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A Parental Involvement Checklist for

District and School Administrators
Description 

There are many requirements related to parental involvement across the Title I, Part A programs. This tool gives users an idea of the scope of the parental involvement provisions.

This tool is intended to be a quick reference guide to providing information regarding when and how to apply the requirements as well as the types of documentation the SEA will need for Title I, Part A monitoring. In the chart that follows, each requirement is detailed with a reference to public law, the specific title program, who is responsible for fulfilling the requirement, and when it should be completed. 
Distribution

This tool can be distributed through school improvement conferences or meetings as well as through the Internet. 

Suggestions for Use

LEA and school staff can use this tool to self–monitor compliance with the provisions.

SEA staff can suggest that LEAs and schools use it to check off items as completed.

LEA and school staff can use color-coding to highlight responsibilities or types of action to help staff understand their role in parental notification. Staff could also use this chart to help them determine the types of documentation they need for monitoring (i.e., copies of letters, brochures, meeting notes, or other documents).

Notification and Consultation Actions and Documentation
	Notification
The Title I, Part A provisions related to notification are intended to assist parents in making decisions on what is best for their child. The following chart provides the types of actions, timing, and information LEAs and schools are to take to fulfill the parental notification requirements.

	Topic
	Form
	By Whom/When

	Communicate in uniform language and format as well as in a language parents understand, whenever practicable

All Programs: [Section 1111(b)(3)(C)(xii); 1111(h)(6)(C); 1118(e)(5); 3302(c), NCLB]
	@ | ( | ( | ( | ( |( |  | ( | ( | (
	LEA/ School: All notifications or correspondence throughout the year

	KEY: @ = e–mail/print or e–file documentation | ( = student handbook/print or e–file documentation | ( = telephone/ documentation in a log | ( = Web–based dissemination/e–file documentation | ( = letter/print documentation | ( = newspaper/print or e–file documentation | ( = meeting with parents/documentation by sign–in sheets, agendas, minutes, or products | ( = newsletters or correspondence sent home with students/print or e–file documentation | ( = parent conference/notes, correspondence, or log | R = required form 

	Notification 

The Title I, Part A provisions related to notification are intended to assist parents in making decisions on what is best for their child. The following chart provides the types of actions, timing, and information LEAs are to take to fulfill the parental notification requirements.

	Topic
	Form
	By Whom/When

	Notify parents of their right to know the qualifications of teachers and paraprofessionals

Title I, Part A: [Section 1111(h)(6)(A)(i–iv), NCLB]
	( | ( | ( | (
	LEA: Annually, beginning of school year

	Notify parents of their right to know if their child’s teacher is not highly qualified

Title I, Part A: [Section 1111(h)(6)(B)(ii), NCLB]
	(
	School: Soon after four weeks of the student being taught by non–highly qualified teacher have passed

	Provide a progress review of the school’s efforts to meet Adequate Yearly Progress (AYP)

Title I, Part A: [Section 1116(a)(1)(C), NCLB]
	( | ( | (
	LEA: Annually, beginning of school year

	Provide annual report cards containing information on assessment, accountability, and teacher quality
Title I, Part A: [Section 1111(h)(2)(A)(i), NCLB]
	( | ( | (
	LEA: Annually

	Provide parents with information on their child’s academic progress

Title I, Part A: [Section 1111(h)(6)(B)(i), NCLB; Section 1118(d)(2)(B), NCLB]
	( | (
	School: As soon as practicable

	Provide frequent reports on student progress

Title I, Part A: [Section 1118(d)(2)(B), NCLB]
	( | ( | (
	LEA: Frequently during school year

	Distribute written parental involvement policies

Title I, Part A: [Section 1118(a)(2) and (b)(1), NCLB]
	@ | ( | ( | ( | ( | (
	LEA/School: Annually

	Distribute Parental Involvement Pledge School – Parent Compact 

Title I, Part A: [Section 1118(d), NCLB]
	@ | ( | ( | ( | ( | (
	School:  At least annually, beginning of the school year, parent-teacher conferences until every family has taken the Pledge

	Distribute the schoolwide plan for Title I campus

Title I, Part A: [Section 1114(b)(2)(B)(iv), NCLB]
	( | ( | (
	School: Annually

	KEY: @ = e–mail/print or e–file documentation | ( = student handbook/print or e–file documentation | ( = telephone/ documentation in a log | ( = Web–based dissemination/e–file documentation | ( = letter/print documentation | ( = newspaper/print or e–file documentation | ( = meeting with parents/documentation by sign–in sheets, agendas, minutes, or products | ( = newsletters or correspondence sent home with students/print or e–file documentation | ( = parent conference/notes, correspondence, or log | R = required form 


	Notification Continued

	Topic
	Form
	By Whom/When

	Provide information to parents of homeless students on their rights

Title I, Part A: [Section 722(g)(6)(A)(iv, vii), NCLB]
	( | ( |  | ( | (
	School: When a student registers

	Provide parents with information about schools identified for School Improvement, Corrective Action, or Restructuring, including information on parent options and descriptions of the steps taken to address poor performance

Title I, Part A: [Section 1116(b)(6)(A–F), (7)(E)(i–iii), and (8)(C)(i–ii), NCLB] 
	(R
	LEA: By the uniform start date

	Provide information about the parents’ rights to access Supplemental Educational Services (SES)
Title I, Part A: [Section 1116(e)(2)(A)(i–iii) and (B), NCLB]
	(R
	LEA: By the uniform start date

	Provide information to the parents of students who have Limited English Proficient Students (LEP) about available programs, parent options, and program effectiveness
Title I, Part A: [Section 1112(g)(1)(A)(i–viii), 1112(g)(1)(B), 1112(g)(3), and 1112(g)(4),] and Title III–A, NCLB: [3302(a)(1–8), 3302(b), 3302(e)(1)(A), and 3302(B)(i–iii)] 
	( | ( | ( | ( | (  | ( | (
	LEA: In regard to placement, not later than 30 days after beginning of school year or within first two weeks of the student being placed in language instruction program when the student was not identified prior to beginning of school year

In regard to program effectiveness, within 30 days after failure occurs

In regard to other information, regular meetings throughout the school year

	Provide information about Safe and Drug Free School and Community (SDFSC) status for schools (including Persistently Dangerous Schools), programs and activities supporting SDFSC, and instances of violent crime in the school

Title IV, Part A: [Section 4115(b)(1)(D)(i), 4114(d)(2)(C), 4115(b)(2)(D), 4116(b)] and Title IX–A, NCLB: [Section 9532(a)]
	@ |( | ( | ( | ( | ( | (
	LEA: In regard to status, annually

In regard to Persistently Dangerous, at least 14 days prior to the beginning of the school year and at the time of enrollment for new students

In regard to programs and activities, ongoing

In regard to violent crime, within 14 days of incident

	KEY: @ = e–mail/print or e–file documentation | ( = student handbook/print or e–file documentation | ( = telephone/ documentation in a log | ( = Web–based dissemination/e–file documentation | ( = letter/print documentation | ( = newspaper/print or e–file documentation | ( = meeting with parents/documentation by sign–in sheets, agendas, minutes, or products | ( = newsletters or correspondence sent home with students/print or e–file documentation | ( = parent conference/notes, correspondence, or log | R = required form 


	Consultation

The Title I, Part A provisions require LEAs and schools to perform certain tasks in “meaningful” consultation with parents.

	Topic
	Form
	By Whom/When

	Written Parental Involvement Policies

Title I, Part A: [Section 1118(a)(2); 1118(b)(1); 1118(c)(3), NCLB]
	(
	LEA/School: Annually

	Annual Evaluation of Parental Involvement Policy

Title I, Part A: [Section 1118(a)(2)(E); 1118(c)(1), NCLB]
	(
	LEA/School: Annually (survey or evaluation)

	Written School–Parent Pledge/Compact or Parental Involvement Pledge
Title I, Part A: [Section 1118(d), NCLB]
	(
	LEA/School: Twice Annually (Parental Involvement Pledge)

	Parent–Teacher Conferences (required at elementary schools)

Title I, Part A: [Section 1118(a)(2)(E); 1118(c)(1), NCLB]
	(R
	School: Annually usually early in the year

	Schoolwide Plan and Program Plans

Title I, Part A: [Section 1114(b)(2) (A)(i); 1114(b)(2)(B)(ii); 1118(c)(3); 1306(a)(1)(B); 1306(b)(4); 3116(b)(5), NCLB]
	(
	School: Annually

	Consolidated Application, Title I Programs

Title I, Part A, Title II, Part A, Title IV, Part A, Title V, Part A: [Section 1112(d)(1); 2122(b); 4114(c)(1)(A) and (c)(2); 5133(b)(7), NCLB]
	(
	LEA: Meeting annually, when the Consolidated Application is being completed (may occur across program areas)

	Reservation of Funds Title I, Part A: [Section 1118(a)(3)(B), NCLB]
	(
	School: Annually (survey)

	School Improvement Plans (SIP) for schools designated as Needing Improving – Parent Involvement Title I, Part A: [Section 1116(b)(3)(A); 1116(c)(7)(A), NCLB]
	(
	School: Within 3 months of SIP identification

	School Improvement Plans (SIP) for schools designated as Needing Improving  – Community Leader Involvement  Title I, Part A: [Section 1116)(b)(3)(B), NCLB]
	(
	LEA: Within 45 days of receipt of revised plan from campus

	LEA Improvement Plan

Title I, Part A: [Section 1116(c)(7)(A)(i–viii), NCLB]
	(
	LEA: Annually (survey or evaluation)

	Parent Advisory Council (PAC)
Title I, Part C: [Section 1304(c)(3), NCLB]
	(
	LEA: Annually (survey or evaluation)

	Continued Consultation

Title IV, Part A: [Section 4114(c)(1)(B); 4115(a)(1)(E), NCLB]
	(
	LEA: Annually (survey or evaluation)

	Title I, Part A Meeting Title I, Part A: [Section 1118(c)(1) and (2); Section 1118(c)(4)(A–C), NCLB]
	(R
	School: Annually (survey or evaluation)

	KEY: @ = e–mail/print or e–file documentation | ( = student handbook/print or e–file documentation | ( = telephone/ documentation in a log | ( = Web–based dissemination/e–file documentation | ( = letter/print documentation | ( = newspaper/print or e–file documentation | ( = meeting with parents/documentation by sign–in sheets, agendas, minutes, or products | ( = newsletters or correspondence sent home with students/print or e–file documentation | ( = parent conference/notes, correspondence, or log | R = required form 

The Toolkit was developed by Dr. Chris Ferguson (2009) and adapted by Project Appleseed. A Toolkit for Title I Parental Involvement. Austin, TX: SEDL National Center for Family and Community Connections with Schools.








