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INTRODUCTION

The purpose of this document is to provide a reference to the fiscal requirements and
procedures necessary for responsible financial management of ESEA grant programs.
Districts/LEAs should utilize the guide to determine compliance with fiscal requirements as
well as a technical assistance tool to prepare for fiscal monitoring.

This guidance document references Public Law 107-110 as No Child Left Behind (NCLB)
originally authorized under the Elementary and Secondary Education Act (ESEA) of 1965
(Public Law 89-10), Code of Federal Regulations, Uniform Grant Guidance (UGG), and the
Education Department General Administrative Regulations (EDGAR).

The Department implemented the tiered monitoring process in an effort to fulfill both state
and federal monitoring requirements. It is used to ensure adequate monitoring of all
districts/LEAs with additional opportunities to monitor those districts/LEAs with high-risk
characteristics. The tiered process has four components: desk audit and application review,
self-assessment/desk monitoring, on-site monitoring and telephone monitoring. All
components, with the exception of desk audit and application review, are organized around a
three-year timeframe. The process requires that all districts/LEAs are placed within one of
the three permanent cohorts.

This process relies on access to a common monitoring tool that is organized to help
districts/LEAs improve the quality of their compliance, better organize their documentation,
and provide a clear set of documents for other administrators in the district/LEA and for
successive federal program administrators.

A recorded webinar entitled “Tiered Monitoring System Introduction and Overview,” which
provides a brief summary of the Tiered Monitoring System and a general walk-through of how
to navigate the system, may be found at http://dese.mo.gov/financial-admin-services/federal-
financial-management/fiscal-monitoring
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Additional resources:

Division of Financial and Administrative Services:
http://dese.mo.gov/financial-admin-services/general-federal-guidance

ESEA Finance:
http://dese.mo.gov/financial-admin-services/eseanclb-finance

Consolidated Federal Programs Administrative Manual:
http://dese.mo.gov/sites/default/files/qs-fc-admin-manual-Jan-2015.pdf
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TIERED MONITORING CYCLE

ESEA Finance will utilize the tiered monitoring process to review districts/LEAs for fiscal
compliance of all ESEA federal funds. Under the tiered monitoring process, districts/LEAs are
sorted into three cohorts. District/LEA cohort assignment may be found on-line at:
http://dese.mo.gov/quality-schools/federal-programs/nclb-tiered-monitoring

The schedule below specifies the monitoring schedule for each Cohort by school year. As
each year is completed, the Cohort moves to the next tier in the cycle.

TIERED MONITORING SCHEDULE

Task 2014-15 2015-16 2016-17 2017-18
Annual Risk Assessment All Cohorts | All Cohorts | All Cohorts | All Cohorts
Desk Review All Cohorts | All Cohorts | All Cohorts | All Cohorts
Tier I: Desk Monitoring/Self- Cohort 1 Cohort 2 Cohort 3 Cohort 1
Assessment

Tier Il: On-Site/Telephone Cohort 3 Cohort 1 Cohort 2 Cohort 3
Monitoring

Tier lll: Clean-up Cohort 2 Cohort 3 Cohort 1 Cohort 2

Each monitoring cycle/tier level in the Tiered Monitoring process is described in further detail
in the following section.
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TIERED FISCAL MONITORING PROCESS

The Division of Financial and Administrative Services will follow the outlined procedure to
implement the tiered monitoring.

Annual Risk Assessment

A risk assessment for all districts/LEAs is performed on annual basis prior to grant awards,
regardless of cohort assignment. Risk factors include, but are not limited to:
Audit Findings

New Personnel

Prior Experience/Performance

Prior Monitoring Findings

Late Reporting

Allocation Amount

Overpayments/Refunds

Data Submission Errors

Lapsed Funds/Carryover Amounts

Financial Distress

Indications of Fraud and Abuse

Impending School Closures

Based upon the results of the risk assessment, all districts/LEAs are categorized as high,
moderate, or low risk.

Districts/LEAs identified as high risk are subject to one or more of the following:
On-Site Monitoring

Desk Monitoring

Phone Monitoring

Submission of Additional Documentation

Required Attendance at Trainings/Technical Assistance

Districts/LEAs identified as moderate risk may be subject to one or more of the following:
Desk Monitoring

Phone Monitoring

Submission of Additional Documentation

Required Attendance at Trainings/Technical Assistance

Districts/LEAs identified as low risk may be subject to one or more of the following:
Desk Monitoring

Phone Monitoring

Submission of Additional Documentation

Required Attendance at Trainings/Technical Assistance
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Desk Audit and Application Review Process

The desk audit and application review process consists of the review and approval of budget
applications, payment requests, final expenditure reports (FERs), and any other supporting
documentation/data. It also includes technical assistance provided over the phone, in
manuals, by email, and through trainings.

Self-Assessment/Desk Monitoring Process

The self-assessment/desk monitoring process consists of the completion and submission of a
self-assessment by the district/LEA. The responses are reviewed by the Division and if any
concerns arise during the review, districts/LEAs may be required to submit documentation
(general ledgers, invoices, policies, procedures, inventories, etc.) for further review.
Corrective actions are required if there are areas of concern or compliance findings identified.
The desk monitoring process is completed through the Tiered Monitoring System.

On-Site Monitoring Process

The on-site monitoring process may consist of documentation review prior to and/or during
the on-site visit. Upon completion of the on-site review, the Division issues a report with any
required corrective actions. The on-site monitoring process is completed through the Tiered
Monitoring System.

In order to expedite the review process, districts/LEAs will be required to upload the following
documentation into the Global Repository within the Tiered Monitoring System prior to the
on-site review. Instructions for uploading documentation can be found in Appendix B at the
back of this guide. Program year specific documentation pertains to the 2015-2016 year.

GENERAL PROVISION DOCUMENTATON

Financial Management/Separate Tracking
Submit district/LEA chart of accounts with coding for federal programs and building codes.

Cash Management
Submit supporting documentation for selected payments outlined in monitoring letter.
Submit written procedures on cash management.

Internal Controls
Submit internal control procedures.

Procurement
Submit written procurement procedures which include gratuity and conflict of interest.

Period of Availability/Obligations

Submit documentation of first obligation.
Submit documentation of last obligation.
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Allowable Costs/Use of Funds

Submit summary by function and object codes that supports expenditures on the FER for each
program included in the review.

Submit general ledger/transaction details for each program included in the review.

Submit written procedures on determining allowability of costs.

Submit written travel policy.

Time and Effort Reporting

Submit payroll detail for June.

Submit June Semi-Annual Certifications for staff outlined in monitoring letter.

Submit June Personnel Activity Report (PAR) for staff outlined in monitoring letter.

For Stipend or Extra Duty Pay, submit supporting documentation and payroll transaction for
one staff member from each program included in the review.

Submit one job descriptions for each type of federally funded position.

Equipment and Real Property
Submit ESEA equipment inventory records, if applicable.
Submit one page of the physical inventory of ESEA equipment, if applicable.

TITLE | DOCUMENTATION

Title | building budgets and expenditures.
9/30 Report documentation, if applicable.
Comparability procedures, if applicable.

The on-site monitoring process consists of the review of responses to monitoring questions
and the inspection of supporting documentation provided in advance and on site.
Districts/LEAs will not be required to complete any questions in the Tiered Monitoring System
for this level of monitoring. ESEA Finance staff will complete the compliance questions after
reviewing supporting documentation.

After the on-site visit is complete, a report will be generated within the Tiered Monitoring
System. The report will indicate if the district/LEA is in compliance or identify any deficiencies
through a Corrective Action Plan (CAP). The district/LEA must correct deficiencies within a
specified time frame, implement procedural changes if applicable, and evaluate those
changes the following fiscal year.

Page | 8



FINANCIAL MANAGEMENT/SEPARATE TRACKING

The financial management system of each district/LEA must provide for the following:
e |dentification, in its accounts, of all Federal awards received and expended and the
Federal programs under which they were received.
0 CFDA Title and Number
0 Federal Award Identification Number (FAIN)
0 Fiscal Year of the Award
0 Name of the Federal Agency
0 Name of the Pass-Through Entity
e Accurate, current, and complete disclosure of the financial results of each Federal
award or program.
e Records that identify adequately the source and application of funds for federally-
funded activities.
e Effective control over, and accountability for, all funds, property, and other assets.
e Comparison of expenditures with budget amounts for each Federal award.
e Written procedures to implement the requirements of payment.
e Written procedures for determining the allowability of costs.
e Grant/contract revenues, expenditures, etc. must be separately identified with codes

and must not be comingled with other state, federal, and local funds.
Reference: 2 CFR Part 200.302

The Missouri Accounting Manual provides detailed descriptions for each function code and
may be found at http://dese.mo.gov/financial-admin-services/school-finance/mo-financial-
accounting-manual. Section C of the manual provides the Accounting Code Overview.

The overall account code structure is designed to standardize account coding across all LEAs. It creates a common
language for use in controlling, recording. accumulating and reporting the activities of the school distmets.

This accounting code structure is designed to satisfy many uses by segmenting the code into several dimensions.
Each dimension has a set of descriptors that permits the retnieval of information in whole or n part to answer
commonly asked questions. In addition, revenues and expenditures can be aggregated using one or more dimensions
of the account code.

The code ranges of the basic system are illustrated below:

* *
XX XD X0 O X

Fund —

Function

Object

Operational Unit

Source of Funds

Example 111 1237 6411 402 12
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ACCOUNTING CODE STRUCTURE

The Missouri Accounting Code structure consists of 5 components, including the fund code,
function code, object code, program/building code, and source/project code, as shown in the
table below.

Fund Function Object Program/Building | Source/Project
2 1251 6100 4020 51 (Title 1)

2 2213 6100 4020 51 (Title 1)

2 2213 6100 4020 65 (Title II.A)

2 2213 6100 4020 13 (SW Pool)

The FUND CODE indicates the type of fund. The two types of funds are the General
(Incidental) Fund (1) and Special Revenue (Teachers) Fund (2).

The FUNCTION CODE describes the purpose or program for which activities are performed.
For example, function code 1251 is for Supplemental Instruction in a Title | elementary
building. Function code 2213 if for Instructional Staff Training Services and is not specific for
federal programs. The example provides coding for Title |, Title II.A and Schoolwide Pool.

It is important to note that function code 2214 Profession Development may only be used to
record those expenditures made to meet the of Section 160.530, RSMo, to allocate at least
one percent (1%) of basic formula apportionment.

The OBJECT CODE consists of three parts: the account classification, the object code and the
subobject code. The object codes are not specific to ESEA programs.

The OPERATIONAL UNIT CODE refers to individual campuses within a district/LEA and
individual components within the administration, school service, maintenance, and operation
divisions. The district/LEA may use DESE’s core data building codes.

The SOURCE OF FUNDS/PROJECT CODE is used to identify a subset of the General
(Incidental), Special Revenue (Teachers) and Capital Projects Funds that is part of a specific
grant. When used to identify a federal project, the source of funds/project code may also be
associated with accounts receivable, accounts payable and fund balance accounts
pertaining to that project.

FUNDING SOURCES

Funding sources may be distinguished through revenue codes. All federal revenues are paid
under a revenue code starting with 54. In addition, federal funds can further be identified by
a CFDA number assigned by the Federal government.
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ESEA FEDERAL REVENUE CODES

PROGRAM/SOURCE OF FUNDS REVENUE CODE CFDA NUMBER
Title I.A Improving the Academic Achievement 5451 84.010A
of the Disadvantaged
Title I.C Education of Migrant Children 5452 84.011A
Title 1.D Prevention and Intervention Programs 5451 84.013A
for Delinquent and At-Risk Students
Title Il.A Teacher and Principal Training and 5465 84.367
Recruiting
Title Il Language Instruction for Limited English 5462 84.365
Proficient and Immigrant Students
Title VI.B, Subpart 1 Small Rural School 5492
Achievement Program (SRSA)
Title VI.B, Rural and Low-Income School 5492 84.358
Program
Title | School Improvement 1003 (a) 5451 84.010A
Title 1 SIG 1003 (g) 5451 84.377A
Homeless Children and Youth 5463 84.196A

TRACKING FEDERAL EXPENDITURES

Expenditures paid with federal funds MUST be tracked separately by using a Source of
Funds/Project Code. Tracking ESEA expenditures with function and object codes is not
sufficient. The numbers used for source/project codes may be selected at the discretion of
the district/LEA; however it is recommended that the LEA use the last two digits of the
revenue code for federal funds (i.e. 51, 65, etc.).

The general ledger must clearly define ESEA expenditures. By tracking federal funds
separately, the district/LEA will be able to accurately complete time certifications, equipment
inventory, ensure Cash Management compliance, and compute payment requests and FER
amounts.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA has a financial
management system that
provides for the identification of
ESEA grants and includes the
following:
e CFDATitle and Number
e Federal Award
Identification Number
(FAIN)
e  Fiscal Year of the Award
e Name of the Federal
Agency (USED)
e Name of the Pass-
Through Entity (DESE)

The Federal Award Identification
spreadsheet contains all
required components of
identification of Federal awards
received and expended and may
be used to fulfill this
requirement.
http://dese.mo.gov/financial-
admin-services/general-federal-

guidance

The district/LEA must create a
Federal Award Identification
spreadsheet with the required
components.

ESEA grants are separated from
other funding sources (separate
source of funds/program

accounting code for each grant).

Accounting records (financial
reports, ledgers, accounts)
Chart of accounts/Legend

The district/LEA must create
source of funds/project codes
for tracking expenditures paid
with ESEA funds separately from
other expenditures.

Page | 12



http://dese.mo.gov/financial-admin-services/general-federal-guidance
http://dese.mo.gov/financial-admin-services/general-federal-guidance
http://dese.mo.gov/financial-admin-services/general-federal-guidance

CASH MANAGEMENT

The Cash Management Improvement Act (CMIA) was placed in operation to prevent interest
earnings on federal funds. Section 31 CFR Part 205 “Rules and Procedures for Efficient
Federal-State Funds Transfers” states that methods and procedures for payment must
minimize the time elapsing between the transfer of funds from the United States Treasury to
the State and ultimately to the pass-through entity. Therefore, DESE must ensure that
payments to the pass-through entity are for reimbursements only. DESE must monitor
payments to assure that they conform to the federal regulations. This applies to both
monthly payment requests and final expenditure report (FER) payments. DESE does not allow
advance payments.

For example, to consider the funds “spent,” the payroll transactions should be recorded on
the pass-through entity’s books and the funds delivered to the recipients. In the event that
expenditures were made with state and local funds, and need to be charged to federal funds,
the journal entry should be completed within three days of the federal funds receipt.

Interest earned on any federal funds by a pass-through entity is required to be submitted at
least annually to the Department of Health and Human Services (through DESE). Up to $500
per year on all combined federal programs may be retained by the pass-through entity for
administrative expenses. It is the responsibility of the pass-through entity to document
administrative expenses claimed as an interest offset.

Calculating Interest

The interest calculation is the amount of the reimbursement times the annualized federal
interest rate for the fiscal year times the number of business days the funds were held until
delivery. Federal interest rates are located at http://www.fms.treas.gov/cmia/index.html for
the applicable July 1-June 30 fiscal year. If the United States Treasury has not established a
current rate, use the most recent rate.

Example: ABC School district delivered payroll checks in the amount of $100,000 on July 29;
however, they requested and received reimbursement on June 22. This is in violation of CMIA
rules; therefore, the calculation of the interest is:

$100,000 Reimbursement

X .0000006 Most recent fiscal year daily federal interest rate

X 25 Business days (exclude weekends and banking holidays)

$1.50 Interest due

Reference: 2 CFR 200.305

Over-Coding Federal Funds

Expenditures coded in the general ledger as being paid with federal revenue must equal the
amount of federal funds received. If the LEA has more expenditures on the general ledger,
the LEA can’t verify exactly which were paid with federal funds.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA has written
procedures on cash
management that explains the
process to request
reimbursement of Federal
funds.

District/LEA policies and
procedures

The district/LEA must provide
the required written procedure
to ensure future compliance.

ESEA financial records show the
district/LEA was paid on
reimbursement as required by
the Cash Management
Improvement Act (CMIA).

District/LEA ensures payment
requests did not exceed the
expenditures coded in the
general ledger.

Review of school payments,
Accounting records (financial
reports, ledgers, accounts)

The district/LEA must calculate
interest earnings and, if
applicable, pay interest from the
state and local funding sources
to the federal agency (through
DESE).

The district/LEA must create a
written procedure to ensure
future compliance.
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INTERNAL CONTROLS

The district/LEA must establish and maintain effective internal control over the Federal award
that provides reasonable assurance that the LEA is managing the Federal award in compliance
with Federal statutes, regulations, and the terms and conditions of the Federal award.
Reference: 2 CFR 200.303

Internal controls safeguard the integrity of the districts/LEAs programs and services. Internal
controls are tools and/or procedures to ensure effective and efficient operations, reliable
financial reporting, and compliance with applicable laws and regulations.

Effective internal control provides reasonable assurance that misstatements, losses, fraud and
abuse, and/or non-compliance with applicable laws and regulations will be prevented or
detected. Internal control applies to all aspects of a districts/LEAs operation, including
programmatic, financial, compliance, etc.

Written policies and procedures explaining Internal Controls should, at minimum, include the
following elements:

Segregation of Duties: Ensure duties related to authorization, processing (receipt/
disbursement) and record keeping are separated. No one individual should control all key
aspects of a transaction or event.

Authorization of Transactions: All transactions are reviewed by the appropriate person and
supporting documentation (e.g. purchase orders, invoices, etc.) accompanies transactions
being submitted for approval. Multiple signatures should be required on all transactions
dealing with disbursements. Transactions should be posted and reconciled in a timely
manner.

Supervision/Monitoring of Operations: There should be observation or review of ongoing
operational activity to ensure efficiency and effectiveness.

Retention of Records: All documentation should be maintained to substantiate transactions
according to established rules.

The federal retention period is three years for all financial and programmatic records. The
starting date of retention is the day the final expenditure report is submitted. The retention
period for equipment records starts on the date of disposition, replacement or transfer.

Physical Safeguards: Physical safeguards, including the use of cameras, locks, physical
barriers, etc. should be in place to protect property, such as merchandise inventory.

IT Security: Establish the use of passwords, access logs, etc. to ensure access is restricted to
authorized personnel.

Risk Assessment: Establish a process to identify weaknesses in overall financial management
processes, and the organizational structure to determine if the structure is properly designed
to reach desired goals and outcomes.
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SOURCE DOCUMENTATION

Expenditures must have supporting documentation, also called source documentation. The
source documentation indicates the “who, what, when, where, why and how” for an
expenditure. Source documentation consists of a purchase requisition, a purchase order,
receiving documentation, an invoice, and payment documentation. The following list
describes the required source documentation that must be maintained for all expenditures.
Without source documentation to support expenditures, districts/LEAs cannot prove
compliance with ESEA federal grant requirements.

Requisition: The requisition is the originating request for a purchase. The requisition
indicates WHAT the purchase is, WHO it is for, and WHY it is needed. The requisition needs to
be in written format (email, standard form, handwritten request) with an indication of
approval and maintained as a part of the source documentation.

Purchase Order: The purchase order obligates funds for a purchase. It indicates WHAT the
purchase consists of, HOW the purchase is obtained, and WHERE the purchase will be
obtained. The purchase order must be specific enough to list the detailed items being
purchased, the quantity, the vendor, the purchase price, the funding source being obligated
with accounting codes, and the approval signature and date. The purchase order needs to be
in written format and contain a unique identifying number for tracking purposes. The
individual approving the purchase order should be different than the individual who created
the original requisition, or at least have a second signature for approval if these duties can’t
be segregated. The purchase order must be maintained as a part of the source
documentation.

Receiving Documentation: The receiving documentation indicates WHEN the product has
been received or WHEN the service has been provided. Receiving documentation can be a
packing slip, timesheet, attendance certificate, etc. A signature with date should be recorded
on the receiving documentation indicating verification. The receiving documentation must be
maintained as a part of the source documentation.

Invoice: The invoice is the request for payment and verifies the “who, what, when, where,
why and how.” The funding source and the accounting codes must be listed on the invoice
and match the purchase order, as well as an approval signature with date. The invoice must
be maintained as a part of the source documentation.

Payment: The payment is the documentation of the issued check or the electronic payment
transmittal. The payment documentation should be verified for accuracy against the invoice
before mailing. The expenditure must be logged in the general ledger at the time payment is
issued and should correlate with the funding sources and accounting codes indicated on the
purchase order and invoice. The payment documentation must be maintained as a part of the
source documentation.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA staff duties
between accounts receivable
and accounts payable are
segregated and/or double
checked to ensure controls over
fraud and abuse.

Job descriptions, interviews,
policies and procedures

The district/LEA must assign
segregated duties and/or create
a second approval
process/procedure to ensure
future compliance with internal
controls.

Supporting documents
(purchase orders, invoices, etc)
are reviewed prior to the check
being issued/approved.

Interviews, policies and
procedures

The district/LEA must create a
process/procedure where
supporting documentation is
reviewed prior to the approval
of payments to ensure future
compliance with internal
controls.

ESEA expenditures can be
traced back to a source
document.

Requisitions, purchase orders,
invoices

Expenditures must be supported
by documentation or return
ESEA funds.

The district/LEA must create a
process/procedure to ensure
future compliance.
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PROCUREMENT (Written Procedures Required)

Procurement standards apply to the purchase of supplies, equipment, construction (if
approved) and other services funded in whole or in part by federal grant funds. These
standards should be consistent with policies and procedures that apply uniformly to both
federally-financed and other activities of the district/LEA and include the following:

The district/LEA must use its own documented procurement procedures which reflect
applicable State and local laws and regulations, provided that the procurements
conform to applicable Federal law.

The district/LEA must maintain oversight to ensure that contractors perform in
accordance with the terms, conditions, and specifications of their contracts or
purchase orders.

The district/LEA must maintain written standards of conduct covering conflicts of
interest and governing the actions of its employees engaged in the selection, award
and administration of contracts.

0 No employee, officer, or agent may participate in the selection, award, or
administration of a contract supported by a Federal award if he or she has a
real or apparent conflict of interest.

0 Such a conflict of interest would arise when the employee, officer, or agent,
any member of his or her immediate family, his or her partner, or an
organization which employs or is about to employ any of the parties indicated
herein, has a financial or other interest in or a tangible personal benefit from a
firm considered for a contract.

0 The officers, employees, and agents of the district/LEA may neither solicit nor
accept gratuities, favors, or anything of monetary value from contractors or
parties to subcontracts.

If the district/LEA has a parent, affiliate, or subsidiary organization that is not a state or
local government, the district/LEA must also maintain written standards of conduct
covering organizational conflicts of interest.

The district/LEA must avoid acquisition of unnecessary or duplicative items.

The district/LEA is encouraged to enter into state and local intergovernmental
agreements for use of common or shared goods and services.

The district/LEA is encouraged to use Federal excess and surplus property.

The district/LEA is encouraged to use value engineering clauses in contracts for
construction projects.

The district/LEA must award contracts only to responsible contractors possessing the
ability to perform successfully under the terms and conditions of a proposed
procurement.

The district/LEA must maintain records sufficient to detail the history of procurement.
The records will include, but are not necessarily limited to the following: rationale for
the method of procurement, selection of contract type, contractor selection or
rejection, and the basis for the contract price.

The district/LEA must be responsible for the settlement of all contractual and
administrative issues arising out of procurements.

Reference 2 CFR Part 200.318
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Competition: All procurement transactions must be conducted in a manner providing full and
open competition. Situations considered to be restrictive of competition include but are not
limited to:
e Placing unreasonable requirements on firms in order for them to qualify to do
business.
e Requiring unnecessary experience and excessive bonding.
e Noncompetitive pricing practices between firms or between affiliated companies.
e Noncompetitive contracts to consultants that are on retainer contracts.
e Organizational conflicts of interest.
e Specifying only a “brand name” product instead of allowing “an equal” product to be
offered.
e Any arbitrary action in the procurement process.

The district/LEA must have written procedures for procurement transactions. These
procedures must ensure that all solicitations:
e Incorporate a clear and accurate description of the technical requirements for the
material, product, or service to be procured.
e |dentify all requirements which the offerors must fulfill and all factors to be used in
evaluating bids or proposals.

The district/LEA must ensure all prequalified lists of persons, firms, or products which are
used in acquiring goods and services are current and include enough qualified sources to
ensure maximum open and free competition.

Reference 2 CFR Part 200.319

Methods of Procurement: The district/LEA must use one of the following methods of
procurement (see Procurement Claw below) or be more restrictive with their policies:

e Micro-purchases: Procurement by micro-purchase is the acquisition of supplies or
services which are less than $3,500. This purchase may be awarded without soliciting
competitive quotations.

e Small purchase procedures: Small purchase procedures are those simple and informal
procurements for securing services, supplies or other property that cost between
$3,500 and $150,000. Price and rate quotations must be obtained from at least two
qualified sources.

e Sealed bids (formal advertising): Bids are publicly solicited and a firm fixed price
contract is awarded. The sealed bid method is preferred for procuring construction.

e Competitive proposals: The technique of competitive proposals is normally
conducted with more than one source submitting an offer and either a fixed price or
cost-reimbursement type of contract is awarded.

e Noncompetitive proposals: This is the solicitation of a proposal from only one source
and may be used only when one or more of the following applies: The item is
available only from a single source; the public emergency for the requirement will not
permit a delay; the pass-through entity authorizes noncompetitive proposals in
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response to a written request; and/or after solicitation of a number of sources,
competition is determined inadequate.

Procurement “Claw” (Section 200.320)

-

[
Sealed

Bids
2.

Small

Purchases > §150K
= Constrction « = 5150k
projects = Fooed price or cost
* Price i3 & major reambursement
factor = RFF with
evaluation methods

1 . * Up 1o S150K
Micro * Hate quotamons
& MO COSE O prhoe
Purchases analviis

= Unigque
» Public emergency
* Authorizad by agency
[or PTE)
-l 53,500 « No competyion

= Mo quotations
+ Equitable distributons
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA has written
procedures on procurement
which includes gratuity and
conflict of interest.

Discussion with district/LEA
personnel, Accounting records
(financial reports, ledgers,
accounts), and written
procurement procedure

The district/LEA must create a
written procedure to ensure
future compliance with
procurement requirements.

District/LEA follows the
procurement procedure for all
purchases paid with ESEA funds.

The district/LEA must return the
expenditures for goods or
services that did not follow the
procurement procedure.

Prior to procurement,
district/LEA ensures
contractors/vendors were not
debarred, suspended, or
included on the Excluded Parties
List (ELP). This requirement
applies to goods and services
transactions expected to equal
or exceed $25,000. This
requirement does not apply to
employees, registrations or
material and supplies.

If the transaction equals or
exceeds $25,000, districts/LEAs
must go to www.sam.gov or to
http://exclusions.oig.hhs.gov/ to
verify the status of
contractors/vendors with the
federal government.

The district/LEA must create a
process/procedure to ensure
future compliance by checking
the EPL and documenting
results.
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PERIOD OF AVAILABILITY/OBLIGATIONS

Each federal grant has a period for which funds can be obligated and spent. For ESEA
programs, the grant cycle runs with the state fiscal year from July 1 to June 30, unless notified
otherwise. A district/LEA may charge to the award only costs resulting from obligations
incurred during the funding period. Also, if authorized by the applicable ESEA program,
unobligated balances may be carried over and charged for obligations of the subsequent

funding period.

IF THE OBLIGATION IS FOR...

THEN THE OBLIGATION IS MADE WHEN...

Acquisition of real or personal property.

On the date on which the district/LEA makes
a binding written commitment to acquire the
property.

Personal services by an employee of the
State or district/LEA.

When the services are performed.

Personal services by a contractor who is
not an employee of the State or
district/LEA.

On the date on which the district/LEA makes
a binding written commitment to obtain the
services.

Performance of work other than personal
services.

On the date on which the district/LEA makes
a binding written commitment to obtain the
work.

Public utility services.

When the district/LEA receives the services.

Travel.

When the travel is taken (exceptions:
registrations when obligated/committed.)

agreement cost that was properly
approved by the State under the cost
principles.

Rental or real or personal property. A pre-

When the State or district/LEA uses the
property.

A district/LEA may begin to obligate funds on the later of the following two dates:
e The date that the State may begin to obligate funds (July 1),
e The date that the applicant submits its application to the State in substantially

approvable form.

Reimbursement for obligations is subject to final approval of the application.

In addition, the Department has to follow period of availability requirements as well;

therefore, it is important for districts/LEAs to submit payment requests as expenditures occur

and the final expenditure report (FER) by the due date to ensure timely payments.

Reference: 34 CFR 74.28 and 76.707-708
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Following is an illustration of the grant cycle, obligation period and FER reporting period.

The grant cycle runs with the state fiscal year from July 1 to June 30. Districts/LEAs may not
use current year funds on a prior year obligation if grant cycles are crossed.

The obligation period is the period during the grant cycle in which funds may be obligated.
Funds shall not be obligated until the budget application has been submitted. The date the
application is submitted is considered the substantially approved date and funds may be

obligated from that date until June 30.

The FER reporting period is the period during which obligations made during the obligation
period are expended and reported. The FER due date has been extended to September 30 to
allow districts/LEAs additional time to close their books and report expenditures from

obligations made during the obligation period of the grant cycle.

Grant Cycle

Obligation Period

FER Reporting Period

July 1 —June 30

Date of Substantially
Approved Application --June
30

July 1 — September 30

Period during which funds
may be obligated and
expended.

Obligations occur during the
grant cycle, but only after a
substantially approved budget

Expenditures for obligations
made during the obligation
period (date of substantially

approved application — June
30) may be reported up until
September 30.

application has been
submitted.

If a district/LEA does not obligate or expend all grant funds by the end of the fiscal year (June
30th), it may obligate the remaining funds during a carryover period of one additional fiscal
year. Title I.LA has a carryover limitation of 15%. The district/LEA must budget carryover funds
in the current year prior to obligation. Carryover funds that have not been obligated by June
30" of the carryover period will be released upon approval of the FER.

Edgar 80.23
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

There were no
obligations/expenditures prior
to the submission of a
substantially approved
application.

General ledger, payroll records,
contracts, budget application,
and purchase order report

The district/LEA must Journal
Voucher/Recode expenditures
with other allowable
expenditures; or return, from
state and local funds, the
amount obligated prior to
submission date of the Budget
Application.

The district/LEA must create a
process/ procedure to ensure
future compliance with
obligation of funds.

There were no
obligations/expenditures after
the funding/award period.

General ledger, payroll records,
contracts, budget application,
and purchase order report

The district/LEA must Journal
Voucher/Recode expenditures
with other allowable
expenditures; or return, from
state and local funds, the
amount obligated after the
funding period.

The district/LEA must create a
process/ procedure to ensure
future compliance with
obligation of funds.
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ALLOWABLE USE OF FUNDS

Districts/LEAs assume responsibility for ensuring that federal funds have been expended and
accounted for consistent with program regulations and approved applications. Costs generally
are categorized as either direct or indirect. All coding of direct and indirect costs should follow
the Missouri School Finance Accounting Manual http://dese.mo.gov/financial-admin-
services/school-finance/accounting-manual.

e Direct costs: may include salaries, fringe benefits, purchased services, supplies and
equipment.
0 Administrative or Clerical Staff [Reference 200.413(c)]
= Direct charging of these costs may be appropriate only if all of the
following conditions are met:
e Such services are integral to a project or activity.
e Individuals involved can be specifically identified with the project
or activity.
e Such costs are explicitly included in the budget or have the prior
written approval of the Federal awarding agency; and
e The costs are not also recovered as indirect cost.
= Example: Job description could be used to meet these conditions along
with time and effort documentation.

e Indirect costs: are those costs which are not readily identified with the activities funded
by the federal grant or contract but are nevertheless incurred for the joint benefit of
those activities and other activities and programs of the district/LEA. Accounting,
auditing, payroll, personnel, budgeting, purchasing, and operation/maintenance of plant
are examples of services which typically benefit several activities and programs and for
which appropriate costs may be attributed to the federal program by means of an
indirect cost allocation plan.

0 The indirect cost rate used in calculating the indirect costs depends on whether
the grant is a restricted or unrestricted grant.

Reference: Missouri School Finance Accounting Manual and 2 CFR Part 200.56
Reference: 2 CFR Part 200.413 and 200.414

Allowability: To be allowable under a federal award, costs must meet the following general
criteria and must be in a written procedure:

e Be necessary and reasonable for the performance of the Federal award and be allocable
thereto under these principles.

e Conform to any limitations or exclusions set forth in these principles or in the Federal
award as to types or amount of cost items.

e Be consistent with policies and procedures that apply uniformly to both federally-
financed and other activities of the district/LEA.
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e Be accorded consistent treatment. A cost may not be assigned to a federal award as a
direct cost if any other cost incurred for the same purpose in like circumstances has
been allocated to a federal award as an indirect cost.

e Be determined in accordance with generally accepted accounting principles (GAAP).

e Not be included as a cost or used to meet cost sharing or matching requirements of any
other federally-financed program in either the current or a prior period.

e Be adequately documented.

e Be net of all applicable credits.

Reference: 2 CFR Part 200.403 and 200.406

Reasonable: A cost is reasonable if, in its nature and amount, it does not exceed that which
would be incurred by a prudent person under the circumstances prevailing at the time the
decision was made to incur the cost. In determining reasonableness of a given cost,
consideration must be given to:

e Whether the cost is of a type generally recognized as ordinary and necessary for the
operation of the district/LEA or the proper and efficient performance of the Federal
award.

e The restraints or requirements imposed by such factors as: sound business practices;
arm’s-length bargaining; Federal, state, local, tribal, and other laws and regulations; and
terms and conditions of the Federal award.

e Market prices for comparable goods or services for geographic area.

e Whether the individuals concerned acted with prudence in the circumstances
considering their responsibilities to the district/LEA, its employees, where applicable its
students or membership, the public at large, and the Federal government.

e Whether the district/LEA significantly deviates from its established practices and policies
regarding the incurrence of costs, which may unjustifiably increase the Federal award’s
cost.

Reference: 2 CFR Part 200.404

Allocable: A cost is allocable to a particular Federal award or other cost objective if the goods
or services involved are chargeable or assignable to the Federal award or cost objective in
accordance with relative benefits received. This standard is met if the cost:

e isincurred specifically for the Federal award;

e benefits both the Federal award and other work of the district/LEA and can be
distributed in proportions that may be approximated using reasonable methods; and

e is necessary to the overall operation of the district/LEA and is assignable in part to the
Federal award.

All activities which benefit from the district/LEA’s indirect cost, including unallowable activities

and donated services by the district/LEA or third parties, will receive an appropriate allocation
of indirect costs.
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Any cost allocable to a particular Federal award may not be charged to other Federal awards to
overcome fund deficiencies, to avoid restrictions imposed by Federal statues, regulations, or
terms and conditions of the Federal awards, or for other reasons. However, this prohibition
would not preclude the district/LEA from shifting costs that are allowable under two or more
Federal awards in accordance with existing federal statutes, regulations, or the terms and
conditions of the Federal awards.

Direct cost allocation principles state that if a cost benefits two or more projects or activities in
proportions that can be determined without undue effort or cost, the cost must be allocated to
the projects based on the proportional benefit. If a cost benefits two or more projects or
activities in proportions that cannot be determined because of the interrelationship of the work
involved, then the costs may be allocated or transferred to benefitted projects on any
reasonable documented basis.

Reference: 2 CFR Part 200.405

UNALLOWABLE COSTS

Alcoholic beverages

Entertainment, including amusement, diversion, and social activities

Goods or services for personal use

Interest costs incurred for the use of a governmental unit’s own funds (CMIA)
Promotional items and memorabilia, including models, gifts, and souvenirs
Materials and supplies deemed unnecessary for ESEA program

Reference: 34 CFR 200.407

CONFERENCES/MEETINGS

A conference is defined as a meeting, retreat, seminar, symposium, workshop or event whose
primary purpose is the dissemination of technical information beyond the district/LEA and is
necessary and reasonable for successful performance under the Federal award.

Allowable conference (meeting) costs paid by the district/LEA as a sponsor or host of the
conference may include:
e Rental of facilities
e Speakers’ fees
v' Employees of LEA may not be paid a speaker fee_unless specifically
permitted by the authorizing statute, regulation and Department
e Costs of meals and refreshments
v Meal costs are allowed unless specifically not permitted by the authorizing
statute, regulation and Department (please contact the appropriate DESE
program section for further guidance).
v If allowed, LEA may need to provide the following documentation
= Agenda
= List of Attendees

Page | 27



= Meal costs are reasonable and necessary based on the LEA’s policies

and procedures
= Written justification to demonstrate how it meets the goals and

objectives of a Federal grant

e Local transportation
e Other items incidental to such conferences

Unallowable conference (meeting) costs

e Entertainment costs
v’ Costs of entertainment, including amusement, diversion, and social activities

and any associated costs are unallowable.

Reference: 2CFR Part 200.432 & 200.438
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA has written
procedures on determining
allowability of costs for the
Federal award.

District/LEA policies and
procedures

The district/LEA must provide
the required written procedure.
Generally, a cost is allowable if it
is necessary, reasonable,
allocable and documented.

District/LEA has accounting
records to support expenditures
on the FER.

FER, Accounting records
(financial reports, ledgers,
accounts)

The district/LEA must revise the
FER or recode expenditures in
the general ledger to match the
FER.

ESEA funds are expended for
allowable activities.

Accounting records (financial
reports, ledgers, accounts)

The district/LEA must recode an
allowable expenditure from
another source or return the
unallowable expenditure
amount.

District/LEA has written policy
on travel that explains the
requirements of travel status
and reimbursement of travel
costs.

District/LEA board approved
policy

The district/LEA must provide
the required written procedure.

ESEA travel expenses are
supported by documentation
that justifies that participation
of the individual is necessary to
the Federal award.

Travel documentation
justification,
conference/meeting agenda

The district/LEA must create a
process/procedure to ensure
future compliance with
justification for travel.

ESEA food costs at LEA hosted
meetings/trainings are
supported by documentation
that justifies that the food is
reasonable in cost, necessary to
accomplish program goals and
objectives, and an integral part
of the program.

Meeting/training agenda, list of
attendees, food justification
documentation

The district/LEA must create a
process/procedure to ensure
future compliance with
justification for food costs.
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SUPPLEMENT/SUPPLANT REQUIREMENT

Under the federal “supplement, not supplant” requirement, non-Federal entities may use
federal funds only to supplement and, to the extent practical, increase the level of funds that
would, in the absence of the federal funds, be made available from non-federal sources for
the education of participating students. In no case may non-Federal entities use federal
program funds to supplant (take the place of) funds from non-federal sources.

For most federal programs, supplanting is presumed to occur in the following instances:

e The district/LEA uses federal funds to provide services that it is required to make
available under other federal, state or local laws.

e The district/LEA uses federal funds to provide services that were provided with non-
federal funds in the prior year.

These presumptions are rebuttable if the district/LEA can demonstrate that it would not have
provided the services in question with non-federal funds had the federal funds not been
available. For example, a district/LEA in the past year had used state or local funds to pay the
salaries of certain personnel. The district/LEA then experiences significant loss of revenue. In
the next year that a district/LEA may be able to demonstrate that the use of current year
federal program funds to pay for the salary costs would not be supplanting because, without
the federal funds, it would not have the resources needed to maintain these positions. This
exception can also be used where the services are mandated by state law, but the state
provides no funds for it.

When using this rebuttable exception it is very important that the district/LEA maintains good
fiscal records and documentation from their Management (School Board, Board of Directors,

Authorized Representatives, etc.) that will permit an auditor or program monitor to conclude
that they have not supplanted.

In particular, a district/LEA that believes it could not maintain services previously paid with
state or local funds had federal program funds not been available should:

1. Be able to demonstrate a decrease of state and local funds from the prior year, and
the maintenance or increase in standard operating costs (salaries, benefits, supplies,
etc.) from the prior year;

-OR-

Be able to demonstrate that any increase in state and local funds is less than increases
of the standard operating costs, and state/local funds have not been redirected to a
new activity;

-AND-

2. Be able to demonstrate that Management is on record as deciding to eliminate the
activity under question unless a new source of funds is made available from non-state
and non-local funds (in the absence of state and local funds), and the activities to be
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funded under a particular federal program are clearly consistent with the purpose of
that program.

Federal Programs that have supplement, not supplant requirement (Restricted Rate
Programs)

SCHOOLWIDE PROGRAM EXCEPTION

The supplement not supplant requirement in ESEA section 1120A(b) does not apply to a
schoolwide program school, and the school does not need to demonstrate that Title |
funds are used only for activities that supplement those the school would otherwise
provide with non-Federal funds. Accordingly, the presumptions used to determine if
supplanting has occurred donotapply to the use of Title | funds in a schoolwide program
school. However, in order for Federal funds to make a difference in supporting school
reform in a schoolwide program, they must supplement those funds the school would
otherwise receive. To ensure that this occurs, a schoolwide program school relies on the
equitable distribution of non-Federal funds.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

ESEA funds are used to
supplement and not supplant
non-federal funds.

Accounting records (financial
reports, ledgers, accounts), Core
Data, Job Descriptions

The district/LEA must recode an
allowable expenditure from
another source or return the
unallowable expenditure
amount.
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TIME AND EFFORT REPORTING

OMNI does not require Semi-Annual Certifications or PAR reports as support for
compensation expenses. However, the Missouri State Department of Elementary and
Secondary Education will continue to require that all districts/LEAs use their current internal
control system of Semi-Annual Certifications, PAR reports, or approved Substitute Systems.
Continuing with the current system will ensure compliance with the new OMNI and give the
federal government time to issue implementation guidance for this issue.

Reference: DESE Administrative Memo dated April 2, 2015 —Note: Federal Guidance is no
longer referred to as OMNI. It is now referred to as UGG.

Compensation for personal services includes all remuneration, paid currently or accrued, for
services of employees rendered during the period of performance under the Federal award,
including but not necessarily limited to wages and salaries. Compensation for personal
services may also include fringe benefits. Costs of compensation are allowable to the extent
that they satisfy the specific requirements noted below and that the total compensation for
individual employees:

e Isreasonable for the services rendered and conforms to the established written policy
of the district/LEA consistently applied to both Federal and non-Federal activities.

e Follows an appointment made in accordance with the districts/LEAs laws or written
policies.

e [s determined and supported by appropriate documentation.

DOCUMENTATION OF PERSONNEL

Charges to Federal awards for salaries and wages must be based on records that accurately
reflect the work performed. Staff included in the consolidated schoolwide pool is exempt
from time and effort documentation. These records must:

e Be supported by a system of internal controls which provide reasonable assurance
that the charges are accurate, allowable and properly allocated.

e Beincorporated into the official records of the district/LEA.

e Reasonably reflect the total activity for which the employee is compensated by the
district/LEA, not exceeding 100% of compensated activities.

e Encompass both federally assisted and all other activities compensated by the
district/LEA on an integrated basis, but may include the use of subsidiary records as
defined in the district/LEA’s written policy.

e Comply with the established accounting policies and practices of the district/LEA.

e Support the distribution of the employee’s salary or wages among specific activities or
cost objectives if the employee works on more than one Federal award; a Federal
award and non-Federal award; an indirect cost activity and a direct cost activity; two
or more indirect activities which are allocated using different allocation bases.

e Budget estimates alone do not qualify as support for charges to federal awards, but
may be used for interim accounting purposes.
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e Records may reflect categories of activities as a percentage distribution of total
activities.

TIME AND EFFORT DOCUMENTATION FOR DISTRICTS/LEAS

Records are required for all employees, including teachers, paraprofessionals, administrators,
and other staff paid with federal funds to document the time and effort they spend within the
program. The portion of the federally paid salary should be reflective of the actual activity,
not budgeted, the individual has put forth for that federal program. Time and effort reporting
is required when any part of an individual's salary is charged to a federal program or used as
match for a federal program.

Semi-Annual Certification: Where employees are expected to work solely on a single Federal
award or cost objective, charges for their salaries and wages will be supported by periodic
certifications that the employees worked solely on that program for the period covered by the
certification. These certifications are required to be prepared at least semi-annually. A
sample form is located at:
http://dese.mo.gov/sites/default/files/fas-SemiAnnualTimeCertification.pdf

Monthly Personnel Activity Report (PAR): Where employees work on multiple activities or
cost objectives, a distribution of their salaries or wages will be supported by personnel activity
reports (PARs). Salaries and wages of employees used in meeting cost sharing or matching
requirements of Federal awards must be supported in the same manner as those claimed as
allowable costs under Federal awards. A sample form is located at:
http://dese.mo.gov/sites/default/files/fas-PersonnelActivityReport.xls

Substitute System for Time and Effort: State educational agencies (SEAs) are authorized to
approve districts/LEAs to use a substitute system for time-and-effort reporting in accordance
with the following guidelines. In permitting a district/LEA to use the substitute system, the
SEA must obtain from the district/LEA a management certification certifying that only eligible
employees will participate in the substitute system and that the system used to document
employee work schedules includes sufficient controls to ensure that the schedules are
accurate. Substitute system guidelines include:

(1) To be eligible to document time and effort under the substitute system, employees
must:

a. Currently work on a schedule that includes multiple activities or cost objectives
that must be supported by monthly personnel activity reports;

b. Work on specific activities or cost objectives based on a predetermined
schedule; and

c. Not work on multiple activities or cost objectives at the exact same time on
their schedule.

(2) Under the substitute system, in lieu of personnel activity reports, eligible employees
may support a distribution of their salaries and wages through documentation of an
established work schedule that meets the standards under section (3). An acceptable
work schedule may be in a style and format already used by a district/LEA.
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(3) Employee schedules must:

a. Indicate the specific activity or cost objective that the employee worked on for
each segment of the employee’s schedule;

b. Account for the total hours for which each employee is compensated during
the period reflected on the employee’s schedule; and

c. Be certified at least semi-annually and signed by the employee and a
supervisory official having firsthand knowledge of the work performed by the
employee.

(4) Any revisions to an employee’s established schedule that continue for a prolonged
period must be documented and certified in accordance with the requirements in
section (3). The effective dates of any changes must be clearly indicated in the
documentation provided.

Any significant deviations from an employee’s established schedule, that require the
employee to work on multiple activities or cost objectives at the exact same time, including
but not limited to lengthy, unanticipated schedule changes, must be documented by the
employee using a personnel activity report that covers the period during which the deviations
occurred.

Stipends and Extra-Duty Pay: When a district/LEA pays for extra work beyond an employee’s
regular contract, then the district/LEA must develop beforehand written documentation that
indicates the extra work to be performed, the date(s) of performance, and the amount or rate
to be paid to the employee. A contract if established must also be signed by the district/LEA
and the employee to show the acceptance of the terms.

In addition, the employee must complete time and effort documentation that supports the
extra work beyond the employee’s regular contract. This documentation could be a semi-
annual time certification or monthly personnel activity reports.

Examples of stipends and extra-duty pay to comply with time and effort requirements:
Here is one example of how time and effort could be documented for stipends paid to
teachers using ESEA Title IIA funds:

e The district/LEA is using some of its Title IIA funds to pay a stipend to teachers
participating in Professional Development activities outside of their contractual day.
For instance, an Action Research PLC meets monthly for 3 hours and teachers are paid
a stipend at the rate of $20/hour (as per their contract) to participate. The PLC is
facilitated by the LEA’s Curriculum Coordinator.

e Each time the PLC meets, the participants all sign in. At the bottom of the sign sheet is
the following statement: “This is to certify that the above participants spent 100% of
their time during this meeting on March 1, 2016 working on Action Research and were
paid a stipend for this work with ESEA Title IIA grant funds.”

e [t would then be signed and dated (after the fact) by the Curriculum Coordinator who
has firsthand knowledge of the work performed by the participants.
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MOSIS/CORE DATA CODING

All federally-funded positions, whether certificated or non-certificated, are to be reported.
This includes all assignments approved in the applications, full or part-time, during or outside
of school hours. See Exhibit 15-Reporting Guidelines for ESEA Federal Programs at the end
of this section.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

Employees who work solely on a
single cost objective and are
paid from ESEA funds prepare
semi-annual time certifications
to support charges to the grant
as required.

Semi-annual time certifications
on file associated with payroll
detail.

The district/LEA must complete
Semi-Annual Certification forms
to support employees who
worked solely in the ESEA
program and were paid any
portion of ESEA funds or return
the funds.

The district/LEA must create a
process/procedure to ensure
future compliance with this
requirement.

Employees who work on
multiple cost objectives,
including those funded through
Administration Pool and are
paid from ESEA funds and other
funds prepare monthly time
sheets to support charges to the
grant as required.

Payroll detail for Federal
Programs. Core Data will be
used as a source document.

The district/LEA must complete
Time and Effort Logs/Personnel
Activity Reports (PARs) for
employees who worked in the
ESEA program and on any other
program(s) and were paid any
portion of ESEA funds or return
the unallowable amount.

The district/LEA must create a
process/ procedure to ensure
future compliance with this
requirement.

Employees who work on
multiple cost objectives, are
paid from ESEA funds and other
funds, have fixed schedules and
SEA approval to use the
substitute system prepared
certification forms to support

charges to the grant as required.

SEA approval of substitute
system, fixed work schedule,
payroll records.

The district/LEA must complete
Semi-Annual Certification
forms/Personnel Activity
Reports (PARs) for employees
who worked in the ESEA
program and on any other
program(s) and were paid any
portion of ESEA funds or return
the unallowable amount.

The district/LEA must create a
process/procedure to ensure
future compliance with this
requirement.
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Stipends and extra-duty pay are
supported by a signed written
agreement between the
employee and the district/LEA
that indicates the extra work to
be performed, the date(s) of
performance, and the amount
to be paid to the employee. In
addition, the employee
prepares time and effort
documentation as required.

Signed written agreement;
monthly/hourly time sheets or
time certification

The district/LEA must create a
process/ procedure to ensure
stipends/extra duty work paid
with ESEA funds is supported by
written agreement.

Job descriptions of employees

paid from ESEA funds are on file.

Job descriptions on file

The district/LEA must create a
process/ procedure to ensure
future compliance with this
requirement.

Staff paid entirely or in part with
ESEA funds are coded to an
acceptable course and program
code in Core Data/MOSIS.

Core Data/MOSIS reports, Core
Data Exhibit 15

The district/LEA must create a
process/ procedure to
accurately code employees who
worked in the ESEA program
and were paid any portion of
ESEA funds to an acceptable
course code in MOSIS/Core
Data.
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SEMI-ANNUAL CERTIFICATION

Where employees are expected to work solely on a single Federal award or cost objective,
charges for their salaries and wages will be supported by periodic certifications that the
employees worked solely on that program for the period covered by the certification. These
certifications will be prepared at least semi-annually and will be signed by the employee or
supervisory official having first-hand knowledge of the work performed by the employee.

1, , , certify that
(Name) (Title)

100% of my time has been spent performing duties associated with

(Federal Program)

for the period of

Employee Signature

Date

Supervisor Signature

Date
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SEMI-ANNUAL CERTIFICATION (ALTERNATIVE) FORM

Where employees are expected to work solely on a single Federal award or cost objective,
charges for salaries and wages will be supported by periodic certifications that the employees
worked solely on that program for the period covered by the certification. These certifications
will be prepared at least semi-annually and will be signed by the employee or supervisory
official having first-hand knowledge of the work performed by the employee.

(Supervisor Name) (Title)

having first-hand knowledge of the work performed, certify that 100% of the time for the
employee(s) listed below has been spent performing duties associated with

for the period of
(Federal Program) (Funding Period)

Employee Name(s) Position

Add more lines as needed

Signature of Supervisor

Date
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~, MIZSCURI DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATICN
b DIVISION OF FINANCIAL AND ADRMINISTRATIVE SERVICES

.":"- ]
R ; % SUBSTITUTE SYSTEM MANAGEMEMNT CERTIFICATION FORM

System Guidelines

LOCAL EDUCATION ASERCY (LEA) MANE COUNTY DISTRICT CODE SCH00L YEAR

State educational agencies (SEAs) are authorized to approve local educational agencies (LEAs) to use a
substitute system for time-and-effort reporting in accordance with the following guidelines. Im permitting an LEA
o use the substitute systemn, the SEA must cbiain from the LEA a management certification certifying that only
eligible employess will participates in the substitute systemn and that the system used o document employee
work schedules includes sufficient controls to ensure that the schedules are accurate.

{1} To be egible to document time and efort under the substitute system, employess must
¢ Currently work on a schedule that incdudes multiple activities or cost objectives that must be supported
by manthly personnel activity reports:
¢  Work on specific acthities or cost objectives based on a predetermined scheduls; and
¢ Mot work on multiple activities or cost objectives at the exact same time on their schedule.

(2} Under the substitute system, in lieu of personnel activity reports, =ligible employeses may support &
distribution of their salaries and wages through documentation of an established work schedule. An accepiable
work schedule may be in a style and format already used by the LEA

(3} Employee schedules must:
¢ Indicate the specific activity or cost cbjective that the employes worked on for each segment of the
emploryes’s schedule:
¢ Account for the total hours for which each employee is compensated during the pericd reflected on the
employes’s schedule; and
¢ Be certified at l2ast semiannually and signed by the employes and a supervisory official having
firsthand knowiledge of the work performed by the employes.

(4] Any revisions to an employes's established schedule that continue for a prolonged period must be
documented and certified in accordance with the reguirements im section (3). The effective dates of any
changes must be cearly indicated in the documentation provided.

(5} Any significant deviagtions from an employes’s established schedule, that reguire the employes to work on
multiple actvities or cost obhjectives at the exact same time, including but not limnited to lengthy, unanticipated
schedule changes, must be documented by the employee using a personnel activity report that covers the
penod during which the deviations occurmed.

Submit completed form by email to spedfunding@dese mo.gowv o fax to (573) 526-06888.
Cuestions: Contact the Division of Financial and Administrative Services at (573) 751-0822.

DISCLOSURE OF KNOWN DEFICIENCIES
DESCRIBE SHH KMOWH DEFCENCES WITH IMPLEMENTING THE ELBSTITUTE &Y ETEM, £R THE SUBSTITUTE SYESTEM TSELF (F APPLICAELE)

| certify that anly eligible employees will participate in the substitute systemn; and that the system used to
document employes work schedules includes sufficient controls to ensure accuracy.

EIEHATURE OF SUPERINTENDENTAELUTHORIED REPRESEMTATIVE PRINTED HAME DATE
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ENCLOSURE D
SUBSTITUTE SYSTEM EMPLOYEE CERTIFICATION FORM

Employee Name
Title

Certification Period

Type of Schedule
___ Daily

_ Weekly

___ Bi-Weekly
____ Other

Program or Cost Objective Distribution of Time

TOTAL 100%

| certify that | have performed work consistent with the attached schedule and as distributed in the
above percentages during the Certification Period.

Employee Signature Date

| certify that | have firsthand knowledge that the above employee performed work consistent with the
attached schedule and as distributed in the above percentages during the Certification Period.

Supervisor Signature Date
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ENCLOSURE E

SUBSTITUTE SYSTEM FIXED WORK SCHEDULE

WORK SCHEDULE—SAMPLE

Employee Name
Title

Jane Doe

Instructional Assistant

Monday

Tuesday

Wednesday

Thursday

Friday

8:00-8:30
Consult with staff
regarding Title |
students/curriculum

8:00-8:30
Consult with staff
regarding Title |
students/curriculum

8:00-8:30
Consult with staff
regarding Title |
students/curriculum

8:00-8:30
Consult with staff
regarding Title |
students/curriculum

8:00-8:30
Consult with staff
regarding Title |
students/curriculum

8:30-8:45 8:30-8:45 8:30-8:45 8:30-8:45 8:30-8:45
Break Break Break Break Break
8:45-9:15 8:45-9:15 8:45-9:15 8:45-9:15 8:45-9:15
Special ed. support | Special ed. support | Special ed. support | Special ed. support | Special ed. support
9:15-10:00 9:15-10:00 9:15-10:00 9:15-10:00 9:15-10:00
Small group reading | Small group reading | Small group reading | Small group reading | Small group reading
10:00-10:30 10:00-11:00 10:00-10:30 10:00-11:00 10:00-10:30
Small group math 2" grade Title | Small group math 2" grade Title | Small group math
10:30-11:00 reading/math 10:30-11:00 reading/math 10:30-11:00

2" grade Title |
reading/math

2" grade Title |
reading/math

2" grade Title |
reading/math

11:00-11:30 11:00-11:30 11:00-11:30 11:00-11:30 11:00-11:30
Lunch Break Lunch Break Lunch Break Lunch Break Lunch Break
11:30-11:45 11:30-11:45 11:30-11:45 11:30-11:45 11:30-11:45

Individual special
ed. student catch-

Individual special
ed. student catch-

Individual special
ed. student catch-

Individual special
ed. student catch-

Individual special
ed. student catch-

up up up up up
11:45-12:35 11:45-12:35 11:45-12:35 11:45-12:35 11:45-12:35
Small group math Small group math Small group math Small group math Small group math
12:35-1:05 12:35-1:05 12:35-1:05 12:35-1:05 12:35-1:05
Small group writing | Small group writing | Small group writing | Small group writing | Small group writing
1:05-1:20 1:05-1:20 1:05-1:20 1:05-1:20 1:05-1:20
Break Break Break Break Break
1:20-1:40 1:20-1:40 1:20-1:40 1:20-1:40 1:20-1:40
Title | prep Title | prep Title | prep Title | prep Title | prep
1:40-2:30 1:40-2:30 1:40-2:30 1:40-2:30 1:40-2:30

First grade Title |
reading/math

First grade Title |
reading/math

First grade Title |
reading/math

First grade Title |
reading/math

First grade Title |
reading/math

2:30-3:30
Title | lesson
planning and
student learning
plan follow-up

2:30-3:00
Title | lesson
planning

3:00-3:30
Bus duty

2:30-3:30
Title | lesson
planning and
student learning
plan follow-up

2:30-3:00
Title | lesson
planning

3:00-3:30
Bus duty

2:30-3:30
Title | lesson
planning and
student learning
plan follow-up
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EQUIPMENT AND REAL PROPERTY MANAGEMENT

Equipment means tangible personal property (including information technology systems)
having a useful life of more than one year and a per-unit acquisition cost which equals or
exceeds $1,000. Reference: 2 CFR Part 200.33

The following items are subject to the inventory management and control requirements:
e Equipment items with an acquisition cost of $1,000 or more per unit, and
e |tems with an acquisition cost under $1,000 per unit which is considered attractive or
easily pilfered.
0 These “sensitive” items include, but are not limited to:
= audio-visual equipment

= PDAs
= digital cameras
= |aptops

= television sets
= DVD players
= jPads
= cell phones
= power tools
= computers and
= computer accessories
o Software
= Software meeting the following criteria would be considered equipment
and paid for out of the Capital Projects Fund and useful life of more
than one year:
e Software license that is bought that costs $5,000 or more.
e Internally created software costing $5,000 or more.
= Further guidance is located http://dese.mo.gov/sites/default/files/sf-
JEquipmentVersusSupply.pdf.

Note: While the federal government maintains an acquisition cost of 55,000 or more per unit
for inventory management and control requirements, state regulations are more restrictive at
the 51,000 or more per unit threshold and therefore supersede the federal government
amount.

Acquisition cost is defined as the cost of the asset including the cost to ready the asset for its
intended use. Acquisition cost for equipment means the net invoice price of equipment
including the cost of any modifications, attachments, accessories or auxiliary apparatus
necessary to make it usable for the purpose for which it was acquired. Acquisition costs for
software includes those development costs capitalized in accordance with generally accepted
accounting principles (GAAP). Ancillary charges, such as taxes, duty, protective in transit
insurance, freight, and installation may be included or excluded in the acquisition cost in
accordance with the districts/LEAs regular accounting practices.

Reference: 2 CFR 200.2

Page | 47



http://dese.mo.gov/sites/default/files/sf-JEquipmentVersusSupply.pdf
http://dese.mo.gov/sites/default/files/sf-JEquipmentVersusSupply.pdf

Management requirements: Procedures for managing equipment (including replacement
equipment), whether acquired in whole or in part under a Federal award, until disposition
takes place will, as a minimum meet the following requirements:

Inventory Management Controls: Equipment/Property Records must be maintained and
include (Reference: 2 CFR Part 200.313):
e Description of the equipment/property
e Serial number or other identification number
e Funding source of property [Including Federal Award Identification Number (FAIN)]
0 Located on Award Allocation Notification
O Located on DESE Payment Transmittal
e Who holds the title, if applicable
e Acquisition date
e Cost of the property
e Percentage of federal participation in the project costs for the Federal award under
which the property was acquired
e Location of the property
e Use and condition of the property
e Any ultimate disposition data including the date of disposal and sale price of the
property.

A physical inventory of the property must be taken and the results reconciled with the
property records at least once every two years. A control system must be developed to
ensure adequate safeguards to prevent loss, damage, or theft of the property. Any loss,
damage, or theft must be investigated. Adequate maintenance procedures must be
developed to keep the property in good condition.

Equipment Transfer: When no longer needed for the original program or project, the
district/LEA may transfer title to the property to the Federal Government or to an eligible
third party provided that

e The district/LEA must be entitled to compensation for its attributable percentage of
the current fair market value of the property.

e When original or replacement equipment acquired under a grant is no longer needed
for the original project or program, the equipment may be transferred and used in
other projects or programs currently or previously funded by the Federal awarding
agency.

e The transfer of such items should be noted on the equipment inventory maintained by
the district/LEA.

When acquiring replacement equipment, the district/LEA may use the equipment to be
replaced as a trade-in or sell the property and use the proceeds to offset the cost of the
replacement property.
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Property Disposition: When the original or replacement equipment acquired under a Federal
award is no longer needed for the original project or program the district/LEA must dispose of
the equipment as follows:

e Items of equipment with a current per unit fair market value of $5,000 or less may be
retained, sold or otherwise disposed of with no further obligation to the Federal
awarding agency. The disposition of such items should be noted on the equipment
inventory maintained by the district/LEA.

e Items of equipment with a current per-unit fair market value in excess of $5,000 may
be retained by the district/LEA or sold. The Federal awarding agency is entitled to an
amount calculated by multiplying the current market value or proceeds from the sale
by the Federal percentage of participation in the cost of the original purchase. If the
equipment is sold, the Federal awarding agency may permit the district/LEA to deduct
and retain from the Federal share $500 or ten percent of the proceeds, whichever is
less, for its selling and handling expenses. Proper sales procedures must be
established to ensure the highest possible return.

Reference: 2 CFR Part 200.313
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Monitoring Statements and Corrective Action Plans

Requirement

| Evidence

CAP

The following items are subject to the inventory management and control requirements:
e Equipment items with an acquisition cost of $1,000 or more per unit, and
e Items with an acquisition cost under $1,000 per unit which is considered attractive or easily

pilfered.

Equipment purchases are
consistent with the budget and
approved by DESE.

Accounting records (financial
reports, ledgers, accounts);
equipment inventory records

The district/LEA must return the
unallowable expenditure
amount.

ESEA equipment records are
maintained and up-to-date.

Equipment inventory records

The district/LEA must add
equipment purchased with ESEA
funds to the master inventory
listing as it is purchased and
received.

The district/LEA must create a
process/procedure to ensure
future compliance with
equipment management
requirements.

A centralized inventory control
system accounts for all
equipment purchased with
federal funds and contains the
required elements:
Description, Serial number or

other identification number,
Funding source (including FAIN),
Title holder, Acquisition date,
Cost, Percentage of federal
participation, Location, use and
condition of the equipment, and
applicable disposition data.

Equipment inventory records

The district/LEA must create one
master inventory listing to
include all equipment purchased
with federal funds and include
all required components

The district/LEA must create a
process/procedure to ensure
future compliance with
equipment management
requirements.

Equipment is used for its
intended purpose.

Equipment inventory records;
on-site physical verification

The district/LEA must describe
use of equipment if not used for
the ESEA program or return the
unallowable expenditure
amount.

Controls/safeguards are in place
to prevent loss, damage or theft
to ESEA equipment.

Interviews

The district/LEA must create a
process/procedure to ensure
future compliance with
equipment management
requirements.

ESEA funds are used to
supplement and not supplant
non-federal funds.

Interviews; equipment
inventory records,
documentation of approval
regarding purged items

The district/LEA must describe
use of equipment if not used for
the ESEA program or return the
unallowable expenditure.
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Physical inventory of ESEA
equipment is conducted and
results documented in the
equipment records at least once
every two years.

Interviews; equipment
inventory records

The district/LEA must conduct
the physical inventory of
equipment purchased with ESEA
funds and provide supporting
evidence.

The district/LEA must create a
process/procedure to ensure
future compliance with
equipment management
requirements.
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Equipment Inventory Sample
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CAPITAL OUTLAY (NON-EQUIPMENT)

No district/LEA may use its grant for construction unless specifically permitted by the
authorizing statute, regulation and Department.

DAVIS-BACON ACT

Laborers and mechanics employed by contractors or subcontractors to work on approved
construction projects financed using federal assistance must be paid wages not less than
those established for the local project area by the Secretary of Labor. Prevailing wage rates
are located at: http://www.gpo.gov/davisbacon/MO.html

Reference: 40 Stat 1494, Mar.3, 1921, Chap. 411, 40 U.S.C. 576A-276A-5
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Monitoring Statements and Corrective Action Plans

Requirement

| Evidence

| cAP

Non-Equipment - vehicles or planning facility projects (minor remodeling).

Capital Outlay purchases are
consistent with the budget and
approved by the Department.

Accounting records (financial
reports, ledgers, accounts);
budget application

The district/LEA must return the
unallowable expenditure
amount.

Capital Outlay is used for its
intended purpose.

Accounting records (financial
reports, ledgers, accounts)

The district/LEA must describe
use of capital outlay if not used
for the ESEA program or return
as unallowable expenditure
amount.

Capital Outlay complies with
Davis-Bacon (wage
requirements).

Accounting records (financial
reports, ledgers, accounts)

District/LEA must create a
process/procedure to ensure
future compliance with capital
outlay management
requirements.

Capital Outlay expenditure
followed district/LEA
bidding/procurement
requirements.

Accounting records (financial
reports, ledgers, accounts)

District/LEA must create a
process/procedure to ensure
future compliance with

procurement requirements.
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SCHOOL AUDIT

All Missouri school districts, including charter schools, are required to be audited annually and
to submit a copy of the audit report to the Department of Elementary and Secondary
Education. In addition, districts/charter schools that expend more than $750,000 of federal
funds during the fiscal year must have a Single Audit.

Monitoring Statements and Corrective Action Plans

Requirement Evidence CAP

Audits; corrective action plans Accounting records (financial The district/LEA must

for findings in two most recent | reports, ledgers, accounts); demonstrate implementation of

years have been addressed. district/LEA response to corrective action plan and
findings. DESE response to process/procedure.

Corrective Action Plan (what
actions/documentation must be
provided to resolve finding)

NONPUBLIC SCHOOL SERVICES

Monitoring Statements and Corrective Action Plans

Requirement Evidence CAP

Nonpublic School Services: The | Accounting records (financial The district/LEA must return
district expends or protects reports, ledgers, accounts); unallowable expenditures.
sufficient project funds for contracts

equitable services to eligible
nonpublic school staff and/or
students. Funds do not go
directly to nonpublic schools.
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TITLE I.A PROVISIONS

Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA provides evidence
each eligible building receives
the allocated amount of funds
indicated on Step 4 of the BOA
and current building level
budgets and expenditures
correspond to the BOA.

ESEA Consolidated Application -
BOA Step 4 and budget and
expenditure report for each
building

The district/LEA must create a
process/procedure to ensure
future compliance with Title LA
ranking and serving
requirements.

Title | Targeted assistance
school services are used only by
participating students and
according to regulations and
guidelines (students identified
through multiple criteria).

Teacher's class schedules,
rosters, and shared lesson
plans/PD records/Accounting
records

The district/LEA must create a
process/procedure to ensure
future compliance with Title LA
eligibility requirements.

District/LEA complies with the
carryover provisions of Title I.
District/LEA has accounting
records to support expenditures
and obligations submitted on
the 9/30 Report.

Accounting records (financial
reports, ledgers, accounts)

The district/LEA must create a
process/procedure to ensure
future compliance with
documentation of expenditures
and obligations on the 9/30
Report.

One Percent for Parent
Involvement, if applicable.

For districts/LEAs with over
$500,000, one percent of the
allocation is utilized for parent
involvement activities, including
promoting family literacy and
parenting skills.

Accounting records (financial
reports, ledgers, accounts)

The district/LEA must create a
process/procedure to ensure
future compliance with Title LA
Parent Involvement
requirements.
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COMPARABILITY OF SERVICES

Districts/LEAs having multiple attendance areas serving same or similar grade spans must
demonstrate compliance with comparability requirements annually. Districts/LEAs identified
as a single attendance area are waived from the comparability of services requirement.

The purpose of the comparability of services requirement is to ensure that Title | schools
receive the same level of services from state and local funds as schools that are not receiving
Title | funds (Non-title | buildings).

Demonstrating comparability is a prerequisite for receiving Title |, Part A funds.

A district/LEA should keep the comparability requirement in mind as it plans for the allocation
of instructional staff and resources to schools for the coming school year. This would enable
the LEA to minimize the potential for disruption in the middle of a school year, should
adjustments need to be made to ensure that Title | schools are comparable to non-Title |
schools.

A district/LEA must develop written procedures for complying with the comparability
requirements. The comparability process must enable an LEA to identify, and correct
instances in which it has non-comparable schools. An early determination of comparability
would allow an LEA to make adjustments with the least amount of disruption.

In November, the Department provides districts/LEAs with comparability reports using
October MOSIS/Core Data information in computing pupil/teacher ratios. The study includes
teachers that are paid in full or part with local or state funds. The study excludes teachers of
supplemental educational programs that meet the intent of Title I. The comparability test has
a 10% allowable variance built into the study to accommodate variances in services.

Additional information is available at:
http://dese.mo.gov/financial-admin-services/federal-financial-management/comparability-
services
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EXAMPLE:
Below 15 a possible timeline an LEA could follow in determining comparabality:

January — April

+ Fngage in district-level budget (State and local funds) discussions concerning staff
assignments, and distribution of equipment and materials for the purpose of ensuring
compliance with Title I comparability requirements for the upcoming school year.

May — July

* Conduct meetings with appropriate LEA representatives to discuss the requirements for
completing the annual comparability calculations.

+ Establish participant roles and responsibilities.

+ Fstablich specific timelines for completion of the calculations.

* Decide which calculation methodology fo use.

Angust
¢ (btamn prelimmary information from appropniate LEA staff
¢ Identify LEA Title I and non-Title I schools.

September
¢ Identify date and collection methodologies for gathering data needed to complete
calculations.

October

« (Collect data.

¢ Meet with appropriate staff and calculate comparability.

* Make corrections to Title I schools shown not to be comparable.

November

* Reconvene appropriate LEA staff to address any outstanding 1ssues.

¢ Maintain all required documentation supporting the comparability calculations and any
comrections made to ensure that all Title I schools are comparable.

An LFA should keep the comparability requirement in mind as it plans for the allocation of
instructional staff and resources to schools for the coming school year. This would enable the
LEA to minimize the potential for dismuption in the nuddle of a school year, should adjustments
need to be made to ensure that Title [ schools are comparable to non-Title I schools.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

Districts/LEAs with over-lapping
grade spans have written
process/procedure to ensure
compliance with Comparability
of Services.

(NCLB, 1120A (c)(3))

Title | Fiscal Issues Guidance,
page 17.

Written comparability
process/procedure (timeline,
measure & process used to
determine whether schools are
comparable, and how and when
the district/LEA makes
adjustments in schools that are
not comparable), completed
comparability report and
supporting documentation.

The district/LEA must submit
written procedures to ensure
compliance with Title LA
comparability of services
requirement.
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SCHOOLWIDE POOL PROVISIONS

The schoolwide pool program consolidates Federal, State, and Local Funds to
implement reforms to upgrade the entire educational program of the school. A
building is eligible to implement a schoolwide program if at least 40% of the enrolled
students are economically deprived or 40% of the school attendance center children are
from low-income families.

There are three basic components of a schoolwide program that are essential to
effective implementation:

Conducting acomprehensive needs assessment of the entire school, using academic
achievement data and perception data from school staff, parents, and othersin the
community. Using a systematic method, such asroot-cause analysis, this
comprehensive needs assessment should identify the major problem areas that the
school needs to address.

Preparing a comprehensive schoolwide plan that describes how the school will
improve academic achievement throughout the school, but particularly for the lowest-
achieving students, by addressing the major problem areas identified in the
comprehensive needs assessment.

Annually reviewing the schoolwide plan, using data from the State's assessments,
other indicators of academic achievement, and perception data to determine if the
schoolwide program has been effective in addressing the major problem areas and, in
turn, increasing student achievement, particularly for the lowest-achieving students.

Safeguarding the Interests of Historically Underserved Populations

Although a school may use Title funds to serve all students in a schoolwide program,
there are protections to ensure that low-achieving students and historically underserved
populations of students do not get ignored.

The very purpose of a schoolwide program is to upgrade the entire educational program
of the school in order to raise the achievement of the lowest-achieving students (ESEA
section 1114).

A comprehensive schoolwide plan mustinclude strategies for:

e meeting the educational needs of historically underserved populations (ESEA
section 1114(b)(1 )(B)(ii)(lIl)); and

e addressing the needs of all students but particularly the needs of low-achieving
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e students and those at risk of not meeting the State's standards who are
members of the target population of any program included in the schoolwide
plan (ESEA section 1114(b)(l )(B)(iii)(1)).

A schoolwide program school must provide effective, timely additional assistance to
students who experience difficulty mastering the State's academic achievement
standards (ESEA section 1114(b)(1)(1)).

A district/LEA must ensure that each schoolwide program school receives a basic level
of funds or resources from non-Federal sources to provide services that are required by
law for students with disabilities and English Learners before using Title | funds in the
school (ESEA section 1114(a)(2)(B)).

A district/LEA operating a schoolwide program must comply with all other applicable
laws, including: civil rights laws; laws affecting the education of English Learners; and
laws affecting the education of students with disabilities, such as the IDEA and Section
504 of the Rehabilitation Act of 1973.

If a schoolwide program school consolidates Federal funds, it must ensure that it meets
the intent and purposes of each Federal program whose funds it consolidates (ESEA

section [114(a)(3)(C)).

Consolidating Federal, State, and Local Funds in a Schoolwide Program

By making system changes that knit together services funded from all sources into a
comprehensive framework, schools have a better chance of increasing the academic
achievement of all students.

By consolidating funds in a schoolwide program, a school can more effectively design and
implement a comprehensive plan to upgrade the entire educational program in the school as
identified through a comprehensive needs assessment

When a school consolidates funds in a schoolwide program, those funds lose their individual

identity and the school may use the funds to support any activity of the schoolwide program
without regard to which program contributed the specific funds used for a particular activity.
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Making a Difference: Using Federal Funds to Supplement School Reform

The supplement not supplant requirement in ESEA section 1120A(b) does not apply to a
schoolwide program school, and the school docs not need to demonstrate that Title Ifunds
are used only foractivities that supplement those the school would otherwise provide with
non-Federal funds. However, in order for Federal funds to make a difference in supporting
school reform in a schoolwide program, they must supplement those funds the school
would otherwise receive. To ensure that this occurs, a schoolwide program school relies on
the equitable distribution of non-Federal funds.

This requirement ensures that the Federal funds a schoolwide program school receives do
not replace non-Federal funds the school would otherwise receive if it were not operating
a schoolwide program. In other words, the supplement not supplant requirement for a
schoolwide program is simply that the school receive all non-Federal funds it would receive
if it did not receive Title | funds.

Examples of Equitable Distribution of Non-Federal Funds

There are multiple ways an LEA might distribute non-Federal funds among its schools,
including its Title | schoolwide program schools, thereby satisfying the requirement that
Title | funds be supplemental. Below, we provide two examples.

Example 1: Distribution of non-Federal resources based on characteristics of students
(This form of equitable distribution is generally referred to as a "weighted per pupil"
funding formula.)

Assume:

Allocation/student = $7,000

Additional allocation/student from a low-income family = $250
Additional allocation/English Learner = $500

Additional allocation/student with a disability = $1,500
Additional allocation/preschool student = $8,500

In a school of 450 students, including 200 students from low-income families, 100 English
Learners, 50 students with disabilities, and 20 preschool students, the school would be
expected to receive $3,495,000 in non-Federal resources based on the following:

Category Calculation Amount
Allocation/student 450 x S7,000 $3, 150,000
Allocation/student from low-

income family 200 x $250 $50,000
Allocation/English Learner 100 x $500 $50,000

Allocation/student with a

disability 50 x $1,500 $75,000
Allocation/preschool student | 20 x $8,500 $170,000
$3,495,000
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To meet the supplemental funds test, a district/LEA would need to distribute non-Federal
funds according to the assumptions above to all of its schools, regardless of whether a
school receives Title | funds and operates a schoolwide program.

Example 2: Distribution of non-Federal resources based on staffing and supplies

Assume:

1 teacher per 22 students ($65,000/teacher)

1 principal/school ($120,000)

1 librarian/school ($65,000)

2 guidance counselors/school ($65,000/guidance counselor)

$825/student for instructional materials and supplies (including technology)

In a school of 450 students, the school would be expected to receive $2,051,250 in non-
Federal resources based on the following calculation:

Category Calculation Amount
1 principal 1x $120,000 $120,000
librarian 1 x $65,000 $65,000
2 guidance counselors 2 x $65,000 $130,000
21teachers 21 x $65,000 $1,365,000
Materials, supplies 450 x $825 $371,250

$2,051,250

To meet the supplemental funds test, a district/LEA would need to distribute non-Federal
resources according to the assumptions above to all of its schools, regardless of whether a
school receives Title | funds and operates a schoolwide program. This example does not,
however, suggest that non-Federal funds must be used to support the activities in the table
above; rather, Title | funds may be used to support any activity identified by the
comprehensive needs assessment and articulated in the comprehensive schoolwide plan.

It is also important to note that, in addition to this supplemental funds test for schoolwide
program schools, a district/LEA must also comply with Title I's maintenance of effort and
comparability requirements as well as resource comparability requirements under Title VI
of the Civil Rights Act of 1964. Together, these requirements ensure Title | serves as a
supplemental resource for schoolwide program schools.
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Monitoring Statements and Corrective Action Plans

Requirement

Evidence

CAP

District/LEA can demonstrate
equitable distribution of non-
Federal funds.

(A schoolwide program school
shall use Title | funds only to
supplement the amount of
funds that would, in the
absence of the Title | funds, be
available from non-Federal
sources for the school, including
funds needed to provide
services that are required by law
for children with disabilities and
English Learners.)

Discussion with district/LEA
personnel, Budget and
Accounting Records.

There are multiple ways a
district/LEA might distribute
non-Federal funds among its
schools; Distribution of non-
Federal of students (weighted
per pupil), based on staffing and
supplies, or other process.

District/LEA must create a
process/procedure to ensure
Federal funds supplement those
funds the school would
otherwise receive from non-
Federal sources.

District/LEA can demonstrate it
meets the intent and purpose of
each Federal program whose
funds it consolidates.

Accounting records (financial
reports, ledgers, accounts)

Schoolwide Pool has a separate
source of funds/program code.

Accounting records (financial
reports, ledgers, accounts)
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APPENDIX A
Tiered Monitoring Application User Access Guide

If the district/LEA is unable to access the Tiered Monitoring system, contact the User Manager
at the district to obtain access to the system.

First, the User Manager will give district/LEA User or district/LEA Admin status to each user
that will need access to the Tiered Monitoring web application. There MUST BE as least one
person with Tiered Monitoring district/LEA Admin status. The Tiered Monitoring
Administrator has full access (view, data entry, and authorized representative) to the Tiered
Monitoring web application.

Second, the Tiered Monitoring Administrator must assign access rights to other district/LEA
staff with Tiered Monitoring User access using the “Maintain User Security” screen.

This is a 3-step process.
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APPENDIX B
On-Site Monitoring Upload Process

Districts/LEAs in Cohort 3 will use the Tiered Monitoring application’s Global Repository for 2016-
2017 to upload documents or web links as evidence of compliance. In order to access the Global
Repository, select “change” from the Functions menu on the left, select school year 2016-2017
and “submit”.

From the Utilities menu on the right, select Global document repository and upload a file link.
In File Upload:

Document type: from dropdown list, select ESEA Finance On-site/Phone Monitoring.
Document section: from dropdown list, select General Provisions or Title |.A

Required Document: select from dropdown list

Once a document for each section has been uploaded, you may access the required upload
files by selecting the section link under “Related to” from the Global Document Repository

page

Federal Monitor - LEA Home

Global Document Repository

[+ upload a file]

All documents uploaded by SULLIVAN are listed here; many can also be accessed on the individual Self-Assessment Documents p.

Date uploaded Description Document Related to

10/29/2013 ESEA Finance Elementary and Secondary Education Act (ESEA) General Provisions

12:49:00 PM web page Finance On-site/Phone Monitoring

10/29/2013 ESEA Finance Elementary and Secondary Education Act (ESEA) Title I.A: Improving the Academic
12:50:00 PM web page Finance On-site/Phone Monitoring Achievement of the Disadvantaged
10/29/2013 test Elementary and Secondary Education Act (ESEA) Title I.A: Improving the Academic
12:55:00 PM Finance On-site/Phone Monitoring Achievement of the Disadvantaged

Federal Monitor - LEA Home = Sections

Upload Files for Section

Document: Elementary and Secondary Education Act (ESEA) Finance On-
site/Phone Monitoring

Section: General Provisions

For School 2012-2013
Year:

Section In Progress
Status:

Documents:

File Description Required Files

Submit district chart of Y
accounts with coding for

federal programs and

building codes.

upload file

Submit supporting Y
documentation for payments
outlined in monitoring letter.

upload file
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Exhibit 15

Exhibit 15- Reporting Guidelines for ESEA Federal Programs
(Screens 18 and 20)

All federally-funded positions, whether certificated or non-certificated, are to be reported. This
includes all assignments approved in applications, full or part-time, during or outside of school
hours. All positions are to be reported according to what the staff person is actually doing. Public
schools should report in MOSIS the Title | teachers providing services to students that attend
nonpublic schools at other times. The teacher must be a public school employee during the time of
this instruction and the public school district/LEA must have a job description for this teacher.
Reported positions should not be different from what would be observed on site.

Instructional minutes per week are reported for each class/assignment in the MOSIS October Course
Assignment File. Teachers paid with federal funds are to have the same number of instructional
and planning minutes as classroom staff. Instructional Coaches must have content knowledge and
may have received training/professional development in instructional coaching to facilitate
effectiveness in the building. (See ESEA Federal Programs Administrative Manual for further
clarification regarding Reading/Communication Arts teachers and all Instructional Coaches.)

Caseloads are reported for teachers paid with federal funds — except for class-size reduction and
preschool teachers. Class-size reduction and preschool teachers should report student assignments.
When a caseload is reported, student assignments are not reported. The caseload is the number of
students served for each class/assignment. If a teacher is assigned more than one subject, each is
listed as a separate assignment with the caseload for each assignment. Caseload or enrollment is
reported in the MOSIS October Course Assignment File. Note: If course code 887900 (Other Pupil
Personnel) is used in the Title I.A Neglected, School Improvement Grants 1003(g) — (SIG), Title I.D
Delinquent, Title IV.A, or Homeless programs, enter the specific job title in the Assignment
Comment. Course code 887900 (Other Pupil Personnel) is not appropriate for Title I.A.

A teacher who is assisted by a paraprofessional should have the paraprofessional’s name noted in
the Assignment Comment in the October Course Assignment File. Accordingly, the teacher the
paraprofessional is assisting should be entered in the Assignment Comment in the October Course
Assignment File for the paraprofessional. Paraprofessionals are coded the same way (course number,
if applicable) as the teacher they are assisting. Ina Title | building implementing a Schoolwide
program, if an instructional paraprofessional is assisting several teachers of the same class/subject,
i.e. all second grade teachers or all Supplemental Math teachers, only the teacher(s) of record that
the paraprofessional reports directly to for each assignment needs to be noted in the Assignment
Comment in the October Course Assignment File. Paraprofessionals do not have a caseload,
therefore, no enrollment is reported. Note: Course code 888200 Paraprofessional (Teacher
Assistant) is used only in the Discretionary Grants programs.

After-school tutoring is reported and is to be provided by a certificated teacher in small groups. The
Extra Duty Salary amount is reported in October, and may be revised at the end of the school year
to reflect the correct amount. The appropriate course code (Supplemental Communication
Arts/Reading/Math), the weekly minutes, the average weekly number of students, the program
code to identify the funding source, and the delivery system ‘H’ for before or after-school tutoring
are entered. The ‘H’ delivery system will not increase the teacher’s total instructional minutes.
Note: Federal funds may not pay for tutoring to meet state guidelines/requirements as in Senate
Bill 319.
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Schoolwide Programs funded solely with Title I.A funds have data entered for supplemental
teachers in the same way as in a Targeted Assistance program with the exception of caseload. The
caseload in a Schoolwide program is an estimate of the number of students for each
class/assignment the supplemental teacher works with during the week allowing for flexible
grouping and interventions. If the building has met MSIP requirements for class size and a class-size
reduction teacher is approved to be paid with Schoolwide funds, the class-size reduction teacher is
entered as any other regular classroom teacher with the addition of program code 03 for Schoolwide
under Title LA.

If a building’s Schoolwide program is combining Federal, State, and local funds into a Consolidated
Schoolwide Pool, designate the teachers and staff paid from the Consolidated Schoolwide Pool with
program code 13. Data for those staff are entered as described with the exception/addition of the
program code.

Highly Qualified Teachers (HQT) and Paraprofessionals: Payments for non-highly qualified staff are
not allowable uses of federal funds. All teachers paid for with Federal funds must be highly
qualified. Before a teacher can be considered highly qualified, they must have a bachelor’s degree,
have the appropriate certification for the course/grade level they are teaching, and then must
document content expertise in the area they are teaching. All Supplemental Reading teachers,
including Reading Recovery and Early Literacy, and all Reading Coaches must complete a Reading
High Objective Uniform State Standard of Evaluation (HOUSSE) Form. The Staff Assignment Report
will indicate if a teacher is appropriately certified or highly qualified for the assignment they are
teaching. A praxis and/or HOUSSE form does not substitute for the appropriate certification.

All paraprofessionals paid for with Federal funds and all instructional paraprofessionals in a
Schoolwide building must be qualified. Paraprofessionals must have a minimum of 60 semester
hours of college credit with a certified transcript on file or have taken and passed the ParaPro
Assessment. This information is reported in the October Cycle Educator Core Highest Degree field
and will be verified during the monitoring process.

Clarification for MAP Coding: For MAP Assessment coding purposes in the April Cycle of MOSIS, all
students are coded as Title | in a building designated as Schoolwide under Title I.LA. This applies
whether the program is funded only with Title I.A funds or funded through the Consolidated
Schoolwide Pool. Students in a building with a targeted assistance program are coded as Title | if
they are receiving direct services at the time of MAP testing.

In MOSIS, all students are coded as Title | in a building designated as Schoolwide under Title l.LA. This
applies whether the program is funded only with Title I.A funds or funded through the Consolidated
Schoolwide Pool. Students in a building with a targeted assistance program are coded as Title | if they
received direct Title | services at any time during the school year.

Please refer to the following chart when reporting information for all staff funded with ESEA
programs. The chartindicates the allowable positions, grade levels, staff requirements, etc.; use the
correct MOSIS/Core Data codes to enter information for the staff position. Refer to the paragraph
above regarding HQT requirements.
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Key: +=plus/and

Exhibit 15 — Reporting Guidelines for ESEA Federal Programs
Course Program | Position [Delivery Grade
Number Iz(rnosgtrg?'sr'?lnei Code Code [System Level [(Staff Requirements/Certificates
(Exhibit 10) ition 1 (Exhibit 13) | (Exhibit 3) |(Exhibit 14) |(Exhibit 12)
Administrative
Pool
881700 Fede“’?" Program 21 10 -- 17 /Any certificate at any grade level
Coordinator(s)
- . None
888400 Administrative Clerk 21 80 -- 17
Title I.LA
Teaching certification + K-12
Supplemental Special Reading certificate +
054840 Reading Teacher 03 60 C.PLH K-12 content area (Reading HOUSSE
Form)
054840 Suppl. Read_mg 03 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
PK-3 or Elem. cert. or K-12
054840 Reading Recovery 03 60 RR 1 SpeC|_aI Reading cert|f|p§te +
Teacher Reading Recovery Training +
content area
PK-3 or Elem. cert. or K-12
054840 . 03 60 RT 1 Special Reading certificate +
Reading Recovery Reading R Training +
Teacher Leader eading Recovery Training
Teacher Leader Training +
content area
PK-3 or Elem. certificate or K-12
054840 : 03 60 EL K-2  |Special Reading certificate +
Early Literacy . O
. Reading Recovery Training +
Learning Teacher . y
Early Literacy Training
+ content area
Supplemental -
054891  (Communication Arts 03 60 | C,PILH | K12 [ropergradelevelcertficate +
content area
Teacher
Supplemental
054891 Comm. Arts 03 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
115891 Supplemental 03 60 C. Pl H K-12 Proper grade level certificate +
Math Teacher content area
115891 Supplemental Math 03 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
135000 Supplemental 03 60 C.PI H K-12 Proper grade level certificate +
Science Teacher content area
Supplemental
135000 Science 03 80 C, Pl K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
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Course Program |Position Delivery | Grade
Number ggc;gi;tré;n_s“?lrgi Code | Code |[System | Level [StaffRequirements/Certificates
(Exhibit 10) (Exhibit  |(Exhibit 3) |(Exhibit (Exhibit
13) 14) 12)
Early Childhood Education or Early
---- Preschool Teacher 03 60 -- PK  [Childhood Special Education (ECSE) +
content area
Preschool Early Childhood Education or Early
-—-- 03 60 HV PK  [Childhood Special Education (ECSE) +
Teacher Home
oo content area
Visit
Preschool , 03 80 -- PK 160 hrs. or Passed ParaPro Praxis
Paraprofessional
589700 Schoo!/Home 03 90 _ PK-12 Apprppnate experience and/or
Coordinator training
589650 Language 03 90 C.PLH| PK-12 Fluent in English and in translated
Translator language
Teaching certification + K-12 Special
. Reading certificate + content area
054841 |Reading Coach 03 60 IC K-12 (Reading HOUSSE Form)
115800 |Math Coach 03 60 IC K-12 zrrgger grade level certificate + content
135000  IScience Coach 03 60 IC K-12 zrrgger grade level certificate + content
580030 Teaching 03 60 Ic PK-12 Any certificate at the appropriate grade
Methods Coach level
Schoolwide
Program
All positions 03
listed under Title
See Class-size Proper grade level certificate + content
- Reduction . )
Exhibit 10 Teacher (after 03 60 K-12  jarea
MSIP
requirement is
Consolidated
Schoolwide Pool
(Federal, State, &
Local funds
combined)
See Al stff posiions | o | See | R | SO o p
Exhibit 10 to be paid from Exhibit 3
Danl 14 12
School
Improvement
Grants
1003 (g) - (SIG)
All positions, 43
listed under Title
Turnaround Any certificate at any grade level w/
883900  |officer / General 43 30 - 17 |Graduate Degree
Supervisor
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Course Program |Position Delivery | Grade
Number ﬁg)s?tri?:'sri?rei Code Code [System Level [Staff Requirements/Certificates
(Exhibit 10) (Exhibit  |(Exhibit 3) |(Exhibit (Exhibit
13) 14) 12)
o Class-size 5 de lvel .
ee Reduction roper grade level certificate + content
Exhibit 10 Teacher (after 43 60 - K-12 area
MSIP
requirement is
See Guidance
o Counselor (Above 43 50 - K-12 |Proper Counselor certificate
Exhibit 10
MSIP
requirements)
Family Literacy Appropriate training and/or experience
054890 | .jjitator 43 90 - 17
Intervention _ N _
887900 Spe_c_|al|st/ _ 43 70 _ 17 IAppropriate training and/or experience
Positive Behavior
Support
Specialist
Title I.A Neglected
Teaching certification + K-12 Special
Supplemental 03-Negl. ) Reading certificate + content area
054840 Reading Teacher 60 NI, 1H K-12 (Reading HOUSSE Form)
054840 Suppl. Read_lng 03-Negl. 80 NI, IH K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
Supplemental o
054891  |Communication 03-Negl. 60 NI IH K-12 zrrgaper grade level certificate + content
Arts Teacher
Supplemental 03-Neal
054891 |Comm. Arts g 80 NI, IH K-12 |60 hrs. or ParaPro Praxis
Paraprofessional
115891 Supplemental 03-Negl. 60 NI, H K-12 Proper grade level certificate + content
Math Teacher area
115891 I\S/Ilﬁr? lemental 03-Negl. 80 NI, IH K-12 60 hrs. or Passed ParaPro Praxis
Paraprofessional
. 03-Negl. .
994210 |At Risk Teacher 60 NI, IH K-12 |Any certificate at any grade level
994210 [ALRisk 03-Negl | g5 | NI,IH | K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
994020  |Life Skills Teacher | 93N | 60 | NiLIH | K-12 |Anycertificate
994020 |ife Skills 03-Negl | g5 | NI,IH | K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
Guidance
See Counselor (Above | 03-Negl. 50 NI, IH K-12 |Proper Counselor certificate
Exhibit 10 MSIP
requirements/
ANorkina w/

Page | 71




Course Program |Position Delivery | Grade
Number g)c;gtr'ir'sr'?lnei Code Code [System | Level [StaffRequirements/Certificates
(Exhibit 10) iton 11 (Exhibit |(Exhibit 3) |[(Exhibit | (Exhibit
887900 Transition Case 03-Negl. 70 NI IH 17 Ap_pr_oprlate certification and/or
Manager training
589700 Schoo!/Home 03-Negl. 90 NI, H K-12 Ap_pr_opnate experience and/or
Coordinator training
539650 Language 03-Negl. 90 NI, IH K-12 Fluent in English and in translated
Translator language
Title I.C
Supplemental ) Proper grade level certificate + ESOL
054865 ESOL Teacher 04 60 C.PLH K-12 endorsement, if applicable
054865 gg%pllemental 04 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
See Supplemental Proper grade level certificate + content
Exhibit 10 [Teacher 04 60 C. Pl K12 lrea
See Supplemental ) .
Exhibit 10 |Paraprofessional 04 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Early Childhood Education or Early
----  |Preschool Teacher 04 60 - PK Childhood Special Education (ECSE)
---- Preschool , 04 80 -- PK 160 hrs. or Passed ParaPro Praxis
Paraprofessional
589700 Schoo!/Home 04 90 B PK-12 Apprppnate experience and/or
Coordinator training
054890 Fan_u_ly Literacy 04 90 _ 17 Apprqpnate training and/or
Facilitator experience
Title LA
Teaching certification + K-12 Special
. Reading certificate + content area
054841 |Reading Coach 20 60 IC K-12 (Reading HOUSSE Form)
115800 |Math Coach 20 60 IC K-12 zrrgger grade level certificate + content
135000  |Science Coach 20 60 Ic K-12 zrrgger grade level certificate + content
Class-size
See Reduction Proper grade level certificate + content
Exhibit 10 {Teacher (after 20 60 - K-12 area
MSIP
requirement is
530030 Teaching 20 60 Ic PK-12 Any certificate at the appropriate grade
Methods Coach level
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Course Program | Position |Delivery Grade
Number g)c;gtr'ir'sr'?lnei Code Code [System Level [Staff Requirements/Certificates
(Exhibit 10) iton 11 (Exhibit 13) | (Exhibit3) |(Exhibit 14) |(Exhibit 12)
Title I.D Delinquent
Institutions
Teaching certification + K-12
Supplemental , Special Reading certificate +
054840 Reading Teacher 37-Delin. 60 C. Pl 1H K-12 | ontent area (Reading HOUSSE
Form)
054840 g‘;gﬁ'ﬁ?e”ml 37-Delin. | 80 C,Pl | K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
Supplemental -
054891  |Communication Arts | 37-Delin. | 60 | C,PI,IH | K-12 [-1OPerdradelevel certificate +
content area
Teacher
Supplementa
054891 Comm. Arts 37-Delin. 80 C, Pl K-12 |60 hrs. or ParaPro Praxis
Paraprofessional
115891 Supplemental 37-Delin. 60 C. Pl IH K-12 Proper grade level certificate +
Math Teacher content area
115891 Supplemental Math 37-Delin. 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
994210  |At Risk Teacher 37-Delin. 60 - K-12  |Any certificate at any grade level
At Risk : .
994210 , 37-Delin. 80 -- K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
994020 Life Skills Teacher 37-Delin. 60 -- K-12  |Any certificate
994020 Life Skills : 37-Delin. 80 - K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
Guidance Counselor
See (Above MSIP 37-Delin. 50 -- K-12  [Proper Counselor certificate
Exhibit 10 [requirements/
Working w/ students
in program)
837900 Transition Case 37-Delin. 20 _ 17 Appropr@tg certification
Manager and/or training
589700 Schoo!/Home 37-Delin. 90 B K-12 Appropr@tg experience
Coordinator and/or training
889650 Language 37-Delin. 20 -- K-12  |Fluent in English and in
Translator translated language
Title 11.D
884800 Technpmgy 28 40 -- 17 Any certificate at any grade level
Coordinator
Title Ill — LEP or
Immigrant
See -
Supplemental 29-LEP o ) Proper grade level certificate +
054865 ESOL Teacher 39-Imm. 60 Exlh!lb't K-12 ESOL endorsement, if applicable
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Course Program | Position |Delivery Grade
Number ﬁgc;gtrzr'sr'?ﬂi Code Code [System Level [Staff Requirements/Certificates
(Exhibit 10) iton 11 (Exhibit 13) | (Exhibit 3) |(Exhibit 14) |(Exhibit 12)
Supplemental ESOL | 29-LEP See
054865 bp . 80 Exhibit K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional 39-Imm. 14
Early Childhood Education or
Erse?(;hool Tencher 325_#“'5; 60 - PK  |Early Childhood Special
' Education (ECSE)
ESOL Presc_hool 29-LEP 80 - PK 60 hrs. or Passed ParaPro Praxis
Paraprofessional 39-Imm.
Proper grade level certificate +
054865 ESOL Coach 29-LEP 60 IC K-12 |content area, if applicable +
ESOL endorsement
589700 Schoo!/Home 29-LEP 90 B PK-12 Appropr@tg experience
Coordinator 39-Imm. and/or training
054890 Farr_n]y Literacy 29-LEP 90 B 17 Apprqpnate training and/or
Facilitator 39-Imm. experience
Guidance Counselor
See (Above MSIP 39-Imm. 50 - K-12  [Proper Counselor certificate
Exhibit 10 [requirements/
Provides academic
or career
counseling)
Title IV.A
887910 SchooIResoume 10 70 17 Law enforcement training
Officer
In-Schoo
998800 Suspension 10 60 -- K-12 Proper grade level certificate
Alternative Program
At-Risk Alternative
994210  |[Educ. Class 10 60 - K-12 Proper grade level certificate
Teacher
At-Risk Alternative
994210  |[Educ. Class 10 80 - K-12 60 hrs. or Passed ParaPro Praxis
Paraprofessional
Guidance Counselor N
See (Above MSIP 10 50 - K-12 Proper Counselor certificate
Exhibit 10 requirements/Provid
es drug/violence
prevention
Title VI.B
See All staff positions - See See See See Exhibit 10
i ibi ibi ee Exhibi
Exhibit 10 to be paid from Exhibit 3 Exhibit Exhibit
program 14 12
SRSA (REAP)
See All staff positions 30 See See See See Exhibit 10
Exhibit 10 to be paid from Exhibit 3  [Exhibit Exhibit
program 14 12
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Course Program | Position |Delivery Grade
Number g)c;gtr'ir'sr'?lnei Code Code [System Level [Staff Requirements/Certificates
(Exhibit 10) iton 11 (Exhibit 13) | (Exhibit 3) |(Exhibit 14) |(Exhibit 12)
Title X, Part C:
Homeless
Education
Any certificate at any grade level
881750 gggg'ﬁior 14 10 - 17 for
Social Work Degree
888400 Secretary 14 80 -- 17 None
See Proper grade level certificate +
Exhibit 10 | €2cher 14 60 - K12 ontent area
Early Childhood Education or
---- Preschool Teacher 14 60 -- PK Early Childhood Special
Education (ECSE)
Preschool . 14 80 -- PK 60 hrs. or Passed ParaPro Praxis
Paraprofessional
887600 Nurse 14 70 -- 17 Licensed RN
887400 Social Worker 14 70 -- 17 Social Work Degree
887900  [Case Manager 14 70 - 17  [Appropriatetraining and/or
experience
Guidance Counselor
See (Above MSIP 14 50 - 17 Proper Counselor certificate
Exhibit 10 [requirements/Workin
g with homeless
students)
Language _ Fluent in English and in
889650 Translator for ELL 14 90 1 translated language
Refer to Missouri Charter
Charter Schools School Law at
(Federally-funded) http:/Avww.moga.mo.gov/STATUTES/C160.HTM
881000 Sgpenntendent/ 34 10 _ 17 Appro_prlate training and/or
Director experience
See See Appropriate training and/or
.. [Building Principal 34 20 - Exhibit [ PP'OP 9
Exhibit 10 12 experience
581400 Curncylum _ 34 30 _ 17 Appro_pnate training and/or
Coordinator/Director experience
See . -
Seel . Library Media 34 40 _ Exhibit Appro_pnate training and/or
Exhibit 10 12 experience
See Proper grade level certificate +
Exhibit 10 | €2cher 34 60 - K12 ontent area
Refugee Children
School Impact
See Proper grade level certificate +
Exhibit 10 | €2cher 36 60 - K12 ontent area
See . .
Exhibit 10 Paraprofessional 36 80 -- K-12 160 hrs. or Passed ParaPro Praxis
Supplemental Proper grade level certificate +
054865 bp 36 60 C,PLH K-12 |[ESOL endorsement, if applicable
ESOL Teacher
to meet MSIP
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Course Program | Position [Delivery Grade
Number Iz(r)()sgtr'iwﬁ"?rei Code Code [System Level [Staff Requirements/Certificates
(Exhibit 10) ition 1 (Exhibit 13) | (Exhibit 3) |(Exhibit 14) |(Exhibit 12)
054865 Supplementgl ESOL 36 80 C, PI K-12 |60 hrs. or Passed ParaPro Praxis
Paraprofessional
Preschool Teacher 36 60 - PK Early Childhood Education or Early|
Childhood  Special Education
ldmialal mhY
- Preschool . 36 80 -- PK 60 hrs. or Passed ParaPro Praxis
Paraprofessional
School/Home , .
889700 |~ dinator 36 90 - PK-12 Appropriate  experience  and/or
training
gg7400 (>OcialWorker 36 70 - 17 [Social Work Degree
See Guidance Counselor 36 50 - 17 Proper Counselor certificate
- (Above MSIP
Exhibit 10 : .
requirements/Working
with refugee students
Title 11.B:
Math and Science
Partnerships
115800 Math Coach/Teacher 38 60 Ic K-12 Proper grade_ Ievgl certificate +
Mentor content area, if applicable
135000 Science 38 60 IC K-12 Proper grad(.a Ievgl certificate +
Coach/Teacher content area, if applicable
Mentor
Proper grade level certificate +
054865 [ESOL Coach 38 60 o K-12 [content area, if applicable + ESOL|
endorsement
Principle/ Co- Any certificate at any grade level
880000 Principle 38 10 - 17
Investigator/Project
Coordinator
Assistant Principle Any certificate at any grade level
880000 Investlgat(_)r/PrOJect 38 30 _ 17
Coordinator
884800 Techn_ology 38 40 B 17 Any certificate at any grade level
Coordinator
888400 Secretary 38 80 - 17  [None
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