discuss plans and the required 

components of services for private school scholars. Meetings are scheduled every two months to discuss 

the progress and process of scholars.  Currently Fulton Leadership Academy District is not serving any 

private schools.   

If Fulton Leadership Academy District has a Private School to request funds the private school scholars 

would receive their proportional share of services via a per pupil allocations and required equitable 

services amounts.  See Reservation of Funds.  Eligibility criteria are used to determine the scholars who 

are most in need of services.  Using assessment data provided by the private school, scores/levels are 

given ranges and point values are applied to those ranges.   

  

Documentation for Participation 

 

The private school must provide a copy of their 501(c) 3 status. 

 

Identification of Participants 

LEA works closely with the private school to verify attendance area of possible scholars. 

 

It is the responsibility of the private school to provide potential scholars names, addresses, and verification 

of free and reduced participation for qualification of the scholar. 

 

Finance 

It is the responsibility of the LEA to process third vendor work as well as materials via a Requisition. 

 

No Requests for Reimbursement will be allowed, as all purchases must be approved prior to the purchase. 

 

All materials and supplies purchased by the LEA are the property of the LEA.  At the time the private 

school no longer participates, the property will be returned to the LEA.   

 

An inventory will be maintained at the LEA.  The private school will complete an inventory check twice per 

year at the request of the LEA 

 

Complaints 

Complaints by the private school are filed in compliance with the LEA complaint process (see 

Complaint Procedure). 

 

All complaints will be addressed within 10 days of filing and will be resolved within 60 days 

according to the process. 
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Evaluation 

At the end of April, the LEA will ask each private school to fill out a survey to  

evaluate services provided by the LEA.   

Equipment 

The private school will follow the same procedure as Fulton Leadership Academy District Academy’s. 

 

 

Timeline for Private Academy’s 

 

Month Activity 

October 

 
• Send letter to request participation to private Academy’s 

who work with scholars from FULTON LEADERSHIP 

Academy District for the following Academy year.  Hold 

Private Academy Meeting consultation 

 

October 

 
• Gather data and consult with private Academy to 

determine services and possible participants 

• Begin to gather data for Eligible Participation Worksheet 

• Remind private Academy that any materials or purchases 

must be requisitioned and remains the property of 

FULTON LEADERSHIP Academy District 

 

August of following 

year 

 

• Verify addresses of scholars attending private Academy 

that wishes to participate  

• Begin services 

• Note:  If there is a third-party vendor, see policy for third 

party vendor from GaDOE.  Sign a letter that states the 

requirements on both parties to enter into agreement. 

 

September-

November 

 

• Visit site to determine services are rendered in accordance 

with federal requirements.  Monitor all services regularly. 

 

January – May 

 
• Visit site to determine services are rendered in accordance 

with federal requirements. 

• Monitor all services regularly. 

• Plan for evaluation of services with a survey at the end of 

April. 
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AFFIRMATION OF CONSULTATION 

WITH PRIVATE SCHOOL OFFICIALS 

Section 1120(b) of the No Child Left Behind Act and §200.63 of the Title I regulations require that 

timely and meaningful consultation occur between the local education agency (LEA) and private 

school officials prior to any decision that affects the opportunities of eligible private school children, 

teachers, and other educational personnel to participate in programs under this Act, and shall continue 

throughout the implementation and assessment of activities under this section.   

 

The following topics must be discussed during the ongoing consultation process: 

• How the LEA will identify the needs of eligible private school children. 

• What services the LEA will offer to eligible private school children. 

• How and when the LEA will make decisions about the delivery of services. 

• How, where and by whom the LEA will provide services to eligible private school children, 

including a thorough consideration and analysis of the views of the private school officials on 

the provision of services through a contract with a third-party provider. 

• How the LEA will assess academically the services to eligible private school children in 

accordance with §200.10 and how the LEA will use the results of that assessment to improve 

Title I services. 

• The size and scope of the equitable services that the LEA will provide to eligible private 

school children and, consistent with §200.64, the proportion of funds that will be allocated to 

provide these services. 

• The method or sources of data that the LEA will use under §200.78 to determine the number 

of private school children from low income families residing in participating public school 

attendance areas, including whether the LEA will extrapolate data, if a survey is used. 

• The equitable services the LEA will provide to teachers and families of participating private 

school children. 

• If the LEA disagrees with the views of the private school officials on the provisions of 

services through a contract, the LEA must provide the private school the reasons in writing 

why the LEA chooses not to use a contractor. 

 

We agree that timely and meaningful consultation occurred before the LEA made any decision that 

affected the participation of eligible private Academy children in the Title I, Part A program or Title III. 

______________________________________  _________________________________             

 

Public Academy Official             Date  Private School Representative  Date 

 

   ______________________________ Academy District     

 The LEA must maintain a copy of this form in its records and provide a copy to the SEA 
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Academic Achievement Awards Program 
 

Currently, Fulton Leadership Academy District has only one school. In the event we are awarded monies 

for receiving a reward school designation those funds will go to Fulton Leadership Academy. In the 

future, if there is more than one school in Fulton Leadership Academy's District, then funds will be 

appropriated by designating schools with the highest free and reduced meal population first. 

Title I, Part C -Migrant Education Program (MEP) Services 
Migrant scholars are identified through the occupation survey, which is a portion of the scholar 

enrollment packet.  When migrant scholars are identified, a comprehensive needs assessment and delivery 

plan will be developed.   

The Migrant Education Coordinator is responsible for maintaining, updating, and properly coding all 

required enrollment, educational, and health data in FULTON LEADERSHIP Academy District’s Scholar 

Information System on migrant eligible scholars and shares this information on an intra-district and 

interstate basis via the MSIX system. 

The Federal Programs Director, along with the Migrant Education Coordinator follows these procedures. 

• Records maintenance and transfer 

• Identification and recruitment 

• Educational support/priority of service 

• Consultation with private Academy’s 

• Conducts a needs assessment 

• Coordination of Migrant services 

• Establishes a parental advisory council (PAC) 

• Participates in professional learning 

• Provides services for the educational needs of migrant pre-Academy children 

• Evaluates the program 

• Maintains an allowable budget 

Charter Schools 
The charter Academy is required to submit a plan describing how the funds will be used to support 

instruction and ensure that all scholars meet high academic achievement and performance standards.  The 

Federal Programs Director will approve the charter Academy’s plan and maintain the plan and any 

documentation of the planning process, as well as, any documentation needed for audit purposes.  Like 

private school consultations, the charter schools will be notified regarding the federal funds available and 

the other provisions of ESSA governing Title I Academy’s such as highly qualified teachers, choice and 

supplemental educational services, and unsafe Academy’s impact charter Academy’s as well.  
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Complaint Procedures 
Fulton Leadership Academy Employee Handbook describes the complaint and grievances procedures for 

certified personnel.  Parents/Academy communication is described in scholar handbooks and on the 

website.  Parents are expected to address complaints or grievances beginning at the Academy level with 

the teacher first and then the administration.  Central office personnel should be contacted next should 

parents feel the issues have not been resolved.  If still unsatisfied, the superintendent should be contacted.  

Parents have the right to speak to the Board of Education through public participation at a Board of 

Education meeting.  Conferences forms/notes/minutes are kept on file as documentation of the issues.  

Complaint procedures are described and a form for documenting complaints is located in the 

administrative handbook.  The complaint procedures describe grounds for complaints, federal programs 

for which complaints can be filed, filing and investigation of a complaint, as well as rights to appeal.  The 

GADOE address to which complaints should be filed is included in the procedure.  

Complaint Procedures under the ESSA No Child Left Behind Act 

A.   Grounds for a Complaint 

Any individual, organization or agency (“complainant”) may file a complaint with the Fulton Leadership 

Academy District Board of Education if that individual, organization or agency believes and alleges that a 

violation of a Federal statute or regulation that applies to a program under the No Child Left Behind Act 

has occurred.  The complaint must allege a violation that occurred not more than one (1) year prior to the 

date that the complaint is received, unless a longer period is reasonable because the violation is 

considered systemic or ongoing. 

B.   Federal Programs for Which Complaints Can Be Filed 

1. Title I, Part A:  Improving Basic Programs Operated by Local Educational Agencies 

2. Title I, Part C:  Education of Migrant Children 

3. Title I, Part D:  Prevention and Intervention Programs for Children and Youth Who Are 

Neglected, Delinquent, or At-Risk 

4. Title II, Part A:  Teacher and Principal Training and Recruiting Fund  

5. Title II, Part D:  Enhancing Education Through Technology 

6. Title III, Part A:  English Language Acquisition, Language Enhancement, and Academic 

Achievement 

7. Title IV, Part A, Subpart 1:  Student Support and Academic Enrichment 

8. Title VI, Part B, Subpart 2:  Rural and Low-Income Academy’s 

9. Title IX, Part E, Subpart 1, Section 9503: Complaint Process for Participation of Private Academy 

Children 

10. Title X, Part C-McKinney-Vento Education for Homeless Children and Youth 

11. Academy Improvement Grant (1003a or 1003g) 

 

C.    Filing a Complaint 

A formal complaint must be filed in writing to the Fulton Leadership Academy District superintendent, 

Richardean Golden-Anderson or her designee. The forms are located on the website and available at the 

Fulton Leadership Academy’s Director of Federal Programs office. 

The complaint must include the following: 
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1. A statement that the LEA has violated a requirement of a Federal statute or regulation that applies 

to an applicable program; 

2. The date on which the violation occurred; 

3. The facts on which the statement is based and the specific requirement allegedly violated (include 

citation to the Federal statute or regulation); 

4. A list of names and telephone numbers of individuals who can provide additional information; 

5. Copies of all applicable documents supporting the complaint’s position; and 

6. The address of the complaint. 

 

D.    Investigation of Complaint 

Within ten (10) days of receipt of the complaint, the Superintendent or his/her designee will issue a Letter 

of Acknowledgement to the complainant that contains the following information: 

1. The date the Department received the complaint; 

2. How the complainant may provide additional information; 

3. A statement of the ways in which the Department may investigate or address the complaint; and 

4. Any other pertinent information. 

 

If additional information or an investigation is necessary, the Superintendent will have sixty (60) days 

from receipt of the information or completion of the investigation to issue a Letter of Findings.  If the 

Letter of Findings indicates that a violation has been found, corrective action will be required and 

timelines for completion will be included.  Either the 30-day or the 60-day timelines outlined above may 

be extended, if exceptional circumstances exist.  The Letter of Findings will be sent directly to the 

complainant. 

D. Right of Appeal 

If the complaint cannot be resolved at the local level, the complainant has the right to request review of 

the decision by the Georgia Department of Education.  The appeal must be accompanied by a copy of the 

Superintendent’s decision and include a complete statement of the reasons supporting the appeal. 

The complaint must be addressed to: 

Georgia Department of Education, Office of Legal Services 

205 Jesse Hill Jr. Drive SE 

2052 Twin Tower East 

Atlanta, GA 3033 
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FULTON LEADERSHIP ACADEMY DISTRICT 

Complaint Form for Federal Programs under the ESSA Flexibility Waiver 

Please Print 

Name of (Complainant): 

Mailing Address: 

Phone Number (home):                                                           Phone Number (work): 

Person/department complaint is being filed against: 

Date on which violation occurred: 

Statement that the FLA Academy District has violated a requirement of a Federal statute or 

regulation that applies to an applicable program (include citation to the Federal statute or 

regulation) (attach additional sheets if necessary): 

 

The facts on which the statement is based and the specific requirement allegedly violated (attach 

additional sheets if necessary): 

 

List the names and telephone numbers of individuals who can provide additional information 

 

 

Please attach/enclose copies of all applicable documents supporting your position. 

Signature of Complainant:                                                          Date: 

Mail or deliver this form to: 

Fulton Leadership Academy 

Attn: Director of Federal Programs 

2575 Dodson Drive 

East Point Georgia 

30344 

Date Received: 

Date of Response to Claimant: 
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Ethics and Fraud, Waste, Abuse and Corruption 
The Title I Director reviews the ethics, waste, fraud and corruption policies with all administrators during 

the summer seminar.  An agenda and sign in sheets will be kept by the Federal Programs Director to 

document this has been completed.  Principals and Central Office Directors discuss the same information 

with their personnel. Each Principal or Director submits agendas and sign-in sheets to the Federal 

Programs Director to verify the policies have been reviewed with all staff.  A signature, by the person 

reviewing the policies, verifies the completion of this procedure. Principals are expected to inform their 

faculties about policies and updates as they are approved throughout the year.  The Fulton Leadership 

Academy District fraud regulation describes the definition, staff responsibilities, and internal 

controls/investigations.  

WASTE and FRAUD 

The Federal Programs Director reviews the ethics, waste, and fraud policies with all administrators during 

the summer seminar.  An agenda and sign in sheets will be kept by the Federal Programs Director to 

document this has been completed.  Principals and District Office Directors discuss the same information 

with their personnel. Each Principal or Director submits agendas and sign-in sheets to the Title I Director 

to verify the policies have been reviewed with all staff.  A signature, by the person reviewing the policies, 

verifies the completion of this procedure. Principals are expected to inform their faculties about policies 

and updates as they are approved throughout the year.       

Descriptor Code: DJE-A 

Reporting Suspicion of Fraud and Corruption 

Purpose: To ensure the reporting of suspicion of fraudulent activity, the Fulton Leadership 

Academy District provides employees, clients and providers with confidential 

channels for such reporting. 

Definitions: Fraud: A false representation of a matter of fact, whether by words, by conduct, or 

by concealment of that which should have been disclosed, that is used for the 

purpose of misappropriating property and/or monetary funds. 

Statement of Administrative Regulations: 

The Fulton Leadership Academy District thoroughly and expeditiously investigates 

and reported cases of suspected fraud and corruption to determine if disciplinary, 

financial recovery and/or criminal action should be taken. 

Confidentiality: All reports of suspected fraud must be handled under the strictest confidentiality.  

Only those directly involved in the investigation should be provided information 

regarding the allegation.  Informants may remain anonymous but should be 

encouraged to cooperate with investigators and should provide as much detail and 

evidence of alleged fraudulent acts as possible. 

Procedures and Responsibilities: 

1. Anyone suspecting fraudulent activity should report their concerns to the Fulton 

Leadership Academy District, Academy Superintendent, or Finance Director at 

404-472-3529. 



Richardean Golden-Anderson Ed. S., Superintendent                              Jannard Rainey, Director of Federal Programs              

Revised: June 2020  79 
 

2. Any employee with the Fulton Leadership Academy District (temporary staff, 

full-time staff and contractors) who receives a report of suspected fraudulent 

activity must report this information within the next business day. 

3. Employees have the responsibility to report suspected fraud and corruption.  All 

reports can be made in confidence. 

4. The Fulton Leadership Academy District Board of Education shall conduct 

investigations of employees, providers, contractors, or vendors. 

5. If necessary, the person reporting will be contacted for additional information. 

6. Periodic communication through meetings should emphasize the 

responsibilities and channels to report suspected fraud. 
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Assessment Security 

Fulton Leadership Academy District Testing Plan 

2019-2020 

Academy Year 
Testing Coordinator: Lawrence Stephens 

 

Fulton Leadership Academy District conducts the assessment program as required by federal and state law. It is in 

compliance with the Elementary and Secondary Education Act and Georgia law relative to scholar assessment and 

data reporting. Fulton Leadership Academy District interacts with state and federal agencies relative to the 

assessment program and accountability mandates. The testing department handles assessment documents and 

reports including secure test materials, individual scholar score reports, and Academy/district data reports in both 

paper and electronic formats. Fulton Leadership Academy District delivers training/guidance related to the 

assessment program, assessment data, and accountability mandates to all stakeholders. All test security procedures 

are available for review in the assessment director’s office at the Fulton Leadership Academy District Board of 

Education.  

 

Training Plan:  

I. Materials:  

a) All Academy testing coordinators must have a sign-in sheet for documentation of teacher and proctor 

participation.  

b) GaDOE Update on each testing being administered will be provided as a reference/resource for 

Academy testing coordinators.  

c) A District Update is provided to Academy testing coordinators to indicate any special requirements from 

the district.  

d) Academy Coordinator’s Manuals and Examiner’s manuals are usually available on the GaDOE’s 

website. Please use these manuals to assist in training. All manuals must be kept secure and accounted for after 

each use.  

e) Academy Coordinators should distribute the Roles/Responsibilities for all individuals being trained: 

coordinator, Principals, examiners, and proctors. Discuss each group’s roles/responsibilities, and have individuals 

sign at bottom. (This document can be found in the Scholar Assessment Handbook from the GaDOE)  

 

II. Collection of Materials:  

a) Checking in Materials from District Office is the responsibility of the Academy coordinator. Please use 

the packing slip from the Academy’s shipment to check the accuracy of the delivery.  

b) Make checks of confirmations and notations of inaccuracies. Please sign, date and fax the packing slip 

back to Laurie Atkins’s office (404-472-3529).  

 

III. Test Security:  

a) In order to maintain the integrity of the assessment program and its results, security must be established 

and maintained. Test security should be a top priority in both pen/paper and online formats for testing. The 

responsibility of the assessment program at the Academy level rests with the Principal and their designated 

Academy test coordinator.  

1. Use the Scholar Assessment in Georgia Schools (PSC document) to discuss the testing ethics and consequences 

of violations.  

2.  Use the Examiner “Must Do” page from the GaDOE’s Scholar Assessment Handbook.  

3. Academy Coordinators are trained in using the Fulton Leadership Academy District Incident Sheet, Access Log 

for Secured Test Storage Area, and Transcribing or Scribing Answer Document Form.  

b) Academy Coordinators are responsible for ensuring proper coding of test documents.  

 

 

IV. Cell Phones:  
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a) Scholars are not permitted to use, or bring into the testing environment, any electronic device that could 

allow them to access, retain, or transmit information (e.g. cell phone, PDA, smartphone, electronic recording, 

camera, or payback device). An announcement must be made prior to testing that such devices are not allowed in 

the testing environment and that possession or improper use of such devices during testing may result in 

disciplinary action in accordance with the system’s scholar code of conduct and/or test invalidation.  

b) Examiners and proctors must refrain from having phone conversations, sending emails, sending texts, 

posting to social media, etc. during their administration of a test to scholars and during the time they possess secure 

materials.  

 

V. Unexpected Events:  

a) Unplanned Fire Drill/Bomb Threat - In any unexpected situation, educators must first act to assure the 

safety of all children and adults, and to protect property from damage. While test security is critical and must be 

maintained if at all possible, scholar safety is always the priority. Beyond that and to the greatest extent possible, 

integrity of the test being administered is to be maintained.  

1. If during a test administration an unplanned fire drill/bomb threat occurs, scholars must evacuate the building. 

Lock the door when scholars have evacuated the room/building if at all possible.  

2. Scholars should not take the test outside and should not be permitted to talk about testing during the drill or 

incident.  

3. If the Academy’s safety plan permits for the testing group(s) to be kept together and under direct supervision, 

please do so.  

4. Not the time of the evacuation so you can figure out how much time scholars have to complete the testing 

session.  

5. When it is safe to re-enter the building, resume testing as quickly as possible, allowing scholars the remainder of 

the allotted time to finish the test.  

6. Should the event become lengthy, and once all considerations relative to scholar safety have passed, the GaDOE 

will be contacted for further directions regarding plans to resume testing.  

7. Materials should be inventoried per normal processes and verified prior to resuming testing.  

 

b) Severe Weather – If it is feasible and safe to continue testing, that is permissible. Be mindful that online 

testing can be particularly vulnerable to severe weather due to the possibility of power/internet disruptions.  

1. Keep test secure if scholars must be evacuated.  

2. Scholars should not take the test outside of the classroom and should not be permitted to talk about testing during 

the event.  

3. If the Academy’s safety plan permits for the testing group(s) to be kept together and under direct supervision, 

please do so.  

4. Not the time of the evacuation so you can figure out how much time scholars have to complete the testing 

session.  

5. When it is safe to re-enter the building, resume testing as quickly as possible, allowing scholars the remainder of 

the allotted time to finish the test.  

6. Should the event become lengthy, and once all considerations relative to scholar safety have passed, the GaDOE 

will be contacted for further directions regarding plans to resume testing.  

7. Materials should be inventoried per normal processes and verified prior to resuming testing.  

 

c) Power Outage (Pencil/Paper)  

1. If it is feasible to continue testing, that is permissible.  

2. If not, tests should be kept secure initially within the testing setting. Scholars should not be permitted to talk 

about testing during the period during which testing is suspended.  

3. Be sure to not the time of the event so that you can figure out how much time scholars have to complete the 

testing sessions.  

4. When the Academy can resume testing, do so as quickly as possible, allowing scholars the remainder of the 

allotted time to finish the test.  
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5. Should the event become lengthy, and the Academy must suspend testing for the remainder of the day, the 

GaDOE will be contacted for further directions regarding plans to resume testing.  

6. Materials should be inventoried per normal processes and verified prior to resuming testing.  

 

d) Power Outage (Online Testing)  

1. Please follow all instructions that address loss of connectivity/power in the online testing manuals.  

2. It may be necessary to contact the support line for the testing contractor.  

3. When the Academy can resume testing, do so as quickly as possible, allowing scholars the remainder of the 

allotted time to finish the test.  

4. Should the event become lengthy, and the Academy must suspend testing for the remainder of the day, the 

GaDOE will be contacted for further directions regarding plans to resume testing.  

 

e) Scholar Becoming Ill – each situation must be considered independently.  

1. Remove ill scholar from the testing environment as quickly and quietly as possible.  

2. If cleaning is necessary to the extent that it will require the relocation of scholars, the test examiner must collect 

secure test materials while scholars’ transition to a new setting.  

3. Scholars will be allowed to complete testing once relocation has occurred.  

4. If relocation is not possible, remove scholars from the room while it is being cleaned and secure all testing 

materials – or pause online testing.  

5. Scholars should be kept under supervision, not allowing them to discuss the test.  

6. Resume testing as soon as it is feasible, allowing scholars the remainder of the testing time.  

 

VI. Medical or Restroom Emergency:  

a) Given that the health and dignity of scholars should never be jeopardized, the Academy must have a plan 

in place for scholars who become ill during test administration.  

1. If a health/restroom related need develops that is urgent, a scholar may be escorted to the restroom/clinic and 

their materials secured.  

2. If the event is of short duration, the scholar may return to testing and received the time lost due to their need to 

exit the test setting. This should be documented by the Academy on the Incident Form and reported to the System 

Coordinator but does not have to be reported to the GaDOE as a testing irregularity.  

3. If the event becomes protracted and/or the scholar is unable to return to a test session, report this event as a 

testing irregularity. This even will be reported to the GaDOE portal.  

4. In general, for an assessment with two or more “sections”, a scholar who did not return to testing may not reenter 

the section they previously had accessed.  

 

VII. Testing Preparations  

a) Academy Coordinators are responsible for checking the accuracy of scholar information  

b) Academy Coordinators are required to have test examiner’s sign materials in and out each day during 

test administration.  

c) Proctors are used when required. Proctor are only required with there are 30 or more scholars in a testing 

environment. All test proctors are trained on their roles/responsibilities.  

d) Testing Procedures are clearly articulated to ensure a smooth and problem-free test administration. Schedules, 

groups and location assignments, and special directions are distributed and explained before testing administration.  

e) Accommodations are well documented by the Special Education Department. Academy coordinators carefully 

check to ensure scholars are provided the appropriate and accurate accommodations for each individual test.  

 

VIII. Collection of Materials  

a) Sign-in and Sign-out sheets are used to document who is responsible to each individual test booklet, the date, and 

number of test booklets received.  

b) Before testing documents are returned to District Office, the Academy coordinator carefully accounts for all 

materials.  
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c) During the document count, the Academy coordinator checks for complete information (Form Numbers, Labels, 

Names…) on each answer document.  

d) Materials are returned to the District Office, where the materials are re-counted by the System Testing 

Coordinator and assistant.  

e) Principal Certification Sheets are required on all standardized tests. This document must be returned at the time 

of delivery of the testing materials. 


