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Purpose 

The purpose of this handbook is to provide guidance to administrators and staff of schools 
participating in the 2022-2023 Title I Schoolwide Program. The handbook is divided into 10 
sections, comprising of Federal, State and District policies, regulations and procedures, 
administrative and programmatic requirements, procedures for fiscal control and maintenance of 
records. 

Title I schools’ administrators and staff shall read the entire handbook to become familiar with all 
policies and procedures contained therein. It is imperative that the Supplement vs. Supplanting 
provision of the Elementary and Secondary Education Act (ESEA) is observed at all times, in order 
to ensure that federal funds provide the additional educational resources that students and 
teachers in high-poverty schools need to succeed. Administrators are encouraged to reach out to 
the Department of Title I Administration, if clarification or assistance is needed. 

The Department of Title I Administration staff is committed to working with schools participating in 
the Title I Schoolwide Program to set high standards and expectations for all students. Together, 
we will ensure adherence to the purpose of the Title I, Part A of the ESEA to provide all children 
significant opportunity to receive a fair, equitable, and high-quality education and to close the 
educational achievement gaps. With this in mind, the information contained in this handbook is 
procedural in nature and should be used during the day-to-day operation of the 2022-2023 Title I 
Schoolwide Program.  



Department of Title I Administration 
Administrative Team Contact Information 

Name Title Telephone Email Address 
Mr. Edgardo L. 

Reyes 
 Assistant Superintendent 
Division of Student and 

Family Support Programs 

305 995-2298 ELReyes@dadeschools.net 

Ms. Bernadette 
Montgomery 

Administrative Director 
Student, and Parent & Family 

Engagement Support 
Programs 

305 995-2587 BMontgomery@dadeschools.net 

Ms. Ana M. 
Rodriguez 

ERP Management Officer 
Fiscal Operations and 

Management 

305 995-1705 AMRodriguez@dadeschools.net 

Mr. Pedro 
Arteaga 

District Director 
Title I Compliance, 

Accountability, Parent & 
Family Engagement, 

and Homeless Education 
Program 

305 995-1716 parteaga@dadeschools.net 

Ms. Erica 
Garcia 

Executive Director 
Migrant Education 

305 258-4115 egarcia5@dadeschools.net 

Ms. Yodislen S. 
Martinez 

Director, Community 
Outreach 

Non-Public Programs 

305 258-4115 yodimartinez@dadeschools.net 

Ms. Daisy 
Puxes 

Director, Community 
Outreach 

Federal Programs Support 

305 995-2315 dpuxes@dadeschools.net 

Ms. Isabelle 
Romeus 

District Coordinator 
Schoolwide Programs 

305 995-1463 romeusi@dadeschools.net 

Ms. Schikenna R. 
Scott 

Staff Assistant 
Procurement Management 

305 995-1557 SScott2@dadeschools.net 

Ms. Elizabeth 
Tejada 

Supervisor I, Student 
Advocacy 

305 273-2830 ETejada@dadeschools.net 
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SECTION A – PROGRAM GUIDANCE 
 
Program Overview and Goals 
 
Title I - Improving the Academic Achievement of the Disadvantaged 
 
The Every Student Succeeds Act (ESSA) was signed into law on December 10, 2015, amending 
the Elementary and Secondary Education Act (ESEA) of 1965. ESSA replaces No Child Left 
Behind (NCLB) and most provisions took effect in 2017-2018. ESSA gives states the authorization 
to identify their own goals to address proficiency on tests, English-language proficiency and 
graduation rates. The law maintains the annual testing requirement for Reading and Math in grades 
3-8 and once in high school, and grade-span testing in Science. It also maintains subgroup 
reporting and a 95 percent testing requirement. 
 
The United States Department of Education regulations for accountability, state plans and data 
reporting under ESSA were released November 29, 2016, effective January 30, 2017. The timeline 
for school improvement decisions based on the accountability system was 2018-2019. On 
December 8, 2016, regulations for assessment were released, effective January 9, 2017. 
 
The Department of Title I Administration will continue to focus on improving the coordination and 
integration of Title I, Part A with other educational programs, such as: Title I, Part C (Migrant 
Education Program), Title I, Part D (Neglected and Delinquent Program), Title IX (Educational 
Services for Homeless Children and Youths), Voluntary Pre-kindergarten (VPK), Title III (English 
Learners), and Exceptional Student Education (ESE). The effort will be coordinated through 
comprehensive technical assistance, various supplemental activities, supplemental academic 
enrichment initiatives, remedial tutorial programs, and referral for support services. The District will 
provide discretionary educational services to schools in support of their programs. The Title I 
Administration Handbook provides a clear understanding of the overall program. 
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Every Student Succeeds Act (ESSA) 
 
Listed below are summaries for some of the major sections of the ESSA, as it relates to the Title I 
Program. 
 
Title I, Part A: Improving Basic Programs Operated by Local Educational Agencies (LEAs) 
 
Section 1111. State Plans 
 
Challenging State Academic Standards and Assessments 
 
Each State shall adopt challenging academic content standards and align academic achievement 
standards (referred to in ESSA as ‘‘challenging State academic standards’’), which achievement 
standards shall include no less than three (3) levels of achievement, that will be used by the State, 
its local educational agencies, and its schools to carry out this part.  The standards established by 
the State shall apply to all public schools and public school students in the State and with respect 
to academic achievement standards, include the same knowledge, skills, and levels of 
achievement expected of all public school students in the State. The State shall have such 
academic standards for mathematics, reading or language arts, and science, and may have such 
standards for any other subject determined by the State. 
 
Each State shall demonstrate that the State has developed and is implementing a single, statewide 
State accountability system that will be effective in ensuring that all local educational agencies, 
public elementary schools, and public secondary schools make adequate yearly progress, as 
defined by the State. Each State accountability system shall: 
 

• Be based on adopted academic standards and academic assessments, and shall take into 
account the achievement of all public elementary school and secondary school students; 

 

• Be the same accountability system the State uses for all public elementary schools and 
secondary schools or all local educational agencies in the State, except that public 
elementary schools, secondary schools, and local educational agencies not participating 
under this part are not subject to the requirements of section 1116; and 
 

• Include sanctions and rewards, such as bonuses and recognition, the State will use to hold 
local educational agencies and public elementary schools and secondary schools 
accountable for student achievement and for ensuring that they make adequate yearly 
progress, as defined by the State. 

 
Section 1112. Local Educational Agency (LEA) Plans 
 
To ensure that all children receive a high-quality education, and to close the achievement gap 
between children meeting the challenging State academic standards and those children who are 
not meeting such standards, each LEA plan shall describe: 
 

• How the LEA will monitor students’ progress in meeting the challenging State academic 
standards; 



 

5 
 

• How the LEA will identify and address, as required under State plans, any disparities that 
result in low-income students and minority students being taught at higher rates than other 
students by ineffective, inexperienced, or out-of-field teachers; 
 

• How the LEA will carry out its responsibilities regarding parent and family engagement; 
 

• The poverty criteria that will be used to select school attendance areas; 
 

• The nature of the programs to be conducted by schools implementing the Schoolwide 
Program and, where appropriate, educational services outside the schools for children living 
in local institutions for neglected or delinquent children, and for neglected and delinquent 
children in community day school programs; 
 

• The services the LEA will provide homeless children and youths, including services provided 
with Title I funds to support the enrollment, attendance, and success of homeless children 
and youths, in coordination with the services the local educational agency is providing under 
the McKinney-Vento Homeless Assistance Act (42 U.S.C. 11301 et seq.); 
 

• The strategy the LEA will use to implement effective parent and family engagement under 
section 1116; 
 

• If applicable, how the LEA will support, coordinate, and integrate services provided under 
this part with early childhood education programs at the LEA or individual school level, 
including plans for the transition of participants in such programs to local elementary school 
programs; 
 

• How the LEA will implement strategies to facilitate effective transitions for students from 
middle grades to high school and from high school to postsecondary; 
 

• How the LEA will support efforts to reduce the overuse of discipline practices that remove 
students from the classroom, which may include identifying and supporting schools with 
high rates of discipline, disaggregated by each of the subgroups of students, as defined in 
section 1111(c)(2); 
 

• If determined appropriate by the LEA, how such agency will support programs that 
coordinate and integrate: academic and career and technical education content through 
coordinated instructional strategies, and work-based learning opportunities that provide 
students in-depth interaction with industry professionals and, if appropriate, academic 
credit; and 
 

• Any other information on how the LEA proposes to use funds to meet the purposes of this 
part, and that the local educational agency determines appropriate to provide. 

 
Transportation for Children in Foster Care 
 
By not later than one (1) year after the date of enactment of the Every Student Succeeds Act, the 
LEA must develop and implement clear written procedures governing how transportation to 
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maintain children in foster care in their school of origin when in their best interest will be provided, 
arranged, and funded for the duration of the time in foster care, which procedures shall: 
 

• Ensure that children in foster care needing transportation to the school of origin will promptly 
receive transportation in a cost-effective manner and in accordance with section 475(4)(A) 
of the Social Security Act (42 U.S.C. 675(4)(A)); and  

 

• Ensure that, if there are additional costs incurred in providing transportation to maintain 
children in foster care in their schools of origin, the LEA will provide transportation to the 
school of origin if: 

 
1. The local child welfare agency agrees to reimburse the LEA for the cost of such 

transportation;  
 

2. The LEA agrees to pay for the cost of such transportation; or  
 

3. The LEA and the local child welfare agency agree to share the cost of such 
transportation. 

 
Parents Right-to-Know - Information to Parents 
 
At the beginning of each school year, a LEA that receives Title I funds shall notify the parents of 
each student attending any eligible Title I school that the parents may request, and the agency will 
provide the parents on request (and in a timely manner), information regarding the professional 
qualifications of the student’s classroom teachers, including at a minimum, the following: 
 

• Whether the student’s teacher 
✓ has met State qualification and licensing criteria for the grade levels and subject areas 

in which the teacher provides instruction; 
✓ is teaching under emergency or other provisional status through which State 

qualification or licensing criteria have been waived; and 
✓ is teaching in the field of discipline of the certification of the teacher. 

 

• Whether the child is provided services by paraprofessionals and, if so, their qualifications. 
 
Additionally, a school that receives Title I funds shall provide to each individual parent of a child 
who is a student in such school, with respect to such student: 
 

✓ Information on the level of achievement and academic growth of the student, if 
applicable and available, on each of the State academic assessments; and 

✓ Timely notice that the student has been assigned or has been taught for four (4) or 
more consecutive weeks by, a teacher who does not meet applicable State certification 
or licensure requirements at the grade level and subject area in which the teacher has 
been assigned. 

 
Also, at the beginning of each school year, a LEA that receives Title I funds shall notify the parents 
of each student attending any school receiving Title I funds that the parents may request, and the 
LEA will provide the parents on request (and in a timely manner), information regarding any State 
or LEA policy regarding student participation in any assessments mandated by section 1111(b)(2) 

Version 11/14/2022
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and by the State or LEA, which shall include a policy, procedure, or parental right to opt the child 
out of such assessment, where applicable. 
 
Section 1114. Schoolwide Program: 
 
Title I funds may be used in combination with other Federal, State and local funds in order to 
upgrade the entire educational program of a school. However, funds allocated to the Title I Program 
may not be used to fund other programs.  Any school in the Miami-Dade County Public School (M-
DCPS) System (LEA) generating funds through the Title I Program is eligible to implement a 
schoolwide program, if at least 40 percent of the students are from low-income families. 
 
Benefiting from Operating a Schoolwide Program  
 
A school that operates a schoolwide program is able to take advantage of numerous benefits, 
including: 
 

➢ Serving all students.  A school operating a schoolwide program does not need to identify 
particular students as eligible to participate.  (ESEA section 1114(a)(2)(A)(i)). 

 
➢ Consolidating Federal, State, and local funds (see discussion below).  A school 

operating a schoolwide program may consolidate Federal, State, and local education funds 
to better address the needs of students in the school.  (ESEA section 1114(a)(1), (3)). 

 
Implementing a Schoolwide Program 
 
There are three (3) required components of a schoolwide program that are essential to effective 
implementation: conducting a comprehensive needs assessment, preparing a comprehensive 
schoolwide plan, and annually reviewing and revising, as necessary, the schoolwide plan. 
 

➢ Conducting a comprehensive needs assessment.  To ensure that a school’s 
comprehensive plan best serves the needs of those children who are failing, or are at-risk 
of failing, to meet the challenging State academic standards, the school must conduct a 
comprehensive needs assessment.  (ESEA section 1114(b)(6)).  Through the needs 
assessment, a school must consult with a broad range of stakeholders, including parents, 
school staff, and others in the community, and examine relevant academic achievement 
data to understand students’ most pressing needs and their root causes.  (ESEA section 
1114(b)(2); 34 C.F.R. § 200.26(a)). Where necessary, a school should attempt to engage 
in interviews, focus groups, or surveys, as well as review data on students, educators, and 
schools to gain a better understanding of the root causes of the identified needs. 

 
➢ 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 needs identified in the comprehensive needs assessment. 
(ESEA section 1114(b)(7)).  The schoolwide plan must include a description of how the 
strategies the school will be implementing will provide opportunities and address the 
learning needs of all students in the school, particularly the needs of the lowest-achieving 
students.  (ESEA section 1114(b)(7)(A)(i), (iii)).  The plan must also contain descriptions of 
how the methods and instructional strategies that the school intends to use will strengthen 
the academic program in the school, increase the amount and quality of learning time, and 
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help provide an enriched and accelerated curriculum, including programs and activities 
necessary to provide a well-rounded education.  (ESEA section 1114(b)(7)(A)(ii)).   
 

➢ Annually reviewing and revising the schoolwide plan to ensure that it results in progress 
toward addressing the needs of the school, the plan should include benchmarks for the 
evaluation of program results. This plan may be integrated into an existing improvement 
plan.   

 
Section 1115. Targeted Assistance Schools: 
 
The term, “Targeted Assistance Schools” applies to schools that are not eligible, or do not choose 
to operate as schoolwide project schools. In these schools, eligible children are identified and 
selected, or targeted for assistance by Title I.  Specific requirements for a targeted assistance 
school are outlined, with special emphasis on helping eligible children meeting the challenging 
State academic standards, which may include programs, activities, and academic courses 
necessary to provide a well-rounded education. 
 
Section 1116. Parent and Family Engagement  
 
All of the schools implementing the Title I Schoolwide Program must allocate at least one percent 
(1%) of the Title I budget towards programs, activities, and procedures for parent and family 
engagement. Each school shall jointly develop with, and distribute to, parents and family members 
of participating children a written Parent and Family Engagement Plan (PFEP). The plan shall 
describe the means for carrying out the following requirements: 
 

• Convene an annual meeting, at a convenient time, to which all parents of participating 
children shall be invited and encouraged to attend, to inform parents of their school’s 
participation in the Title I Schoolwide Program and to explain the requirements of the 
program, and the right of the parents to be involved; 

 

• Offer a flexible number of meetings, such as meetings in the morning or evening; 
 

• Involve parents, in an organized, ongoing, and timely manner, in the planning, review, and 
improvement of programs, including the planning, review, and improvement of the school 
PFEP, the Title I School-Parent Compact, and the joint development of the schoolwide 
program plan (School Improvement Process [SIP]); 
 

• Provide parents of participating children with timely information about: 
✓ Title I programs;  
✓ A description and explanation of the curriculum in use at the school, the forms of 

academic assessment used to measure student progress, and the achievement levels 
of the challenging State academic standards, and if requested by parents, 
opportunities for regular meetings to formulate suggestions and to participate, as 
appropriate, in decisions relating to the education of their children, and respond to any 
such suggestions as soon as practicably possible; and 

✓ Notify parents and family members of students enrolled in the school of the PFEP, the 
Title I School-Parent Compact and the SIP, in an understandable and uniform format 
and, to the extent practicable, provided in a language the parents can understand. 
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Such documents shall be made available to the local community and updated 
periodically to meet the changing needs of parents and the school. 

 
Section 1117. Participation of Children Enrolled in Private Schools 
 
To the extent consistent with the number of eligible children in the school district, who are enrolled 
in private elementary schools and secondary schools, the District shall: After timely and meaningful 
consultation with appropriate private school officials, provide such children, on an equitable basis 
and individually or in combination, as requested by the officials to best meet the needs of such 
children, special educational services, and instructional services.  
 
In general, educational services and other benefits for such private school children shall be 
equitable in comparison to services and other benefits for public school children participating in the 
Title I Schoolwide Program, and shall be provided in a timely manner.  
 
Title I, Part C: Education of Migratory Children 
 
Section 1301. Program Purposes 
 
The purpose of this part are as follows: 
 

• Assist States in supporting high-quality and comprehensive educational programs and 
services during the school year and, as applicable, during summer or intersession periods, 
that address the unique educational needs of migratory children; 

 

• Ensure that migratory children who move among the States are not penalized in any manner 
by disparities among the States in curriculum, graduation requirements, and challenging 
State academic standards;  
 

• Ensure that migratory children receive full and appropriate opportunities to meet the same 
challenging State academic standards that all children are expected to meet;  
 

• Help migratory children overcome educational disruption, cultural and language barriers, 
social isolation, various health-related problems, and other factors that inhibit the ability of 
such children to succeed in school; and 

 

• Help migratory children benefit from State and local systemic reforms. 
 
 
Section 1304. Supporting Needs of Migratory Children 
 
The District must ensure that the unique educational needs of migratory children, including 
preschool migratory children and migratory children who have dropped out of school, are identified 
and addressed through: 
 

• The full range of services that are available for migratory children from appropriate local, 
State, and Federal educational programs;  
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• Joint planning among local, State, and Federal educational programs serving migratory 
children, including language instruction educational programs under Title III, Part A;  
 

• The integration of services available under Title I, Part C with services provided by those 
other programs; and 

 

• Measurable program objectives and outcomes.   
 

Title I, Part D: Prevention and Intervention Programs for Children and Youth who are Neglected, 
Delinquent, or At-Risk 
 
Section 1401. Program Purposes 
 
The purpose of this part are as follows: 
 

• Improve educational services for children and youth in local, tribal, and State institutions for 
neglected or delinquent children and youth so that such children and youth have the 
opportunity to meet the same challenging State academic standards that all children in the 
State are expected to meet; 

 

• Provide such children and youth with the services needed to make a successful transition 
from institutionalization to further schooling or employment; and  
 

• Prevent at-risk youth from dropping out of school, and to provide dropouts, and children and 
youth returning from correctional facilities or institutions for neglected or delinquent children 
and youth, with a support system to ensure their continued education and the involvement 
of their families and communities. 

 
Section 1424(d). Use of Funds 
 
Funds provided to local educational agencies under this subpart may be used, as appropriate, for 
the following activities: 
 

• Programs that serve children and youth returning to local schools from correctional facilities, 
to assist in the transition of such children and youth to the school environment and help 
them remain in school in order to complete their education; 

 

• Dropout prevention programs which serve at-risk children and youth; 
 

• The coordination of health and social services for such individuals, if there is a likelihood 
that the provision of such services will improve the likelihood such individuals will complete 
their education; 
 

• Special programs to meet the unique academic needs of participating children and youth, 
including career and technical education, special education, career counseling, curriculum-
based youth entrepreneurship education, and assistance in securing student loans or grants 
for postsecondary education; 
 

• Programs providing mentoring and peer mediation; 

Version 11/14/2022
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• Programs for at-risk Indian children and youth, including such children and youth in 
correctional facilities in the area served by the local educational agency that are operated 
by the Secretary of the Interior or Indian tribes; and  
 

• Pay for success initiatives. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Version 11/14/2022
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HB 7055 Education (CH. 2018-6, Laws of Florida) 
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Consultation  
 

Miami-Dade County Public Schools, Department of Title I Administration seeks to provide high 
quality services to the students, parents and communities of all eligible public schools participating 
in the Title I Program.  Additionally, this mission extends to neglected and delinquent centers as 
well as eligible non-public schools.   The goal is to serve the needs of children and deliver services 
with the highest integrity and professionalism, providing them with a fair, equal, and significant 
opportunity to obtain a high-quality education.     
 
In implementing the components, services, and activities of the Title I Program, the Department of 
Title I Administration strives to comply with all provisions of applicable federal and state laws, in 
particular the ESSA Act, and non-regulatory guidance that set the parameters and standards for 
the implementation of the program.  To this end, the following procedures for providing input, 
comments, suggestions or filing a complaint, are available to parties who, in good faith, believe 
that services are not being delivered in compliance with federal and state laws and regulatory 
guidance relative to Title I. 
 
Parent Advisory Councils/District Advisory Council 
 
The District provides several forums for parents to provide feedback and input regarding the Title 
I Program implementation.  In addition to the annual and ongoing parent meetings at each 
participating Title I school, Parent Advisory Councils (PAC) have been established representing 
each of the three (3) Regions that comprise the District.   At the Title I Annual Parent Meeting, 
parents in each individual school elect a representative for the school to serve on the PAC.  A 
District Advisory Council (DAC), comprised of representatives of each PAC, has also been 
established to consult with the District in the planning and implementation of the Title I Program.   
The DAC promotes awareness of the program with parents and communities of Title I schools 
within the District and holds meetings during the school year. Individuals seeking to provide input, 
comments or suggestions can utilize the PAC as a vehicle.   The DAC leadership holds regular 
meetings with Title I Administration staff to discuss program implementation issues that are brought 
up by its constituents. 
 
Other Opportunities for Input 

 
The District also facilitates other opportunities for parents to voice concerns through yearly school 
climate surveys administered by the District and parent and family engagement surveys conducted 
by the Office of Program Evaluation, and funded through Title I Administration.  Data gathered from 
these sources assist the District in developing a LEA Plan that addresses the needs and concerns 
of parents and provides opportunities for parents to formulate suggestions and to participate in the 
decision-making process relative to the education of their children.   
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Complaint Procedures 
 
Complaint Procedures for Traditional Schools 

 
A student, parent or employee, who in good faith believes that the District has violated federal law 
and state regulatory guidance pertaining to the delivery of Title I services and programs, in which 
the allegations cannot be resolved with the schoolsite administrators and Region administrators, 
may file a formal complaint, as follows: 

 
1. A formal allegation regarding a violation of federal law and state regulatory guidance pertaining 

to the delivery of Title I services and programs may be filed in writing within 30 days of the 
incident and should specifically state the facts about the alleged incident(s) and the provision of 
law or rule being violated.   Such a complaint must be forwarded to: 

 
Miami-Dade County Public Schools 
Department of Title I Administration 

Attention: Mr. Pedro Arteaga, Executive Director 
1450 N.E. 2nd Avenue, Suite 500 

Miami, Florida 33132 
 

2. The Executive Director should hold a meeting with the Complainant within 10 business days.  
The Executive Director shall make every effort to review the allegation(s) and resolve the matter 
to the satisfaction of the complainant.   A written notice of the resolution or non-resolution of the 
matter shall be forwarded to the complainant. 

 
3. If no resolution can be reached, the complainant may appeal the determination with the 

Administrative Director, Title I Administration and Federal/State Fiscal Operations. The appeal 
will be presented to the Assistant Superintendent, Division of Student and Family Support 
Programs. A written Notice of Outcome of the appeal will be furnished to the complainant.  

 
4. If the Complainant feels that the complaint with the District has not been resolved to his/her 

satisfaction, he/she may file a complaint with the Florida Department of Education, providing the 
basis for the complaint. 

 
Complaint Procedures for Non-Public Schools 

 
The District complies with the Every Student Succeeds Act of 2015 (ESSA), Participation of 
Children Enrolled in Private Schools. In compliance with the provisions of the ESSA, the District 
consults in a timely and meaningful manner on the design and development of the non-public 
program with appropriate private school officials of eligible schools that have opted to receive 
services provided by Title I Administration. 
 
A private school official that in good faith believes that there is non-compliance on the part of the 
District with the provisions of the law regarding the meaningful and timely consultation or the due 
consideration of the views of the official or a dispute relative to the low-income data for private 
school students, may follow the following complaint procedures: 
 

1. A formal allegation regarding a violation of federal law and state regulatory guidance 

pertaining to the District’s delivery of Title I services and programs to non-public schools 
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may be filed in writing within 30 days of the incident and should specifically state the facts 

about the alleged action(s) and the provision of law or rule being violated. Such a complaint 

must be forwarded to: 

 
Ms. Yodislen S. Martinez  

Title I Administration 
Miami-Dade County Public Schools 
28205 S.W. 124 Court Suite F007 

Homestead, FL 33033 
 

2. The Director should hold a meeting with the Complainant within 10 business days upon 

receipt of such notice. The Director shall make every effort to review the allegations and 

resolve the matter to the satisfaction of the Complainant. A written notice of the resolution 

or non-resolution of the matter shall be forwarded to the Complainant. 

 

3. If no resolution can be reached, the complainant may appeal the determination with the 

Administrative Director, Title I Administration and Federal/State Fiscal Operations. The 

appeal will be presented to the Assistant Superintendent, Division of Student and Family 

Support Programs. A written Notice of Outcome of the appeal will be furnished to the 

complainant. 

 
4. If no satisfaction can be reached with the Assistant Superintendent, the Complainant may 

appeal in writing the determination with the Chief Academic Officer. 

 
5. If the Complainant feels that his complaint with the District has not been resolved to his /her 

satisfaction, the individual may file a complaint with the Florida Department of Education 

(FDOE) Ombudsman, providing the basis for the complaint. 

Ms. Nicolle Leider, MPA 
Equitable Services Ombudsman Division of Finance Operations 

Florida Department of Education 
325 West Gaines Street, Suite 844, 

Tallahassee, FL 32399-0400 
Tel. 850 245-9349 Office – EquitableServices@fldoe.org 

 
The FDOE must make a determination within forty-five days (45) of complaint to this state. 
Also pursuant to the ESSA, non-public schools’ officials may appeal to the Secretary of 
Education no later than thirty (30) days after the State Educational Agency resolves or fails 
to resolve the complaint within a reasonable period of time. A copy of the State’s resolution 
and a complete statement of the reasons supporting the appeal shall be investigated, and 
resolution of the appeal no later than ninety (90) days after receipt of the appeal by the 
Secretary of Education.  

 
 
 
 
 

mailto:EquitableServices@fldoe.org
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SECTION B - BUDGETS AND EXPENDITURES  
 

Title I Grant Funds Auditing 
 

All schools implementing the Title I Program will be required to meet the requirements of the ESSA 
Act.  In a continuing effort to ensure schoolwide determination of compliance with federal, state 
and district regulations and guidelines; and ensure that appropriate evidence sources document 
compliance, the M-DCPS Office of Management and Compliance Audits reviews include the Title 
I Program. 
 

This school audit will require a review of Title I criteria statements and appropriate evidence 
sources that document the following areas: 
 

 Title I Fiscal Requirements 
 Title I Property 
 Title I Needs Assessment, School Improvement and Parental Choice 
 Title I Parent and Family Engagement 
 Title I Professional Development 
 

The supervising administrator at the schoolsite is asked to ensure that all reports and pertinent 
program documentation are available and in order for review.  Additionally, a space for the auditor 
to conduct the audit in an expeditious manner will be appreciated.  Please review pages 27-29 to 
support audit compliance.  
 

Title I School-level Staff Assignment 
 

Principals have the authority to assign Title I paid staff within the school, as long as it is within the 
parameters of the Title I budget and the function of staff complies with the position’s job description, 
in fulfillment of the Title I program requirements. However, Principals must assure the following: 
 

Traditional Schools:  All employees paid with Title I funds shall expend their time and effort 
servicing this federally funded program, as evidenced by the approval of the Federal Time and 
Effort Certification (formerly known as Circular A-87), and by each individual staff assignment 
schedule(s).  
 

Charter Schools: All employees listed on the Charter Schools Title I Budget Appropriation Details 
Form (Appendix A, FM-6634), shall expend their time and effort servicing the Title I federally 
funded program, as evidenced by the completion of the Federal Time and Effort Certification Form 
(Appendix B, FM-6902), and by each individual staff assignment schedule(s).  
 

Additionally, each eligible Title I school must maintain in the corresponding folder of the Title I 
School-level Compliance e-Filing System, copies of the Assignment Schedules for those staff paid 
with Title I funds. The Department of Title I Administration will conduct onsite visitations, at which 
time; the assignment schedules will be reviewed.  
 

Moreover, for each of the periods indicated below, Principals are required to complete, sign, date, 
and electronically submit the Principal’s Assurance Certification of Staff Assignment (Appendix C, 
FM-7560), via the Title I School-level Compliance Collaboration Site. This will allow the Department 
of Title I Administration to determine whether the Title I program has been charged appropriately 
for time spent on Title I duties by employees paid under the program. 
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Time and Effort Period Deadline to Upload Assurance 

July - October 2022 Thursday, November 10, 2022 

November 2022 - February 2023 Friday, March 12 2023 

March - June 2023 Friday, June 09, 2023 

 
School-level Compliance 
 

Title I provides funding for schools to supplement their existing programs. As with any grant, there 
must be accountability for these funds. In order to meet the monitoring/audit compliance required 
by the Every Student Succeeds Act, principals of schools implementing the Title I Schoolwide 
Program are required to compile the necessary compliance documentation and maintain it in the 
Title I School-level Compliance e-Filing System for a minimum of five (5) years (Appendix D, lists 
the items that are required for compliance). All documents delineated on the 2022-2023 Title I 
School-level Compliance Reference Document must be compiled and uploaded to the Title I 
School-level Compliance e-Filing System for review by members of the Title I Accountability and 
Technical Assistance Team (A-TAT), Federal and/or State monitors/auditors.  
 

Schools are required to maintain the School-level Compliance Filing System documents 
electronically. The documents required in each section of the Title I e-Filing System must be 
uploaded into the Evidence Sources Upload page, school’s designated folder, 2022-2023 
subfolder of the Title I School-level Compliance Collaboration Site, and in the corresponding 
section and compliance item folder (click here for instructions to upload the required documents). 
 

Principals are asked to provide the Department of Title I Administration with the names and contact 
information of staff designated to assist with the compilation of the Title I School-level Compliance 
documentation (i.e. Principal, Title I Facilitator, CIS/CLS, Project UP-START Liaison and School 
Treasurer). To facilitate this process the 2022-2023 Title I Compliance School-level Staff Contact 
Information Form (Appendix E) must be submitted electronically via the automated form. 
Additionally, principals must notify the Department of Title Administration of any changes to this 
form by completing and submitting a new form within 10 days of that change. This includes 
changes to the name of the staff listed on the form or his/her contact information. The updated 
information must be submitted via the same Google Forms link originally used to complete and 
submit the 2022-2023 Title I Compliance School-level Staff Contact Information Form (Appendix 
E). If a principal is not able to find the link, please send an email to Ms. Sheryl Knight 
(SKnight@dadeschools.net) or the Title A-TAT staff assigned to the school, requesting the link to 
complete a new form. 
 

Targeted Technical Assistance and Support  
 

To ensure timely compilation and upload process of the documentation required in 2022-2023 the 
Title I School-level Compliance e-filing System, the Department of Title I Administration’s 
Accountability and Technical Assistance Team (A-TAT) will implement different types of support 
that include targeted on-site visits and virtual technical assistance to schools  
 
On-site Technical Assistance and Support for Selected Schools - A physical visit to the school to 
review the uploaded documentation.  

• The Department of Title I Administration will use specific criteria to identify schools selected 
for on-site Technical Assistance and Support, including a) new Title I schools; b) schools 
with newly appointed Title I Principals; c) schools with new designated Title I Compliance 
Facilitators, and d) monitoring process outcomes during the last two (2) years. 

https://api.dadeschools.net/WMSFiles/125/Compliance/Filing%20System/Title%20I%20Handbook/Instructions%20to%20Upload%20Documents%20to%20the%20Electronic%20Filing%20System.pdf
mailto:SKnight@dadeschools.net


 

19 
 

• Schools designated for On-site Technical Assistance and Support will be required to upload 
documentation for selected compliance items into the TIC Web-based System twice during 
the school year. The documentation will be reviewed by the A-TAT staff assigned to the 
school, and an official report of the outcome of the reviews will be issued. 

 
Follow-up Desktop Technical Assistance and Support for Selected Schools - A remote 
documentation review, via the School-level Compliance Collaboration Site and the TIC System. 
 
 
Upon compilation of all required documentation at the end of the school year, schools shall 
complete the Miami-Dade County Public Schools Title I Administration Assurance of Accountability 
and Compliance with Title I Schoolwide Program Guidelines form (Appendix U, FM-7346-T or 
FM-7346-CH, as applicable), and submit the completed form by said date to the Department of 
Title I Administration District office. 
 

 
Title I Accountability and Technical Assistance Team (A-TAT) 
 

The A-TAT’s objective is to provide technical assistance with the successful compilation and 
upload process of the documents required in the Title I School-level Compliance e-Filing System.  
This system has been developed to guide the schoolsite identification and upload process of 
appropriate evidence sources and compliance documentation. 
 

Based on the review of the documentation compiled by schools in previous years, A-TAT staff 
members have identified some areas of concern for the components of the Title I School-level 
Compliance e-Filing System, which are common across multiple Title I schools. By becoming 
familiar with the information contained in the following Recommendations Based on Most Common 
Areas of Concern Found During A-TAT Visits for Traditional Schools and Charter Schools, and 
knowing how to avoid them, schools will be strengthening their operations while preventing 
potential audit findings. 
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Recommendations Based on Most Common Areas of Concern  
Found During A-TAT Visits  

 

Traditional Schools 
 

CURRICULUM AND INSTRUCTION 
 

Roster of Students Not Meeting State Standards 

• Documentation of additional educational assistance provided - Evidence of Before/After School 
Tutoring, Saturday Academies, Computer Assisted Instruction, etc., and Student Record of 
Attendance. These rosters should include identification of ESE and ELL students being provided these 
additional services. 

• Sample of an ESSA 4-Week Parent Notification Letter. 
   

BUDGET AND EXPENDITURES 
 

• Grants Availability Reports must be printed and filed twice during the fiscal year. 

• Purchase Orders and Invoices - Line items and amounts need to match on all documents.  
 

Educational Field Trips 

• All documentation pertaining to field trips need to be kept together in the School-level Compliance e- 

Filing System, Section II.3., whether as encumbered or expended.   

• Objectives of field trips must be educational in nature and samples of follow-up assignments must be 

included in the Title I School-level Compliance e-Filing System for each fieldtrip paid with Title I funds. 

Payroll 

• Always maintain records of employees paid with Title I funds in the School-level Compliance e-Filing 
System, Section II.2. 

• If a Transfer of Expenditures (JV) for salary related charges has been processed, the required back-
up documentation must be attached to JVs in SAP in order to be approved. 

 

Purchasing Guidelines  

• Appropriate use of budgetary structures - Refer to the Title I Handbook for more details and budgetary 

structures. 

• Purchase Orders and Invoices - Line items and amounts need to match on all documents. 

• If a Transfer of Expenditures (JV) for non-salary related charges has been processed, then 

appropriate back-up documentation must be attached to JVs in SAP in order to be approved. 

• Credit Card (P-Card) transactions must include the required backup documentation, as delineated in 
the 2022-2023 School-level Compliance Reference Document. 

• All documentation pertaining to orders need to be kept together in the School-level Compliance e- 
Filing System, Section II.3. 

• Audio Visual - Refer to the Title I Handbook for non-allowable items.  

• Computer Hardware purchases - Refer to the Title I Handbook for non-allowable items.  
 

Important Note - All purchases with the 2022-2023 Title I funds such as, but not limited to the following, 
are only allowed for the current fiscal year (July 1, 2022 - June 30, 2023), and should be supplemental 
in nature:  
 

• Renewable license to operate a web-based software for students (Technology-Related Rentals - 
Commitment item 536900); 
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 • License Subscriptions must include a service period that does not exceed FY 2022-2023, ending 
June 30, 2023; 

• Printing and Duplication, inclusive of parent flyers and brochures (Printing and Duplicating - 
Commitment Item 539900); 

• Student agendas (Supplies - Commitment Item 551000);  

• Paper (Supplies - Commitment Item 551000) - Ensure that orders are placed with General Funds first 
before placing them with Title I funds. The recommendation is that no more than one ream of paper 
is purchased per student; and 

• Ink Cartridges/Toner (Technology-Related Supplies - Commitment Item 551900) 
 

PROPERTY  
 

• Always maintain an inventory list of all Capitalized equipment purchased with Title I funds in the 

School-level Compliance e- Filing System, Section III.1. 

• Always maintain a perpetual inventory listing of Non-Capitalized property acquired with Title I funds 

(FM-7645) in the School-level Compliance e-Filing System, Section III.1. 

• Always maintain copies of Packing Slips, Invoices, Purchase Orders, etc.; in the School-level 

Compliance e- Filing System, Section II.3 and Section III.1 (as applicable). 

• Always maintain copies of records pertaining to the disposal of Title I property. 

 
PROFESSIONAL DEVELOPMENT  
 

List of Professional Development (PD) Activities and/or PD Calendar 
 

Documentation of Professional Development to Address Deficient Indicators for Schools Based 
on State Assessment Outcomes 

• Samples of memos, agendas, handouts, and evidence of PD attendance (payroll documentation) for 

non-school based PD activities. 

• Sign-in sheets for school-based PD activities. 

• Evidence of Title I School-Parent Compact Communication Logs maintained by all teachers (grades 

K-5 only).  

 
 

PARENT AND FAMILY ENGAGEMENT 
 
Community Involvement Specialist (CIS)/Community Liaison Specialist (CLS) Schedule 
Schedules must be completed by the CIS/CLS and placed in the Parent and Family Engagement 
Section, folder VI.1. of the 2022-2023 School-level Compliance e-Filing System.  
 
Completion and Timely Submission of the Monthly Parent and Family Engagement Report 
The report must be submitted electronically, via the Title I Compliance (TIC) Web-based System, by the 
5th school day of each month.  All original printed versions of the reports, initialed by the Principal and 
with the corresponding backup documentation (including FM-7720), must be kept electronically in the 
Parent and Family Engagement Section, folder VI.3 of the 2022-2023 School-level Compliance e-Filing 
System.  
 
Please refer to the information contained in the Title I Handbook, Title I Administration’s Website, 
and the Title I School-level Compliance Collaboration Site, in order to prevent potential audit 
findings related to the aforementioned compliance items. 
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Recommendations Based on Most Common Areas of Concern  
Found During A-TAT Visits  

 

Charter Schools 
 

 
CURRICULUM AND INSTRUCTION 
 
Roster of Students Not Meeting State Standards 

• Documentation of additional educational assistance provided - Evidence of Before/After School 
Tutoring, Saturday Academies, Computer Assisted Instruction, etc., and Student Record of 
Attendance. These rosters should include identification of ESE and ELL students being provided these 
additional services. 

• Sample of an ESSA 4-Week Parent Notification Letter. 
   

BUDGET AND EXPENDITURES 
 

Educational Field Trips 

• All documentation pertaining to field trips need to be kept together in the School-level Compliance e- 

Filing System, Section II.3., whether as encumbered or expended.   

• Objectives of field trips must be educational in nature and samples of follow-up assignments must be 

included in the School-level Compliance e-Filing System for each fieldtrip paid with Title I funds. 

Payroll 
Always maintain records of employees paid with Title I funds in the School-level Compliance e-Filing 
System, Section II.2. 
 
Purchasing Guidelines  

• Purchase Orders and Invoices - Line items and amounts need to match on all documents. 

• All documentation pertaining to orders need to be kept together in the School-level Compliance e- 

Filing System, Section II.3. 

• Audio Visual - Refer to the Title I Handbook for non-allowable items.  

• Computer Hardware purchases - refer to the Title I Handbook for non-allowable items.   
 

Important Note - All purchases with the 2022-2023 Title I funds such as, but not limited to the following, 
are only allowed for the current fiscal year (July 1, 2022 - June 30, 2023), and should be supplemental 
in nature:  

• Copier maintenance; 

• Renewable license to operate a web-based software for students; 

• License Subscriptions must include a service period that does not exceed FY 2022-2023, ending 

June 30, 2023; 

• Printing and Duplication, inclusive of parent flyers and brochures; 

• Student agendas; and 

• Paper and Ink Cartridges/Toner ensure that not all orders placed are with ONLY Title I funds. 

 

PROPERTY  

• Always maintain an inventory list of all Capitalized equipment purchased with Title I funds in the 

School-level Compliance Reference Document and e-Filing System, Section III.1. 
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Property (Contd.) 
 

• Always maintain a perpetual inventory listing of Non-Capitalized property acquired with Title I funds (FM-

7645) in the School-level Compliance Reference Document and e-Filing System, Section III.1. 

• Always maintain copies of Packing Slips, Invoices, Purchase Orders, etc.; in the School-level 

Compliance Reference Document and e-Filing System, Section II.3 and Section III.1 (as applicable). 

• Always maintain copies of records pertaining to the disposal of Title I property. 

 
PROFESSIONAL DEVELOPMENT  
 
List of Professional Development (PD) Activities and/or PD Calendar 
 
Documentation of Professional Development to Address Deficient Indicators for Schools Based on 
State Assessment Outcomes 

• Samples of memos, agendas, handouts, and evidence of PD attendance (payroll documentation) for 

non-school based PD activities. 

• Sign-in sheets for school-based PD activities. 

• Evidence of Title I School-Parent Compact Communication Logs maintained by all teachers (grades K-

5 only).  

 
PARENT AND FAMILY ENGAGEMENT 
 
Community Involvement Specialist (CIS)/Community Liaison Specialist (CLS) Schedule 
Schedules must be completed by the CIS/CLS and placed in Parent and Family Engagement Section, 
folder VI.1. of the 2022-2023 School-level Compliance e-Filing System. 
 
Completion and Timely Submission of the Monthly Parent and Family Engagement Report 
The report must be submitted electronically, via the Title I Compliance (TIC) Web-based System, by the 
5th school day of each month.  All original printed versions of the reports, initialed by the Principal and 
with the corresponding backup documentation (including FM-7720), must be kept in the Parent and Family 
Engagement Section, folder VI.3. of the 2022-2023 School-level Compliance e-Filing System.  
 
Please refer to the information contained in the Title I Handbook, Title I Administration’s Website, 
and the Title I School-level Compliance Collaboration Site, in order to prevent potential audit 
findings related to the aforementioned compliance items. 
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Procedures for Schools that are no Longer Eligible to Participate in the Title I Schoolwide 
Program  
 
Section 1113(a)(3) of the Elementary and Secondary Education Act of 1965 (ESEA) as 
reauthorized under the Every Student Succeeds Act (ESSA), requires that a local educational 
agency (LEA) determines the eligibility of a school to receive Title I funds by annually ranking 
eligible schools in which the concentration of children from low-income families exceeds 71.5 
percent from highest to lowest.  Miami-Dade County Public Schools (M-DCPS) is required to use 
the Free or Reduced Price Lunch (FRPL) data from the Florida Department of Education (FDOE) 
Public School Eligibility Survey 3 Report of the current year in order to determine the Title I eligibility 
of a school for the following year.  If a school that is currently implementing the Title I Schoolwide 
Program does not meet the Title I eligibility threshold, it will not be designated as a Title I school 
for the subsequent school year. 
 
The following procedures were developed to provide guidance to schools that become ineligible to 
receive a Title I Schoolwide Program allocation. These procedures are in alignment with the Florida 
Department of State General Records Schedule GS1-SL regulation pertaining to the retention of 
records for a period of five (5) years, and the Code of Federal Regulations [C.F.R., Part 200.313(c) 
and 200.62, about the continuous utilization of equipment acquired under a Federal award (e.g. 
Title I Schoolwide Program). 
 
Procedures Upon Ineligibility Status Determination 
 
District: 
 

• Notify schools of their Title I ineligibility status determination; 

• Issue written guidance regarding specific actions to be implemented in order to continue to 
be in compliance with Federal, State and Local requirements; 

• Review the Title I School-level Compliance e-Filing System completion status, in order to 
address any pending compliance item; and  

• Provide technical assistance and support to schools through the Title I Accountability and 
Technical Assistance Team (A-TAT) for a smooth transition. 

 
School: 
 

• Complete the End-of-Year Checklist for Schools that are no Longer Eligible to Participate in 
the Title I Schoolwide Program (Appendix GG, FM-7757), in order to ratify the 
implementation of the following actions: 
✓ Review District’s developed guidance to ensure compliance with Federal, State and 

Local requirements; 
✓ Access the Title I Compliance (TIC) Web-based System to review the Title I School-

level Compliance Filing System Status Form, upload back-up documentation if 
necessary, and certify the form; 

✓ Print the final/certified version of the Title I School-level Compliance Filing System 
Status Form and upload it to Section IX Assurances of the 2021-2022 Title I e-Filing 
System on the Title I School-level Compliance Collaboration Site; 

✓ Ensure that all documents of compliance delineated in the Title I School-level 
Compliance Filing System Status Form are appropriately compiled in their 
corresponding folder; 
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✓ Ensure that the Title I School-level Compliance Filing System for the last five (5) years, 
as applicable, are in a centralized location and readily available in the event of an audit 
or upon request by staff from the Department of Title I Administration; 

✓ Ensure that the Community Involvement Specialist (CIS)/Community Liaison Specialist 
(CLS) or staff designated to oversee the Parent and Family Engagement Program has 
completed and submitted to the District, via the TIC System the Parent and Family 
Engagement Data Report for each month of the 2021-2022 school year. The certified 
monthly reports, initialed by the Principal, must be maintained in the 2021-2022 Title I 
School-level Compliance e-Filing System; 

✓ Conduct a building walk-through to ensure that all equipment purchased with Title I 
Schoolwide Program funds is clearly identified with the “M-DCPS Title I Property” label, 
indicating the school year of purchase;  

✓ Ensure that the inventory listing of Capitalized ($1,000 and over) property acquired 
with Title I Schoolwide Program funds is completed, up-to-date and maintained in the 
2021-2022 Title I School-level Compliance e-Filing System; and 

✓ Ensure that the perpetual inventory listing of Non-Capitalized (under $1,000) property 
acquired with Title I Schoolwide Program funds (FM-7645) is completed, up-to-date 
and maintained in the 2021-2022 Title I School-level Compliance e-Filing System. 

 
Procedures for Subsequent Years After Ineligibility Status Determination 
 
District: 
 

• Continue to provide technical assistance and support to schools through the Title I 
Accountability and Technical Assistance Team (A-TAT); and 

• Conduct un-announced monitoring visits to verify completion of the upload process of 
documents to the School-level Title I e-Filing System for the previous year(s) (for a period of 
five years) and the proper utilization and follow-up with property disposal procedures of 
property acquired with Title I Schoolwide Program funds.   

 
School: 
 

• Ensure that the Title I School-level Compliance e-Filing System is properly maintained for 
the last five (5) years, as applicable, are in a centralized location and readily available in the 
event of an audit or upon request by staff from the Department of Title I Administration; 

• Ensure that all equipment purchased with Title I Schoolwide Program funds is being utilized 
to support students’ academic achievement in the core-assessed subject areas (i.e. 
Reading/Language Arts, Math, Science and Social Studies) and/or Parent and Family 
Engagement activities or in support of other Federal programs within the building;  

• Conduct building walk-throughs to ensure that all equipment purchased with Title I funds 
remain identified with the “M-DCPS Title I Property” label, indicating the school year of 
purchase and is properly utilized;  

• Follow Title I Administration’s procedures in the event of Title I purchased property requiring 
to the disposed. A memorandum requesting permission, along with the name and the title 
of technician/staff member validating need for disposal and the completed Property Disposal 
Form (Appendix M, FM-6587) must be sent to the Administrative Director in the Department 
of Title I Administration; 

• Adhere to Title I Administration’s procedures for appropriate documentation of Title I 
property to support: Approval of Off-Site Use of School Board Property Form (Appendix W, 

Version 11/14/2022
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FM-2380) when off-campus use of Title I Property; Transferring of Title I Property (contact 
305 995-3193); and Vandalism of Title I Property; 

• Ensure that the inventory listing of Capitalized ($1,000 and over) property acquired with Title 
I Schoolwide Program funds is maintained up-to-date and readily available for review for as 
long as the equipment remains at the school site; and 

• Ensure that the perpetual inventory listing of Non-Capitalized (under $1,000) property 
acquired with Title I Schoolwide Program funds (Appendix Q, FM-7645) is maintained up-
to-date and readily available for review for as long as the equipment remains at the school 
site. 
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Office of Management and Compliance Audits 
 
Audit Process 
 
The Office of Management and Compliance Audits (OMCA) conducts Title I audits in conjunction 
with the schools’ internal fund audits. OMCA will send an e-mail to notify schools of the upcoming 
audit and auditors will call in advance (usually 1-2 days) to set up the upcoming visit. Internal Funds 
at the schools will be audited on an annual basis, while the Title I program at the school will be 
audited on a selected basis. Funds for all Title I programs of which funds are received directly at 
the school will be subject to review by OMCA. Title I results will be reported as part of school audits 
and presented at the Audit and Budget Advisory Committee (ABAC) meetings. 
 
Schools administration and personnel should become familiar with the following manuals and 
guidelines:  
 

✓ Title I Administration Handbook 
✓ Districtwide and Board-Approved Parental Involvement Policy (Board Policy 2111 

Appendix F) 
✓ Manual of Property Control Procedures 
✓ Payroll Processing Procedures Manual 
✓ Purchasing Credit Card Program Policies and Procedures Manual 

 
The following areas will be reviewed during the Title I audits at the schoolsite: 
 
Title I Budget Allocation 
 
School’s budgets will be entered through the Budget Development System in SAP and posted in 
the General Ledger once approved. Principals are responsible for monitoring Title I accounts. 
Financial activity will be reviewed to verify that: 
 

▪ Proper documentation for all financial transactions are kept in the Title I School-level 
Compliance e- Filing System; and 

▪ There are no significant remaining balances or spending in excess of budget.  
 

Payroll Related Expenditures  
 

▪ Temporary Instructor (substitute), hourly, supplement, stipend, and overtime salary 
accounts have sufficient budget to cover expenditures.  

 
Non-Payroll Related Expenditures 
 

▪ Auditors will select a representative sample of Title I supplies, materials, equipment and 
software expenditures from SAP and verify that Budget Group 3 funds have been used to 
meet the statutory requirements for Title I and have not been used to supplant non-federal 
resources.  
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Office of Management and Compliance Audits (Continued) 
 

Payroll  
 
Auditors will review Title I payroll expenditures posted to SAP and verify that funds have been used 
to meet the statutory requirements for Title I and have not been used to supplant non-federal 
resources. The review will ascertain that:  
 

▪ There is a copy of the approved Federal Time and Effort Certification Form on file;  
▪ The Final Budget Conference Title I Position Comparison report and mid-year SAP Position 

Control report to ensure all positions are in agreement with the authorized and filled 
positions;  

▪ The Title I temporary instructor account expenditures adhere to the established statutory 
requirements for Title I; and  

▪ The job responsibilities for employees paid out of Title I are in compliance with Title I 
guidelines.  

 
Non-Payroll Related Expenditures 
 
The following purchasing records should be maintained in the Title I School-level Compliance e- 
Filing System for audit purposes:  
 

▪ Invoices  
▪ Purchase orders 
▪ Packing slips 
▪ Shopping Carts 
▪ Any other pertinent documentation   
 

Auditors will review these documents to ascertain that: 
 

▪ Purchases are for the current fiscal year and not for the succeeding fiscal year; 
▪ Purchases are allowable expenditures as listed in the Title I Administration Handbook;  
▪ Purchases are made in compliance with bid guidelines established by Procurement 

Management and School Board Policies;  
▪ Purchases are posted to the proper accounting structure;  
▪ Invoices are mathematically correct and reconciled against corresponding packing slips or 

similar documentation acknowledging receipt of goods/services; 
▪ Equipment purchases which require Property Control (tagging) are engraved and labeled 

as Title I property or listed in the “Assets to be Tagged” for the school location. Physical 
location of property items will be verified; 

▪ List of Non-Cap Equipment (under $1,000) with Title I label and copy of PO on file; and 
▪ For professional services, contract guidelines and proper approval procedures have been 

followed.  
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Office of Management and Compliance Audits (Continued) 
 

Parent and Family Engagement 
 

To determine compliance with requirements for parent and family engagement, the following 
procedures must be followed:  
 

▪ School is required to complete a CIS/CLS questionnaire. Questionnaire will be signed by 
both the Principal and the CIS/CLS; 

▪ School must spend, the minimum School-based Parent and Family Engagement Title I 
Allocation on parent and family engagement activities; and  

▪ Parent Resource Center/Area will be visited by the auditor and observation documented.  
 

Auditors will review the Parent and Family Engagement component for the following records:  
 

▪ The parents’ visitation log for the Parent Resource Center; 
▪ Calendar of Yearly Parent and Family Engagement Activities; 
▪ CIS/CLS schedule (Appendix G, FM-7721); 
▪ Record of Parental Support Home Visits (Appendix H, FM-6915) and a log of incoming and 

outgoing telephone calls (Appendix I, FM-7723); 
▪ Parent and Family Engagement Monthly Data. The information must be submitted 

electronically, via the Title I Compliance (TIC) Web-based System, by the 5th school day 
of each month. All original printed version of the reports, initialed by the Principal and with 
the corresponding backup documentation, must be kept in the Parent and Family 
Engagement Section, folder VI.8 of the 2022-2023 School-level Compliance e-Filing 
System;   

▪ Attendance of the CIS/CLS and school personnel at Region Parent Advisory Council (PAC) 
and all District Advisory Council (DAC) meetings; 

▪ Evidence of providing parents with information regarding the availability of the School 
Improvement Process (SIP), the Title I District-level Parent and Family Engagement Plan 
(PFEP) and School-level PFEP; 

▪ Title I School-Parent Compact (Appendix J, FM-6985); 
▪ Title I Annual Parent Meeting documentation; and 
▪ Title I DAC/PAC Representatives form (Appendix K, FM-6996). 

 
Property 
 
The Office of Management and Compliance Audits conducts a complete physical property 
inventory audit at all schools for items with an individual cost of $1,000 or more. Schools must 
identify property purchased through Title I funds. The following records will be requested from the 
school:  
 

▪ Outgoing Controlled Equipment Form, if applicable (Appendix L, FM-1670). For Title I 
property, a memorandum to the Department of Title I Administration requesting permission 
to dispose of property and Property Disposal Form (Appendix M, FM-6587);  

▪ Plant Security Report used to report stolen or damaged items (Appendix N, FM-0366); 
▪ Capitalized and Non-Capitalized Property Inventory Lists; and 
▪ Property purchases including copies of PO(s) for capitalized and non-capitalized items. 
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Budgetary Structures 
 

Resource Allocation Requirements 
Title I schools are to review the Local Educational Agency (LEA) matching requirement, such that 
the school does not supplant with Title I allocations. 
 

Salary Expenditures:  
 

All full-time and part-time positions funded with Title I funds are supplemental in nature. Average 
salaries are provided, including fringe benefits for employment of full-time and/or part-time 
positions purchased through the Title I Budget Development System application in SAP. 
 

Overtime  
Commitment Item: 513100 
Expenditures for full-time classroom paraprofessionals, full-time Community Involvement 
Specialists (CIS), Community Liaison Specialists (CLS), and Family Support Specialists (FSS) for 
work performed beyond 40 hours a week on a 150% rate. 
 

Stipends/In-Service Reimbursement 
Commitment Item: 513600 
Expenditures for stipends for professional development sessions pertaining to assessed content 
area teacher (Language Arts/Reading, Math, Science or Social Studies). 
 

Temporary Instructor 
Commitment Item: 514900 
Expenditures for substitute coverage for a Full-Time Title I funded teacher or an assessed content 
area teacher (Language Arts/Reading, Math, Science or Social Studies) needed due to activities 
generated by the Principal. 
 

Hourly Employee 
Commitment Item: 515000 
Expenditures for instructional or parental hourly staff. 
 
Non-Salary Expenditures: 
 

Professional and Technical    
Commitment Item: 531000  
Expenditures for services which by their nature can be performed only by persons with specialized 
skills and knowledge which are acquired through intensive academic preparation. Funds are to be 
budgeted in the account for professional development activities utilizing consultant services from 
outside of the school system or within the school system (after work hours). A fully executed 
contract must be attached as back-up documentation (Appendix AA, FM-2453). 
Suggested Product Category: 92416 – Course development, services, instructional/training 
 

In-County Travel 
Commitment Item: 533000 
Expenditures for travel reimbursement within Miami-Dade County. 
Suggested Product Category: 96287-Travel, local (provided by third party) 
 

Out-of-County Travel 
Commitment Item: 533100 
Expenditures for travel reimbursement outside Miami-Dade County. 
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Suggested Product Category: 96288 – Travel, non-local (provided by third party) 
 
 
Field Trips   
Commitment Item: 533200 
Expenditures for student transportation and/or student admission fees. This includes on-site field 
trips which also require a contract (Appendix AA, FM-2453). Please be reminded that a field trip 
request should include: 

• Specific academic purpose and final student academic product as a result of the field trip; 

• Date of the field trip; 

• Location of the field trip and all other pertinent details; and 

• Backup documentation (e.g. Region-approved Field Trip Request Packet, Quote(s), etc.).  
 Suggested Product Category: 96216 – Bus transportation services 
    

Note: Food/Meals are not an allowable expense under Title I. 
 
Repairs and Maintenance   
Commitment Item: 535000 
Expenditures for repairs and maintenance services. This includes contracts and agreements 
covering the upkeep of equipment.  
 
Technology-Related Repairs and Maintenance   
Commitment Item: 535900 
Expenditures for technology-related repairs and maintenance services. 
Suggested Product Category: 93900 – Equipment maintenance and repair services for computers 
  
Technology-Related Rentals 
Commitment Item: 536900 
Expenditures for annual fees charged for web-based software licenses, computer and related 
equipment rentals, licenses and fees for internet research subscriptions. 
Note: Service validity period must not exceed Fiscal Year dates of July 1, 2022– June 30, 

2023. 
Suggested Product Category: 98574 – Software, computer, rental or lease 
 
Other Purchased Services 
Commitment Item: 539000 
Other purchased services not included above. 
Suggested Product Category:  92400 – Educational/Training Services  
     91838 – Education and Training Consulting 
 
Printing and Duplicating 
Commitment Item: 539900 
Expenditures for printing and duplicating services. 
Suggested Product Category: 96500 – Printing preparations 
 
Supplies* 
Commitment Item: 551000  
Expenditures for consumable materials that are characterized by any one (1) or more of the 
following conditions:          

• It is consumed, worn out, or deteriorated in use; or  
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• It loses its identity through fabrication or incorporation into different or more complex units or 
substance. 

Note: For purchases of Supplemental Workbooks use product category 71512 (books, 
reference (incl. cd versions), dictionaries, encyclopedias etc.). 

Suggested Product Category: 23241 – Kits and supplies, crafts, miscellaneous 
                                                25000 – Data processing cards and paper 
                                                71512 – Books, reference (incl. CD versions) 
                                                78553 – Educational games and toys    

 
Technology-Related Supplies* 
Commitment Item: 551900  
Expenditures for supplies used for technology-related purposes, such as ink cartridges/toner, flash 
drives, mouse, headphones, keyboards, laptop batteries, blank CDs/DVDs, robotics and other 
technology-related consumable supply items. 
Suggested Product Category: 20689 – Storage devices, electronic 
                                                20700 – Computer accessories and supplies 
                                                20772 – Printer accessories and supplies  
 
Audio Visual Materials 
Commitment Item: 562100 Capitalized – greater than or equal to $1,000.00 per item 
Commitment Item: 562200 Non-Capitalized – less than $1,000.00 per item 
Expenditures for non-consumable materials such as recordings, exhibits, charts, maps and globes, 
excluding A.V. equipment. 
Suggested Product Category: 20775 – Projection devices and accessories 
                                                65500 – Photographic equipment 
                                                84084 – Video and audio systems, accessories and parts 
                                                88011 – Audio visual equipment and supplies 
 

Equipment* 
Commitment Item: 564100 Capitalized – greater than or equal to $1,000.00 per item 
Commitment Item: 564200 Non-Capitalized – less than $1,000.00 per item 
Expenditures for initial or additional items of equipment, which contain no microchip and are not 
digital in nature, such as: microscopes, telescopes, electronic book binder, that are not integral 
parts of the building or building service systems. 
 
Computer Hardware and Peripherals 
Commitment Item: 564300 Capitalized – greater than or equal to $1,000.00 per item 
Commitment Item: 564400 Non-Capitalized – less than $1,000.00 per item 
Expenditures for initial or additional items such as desktop computers, laptops, laptop carts, 
peripheral hardware (i.e. webcams for desktop/laptop), printers and scanners. 
Suggested Product Category: 20400 – Computer hardware and peripherals for microcomputer 
 
Technology-Related Equipment* 
Commitment Item: 564800 Capitalized – greater than or equal to $1,000.00 per item 
Commitment Item: 564700 Non-Capitalized – less than $1,000.00 per item 
Expenditures for initial or additional equipment such as digital cameras, CD/cassette players, 
recorders, robotic equipment, and projectors, which are technology-related in nature and are not 
integral parts of the building or building service systems.  
Suggested Product Category: 60000 – Office machines, equipment and accessories  
                                                60042 – Copy machines, including parts and accessories   
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Dues and Fees 
Commitment Item:  573000  
Expenditures for staff registration fees to attend employee trainings, seminars, webinars, 
conferences (not included in travel reimbursement packet) in core assessed content areas, student 
registration fees for academic events and activities, Dual Enrollment courses in assessed content 
area (Language Arts/Reading, Math, Science or Social Studies ONLY). 
Suggested Product Category: 96364 – Registration fees 
                                                96348 – Membership dues 
                                                                                                                                                                                                                
*Please refer to the Financial and Program Cost Accounting and Reporting for Florida Schools 
(2021 Red Book), Appendix A, Supplies and Equipment Criteria, included herein as Appendix 
FF, to become familiar with the criteria for classifying an item as either a supply or equipment. 
 
The Fiscal Responsibilities page, located under the School-level Compliance tab of the 
Department of Title I Administration’s website, includes the FY 2022-2023 Title I Schoolwide 
Program (35450023) Funding Structure Summary with Shopping Cart Product Categories.   
 
 
Budget Administrative Requirements 
 
1. All overtime (OT) 513100, stipends 513600, temporary instructor (substitute) 514900, and 

hourly 515000 salary accounts must have sufficient budget to cover total actual expenditures.  
Initially, the school may have to estimate the amount to be budgeted based on average or 
estimated rates. However, it is the school’s responsibility to periodically request additional 
budget transfers into the aforementioned salary accounts to cover total projected expenditures 
based on actual rates.  Last day for instructional hourly employees to work is Thursday, 
June 8, 2023. 

 
2. Conversions of full-time positions shall be requested on a pro-rata basis, as follows: 
 
Position Deletion or Conversion 
 
Schools may elect to convert positions at full budget value through December 23, 2022, provided 
that the positions are vacant and non-obsolete. 
 
Funds may be transferred between accounting structures after Budget is posted to the general 
ledger using the request for Budget Transfer M-DCPS Grants Budget Document (Appendix O), 
along with request(s) for position(s) to be added, converted or deleted. 
 

Full-time Positions 
 

Effective Date    Value 
 

July 1 – December 23, 2022  Full Budget Value (If position has been vacant up 
to date) 

January 9 – June 30, 2023   ½ Budget Value 
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Extra-Period Supplements 

 
Effective Date    Value 

 
July 1 – December 23, 2022  Full Budget Value (if supplement(s) not assigned) 
January 9 – June 30, 2023                      ½ Budget Value  

                                  
Staffing Procedures 
 

Staff is hired or moved through a Request for Personnel Action (RPA) process. Every year Title I 
opens new program numbers and simultaneously closes the previous year's program numbers. 
Full-Time Positions that have been allocated a budget, are automatically updated and will appear 
in the Position Control List under the new program number. 
 

Retroactive RPA Procedures 
Currently, any position that has a retroactive RPA to a different funding structure in SAP will have 
the salary and fringe amounts automatically adjusted.  The required Federal Time and Effort 
Certification Form (formerly known as Circular A-87) will also be automatically generated via the 
location’s work administrator’s Universal Worklist (UWL) in SAP.  Last day for processing a 
retroactive RPA in SAP for FY 2022-2023 is Thursday, June 8, 2023. 
 
Identification of components through the accounting structure: 
 

Component Functional Area 
Schoolwide 2022-2023  35450023-510000 Basic Instruction (Teachers/Paras) 
  35450023-611000 Attendance and Social Work (Social Workers) 
  35450023-612000 Guidance Services (Counselors) 
  35450023-615000 Parental Involvement (CIS/CLS/FSS) 
(Coaches)                         35450023-640000 Instructional Staff Training Services  
  35450023-780000 Student Transportation Services (Field Trips) 
 
 
Title I Supplements 
 
Commitment Item 514400, 3 different functions for supplements: 
 

Function 510001   
Title I Extra-Period Supplements 
purchased by school  
(Budget based on average salary: 
$6,868 + fringes = $ 8,461) 

Supplement Code 
Supplement Code 

Description 

1105 ETPS Title I Science 

110D ETPS Title I Lang Arts 

110E ETPS Title I Math 

110T ETPS Title I Social Studies 

Function 510002 
Title I Instructional Supplement: 
Instructional staff at each Title I 
School regardless of funding 
source  

FRPL % 
Supplement Amount per 

Year 

90-100% FRPL $500 

80-89.99% FRPL $300 

71.579.99% FRPL $100 
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Function 510003 
Lowest 300 D & F Schools for 
eligible schools 

Supplement Amount per Year 

$100 

 
 *Please note:  

• The Schoolwide Program Number changes each fiscal year. 

• The final payroll for personnel to be charged to the 2022-2023 Title I Schoolwide Program 
will be from June 2, 2023 through June 15, 2023. 

 

  
Shopping Cart Requisition Procedures 
 

In order to ensure that Title I funds are used to supplement the school's curriculum, all purchase 
requisitions for non-salary items, which originate at the school level, must be prepared and 
submitted in accordance with the following procedures:  
 
1. All purchase requisitions charged to Title I structures MUST be routed following the District’s 

Approval Chain process;   
 

2. ALL purchases of non-salary items (except textbooks, i.e. SRA), must be entered into the SAP 
Procurement System and processed appropriately. Academic justification and backup 
documentation(I.e. quote(s), sole source letter)must be included as part of the SAP shopping 
cart; 

 

3. Correct distinction must be made between  technology related supplies and consumable 
supplies (see Budgetary Structures). For example, printer toner is to be ordered under 
technology related supplies 551900; consumable workbooks are to be ordered under  supplies 
551000;   

 

4. Approval and monitoring of shopping cart requisitions will be conducted daily. Allow reasonable 
time for shopping cart requisitions to be routed, approved and processed on orders above 
$6,000.; 

 
 

5. All shopping carts for commitment items 531000 through 569200 (with the exception of 533000, 
533100, 533200 and 539900), must be entered by Friday, February 10, 2023. Note: New 
shopping carts for these commitment items will not be honored after this deadline, 
including S&MD and credit card orders; 

 
6. Please review the Department of Title I Administration listing of Unauthorized Title I Purchases 

on pages 41-42; and 
 

7. Please review pending shopping carts that have not been  converted to purchase orders on a 
biweekly basis to ensure proper processing before the purchasing deadline. 

 
 
 

 

Title I Schoolwide Program funds are to be utilized during the fiscal year in which they 
were allocated.  
 

Schools receiving goods online after June 30, 2023 will be responsible for payment of 
any outstanding balances from their next fiscal year school budgets.  
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Schools Purchasing Guidelines 
 
Request  
 
All shopping carts are routed through the District’s SAP process.  
 
Follow Up 
 
Ensure all shopping carts created in SAP are fully processed and converted into a Purchase 
Order (PO) by the Procurement Office. 
            
Delivery 
 
Work location must: 

 

• Reconcile items received against the invoice; 
 

• Acknowledge receipt of goods online; 
 

• Label Title I property; and 
 

• Send original invoice to Accounts Payable for vendor payment processing. 
 
Maintain 

 
Work location must upload and keep: 
 

• Copy of invoice for work location files; 
 

• Inventory list of Title I capitalized equipment; 
 

• Title I Non-Capitalized Property Inventory Listing (Appendix Q, FM-7645); and  
 

• Copies of purchase order and invoice. 
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ERP Training Guides/Manuals for the SAP System  
 

• The ERP Finance and Procurement along with the ERP Human Resource Training Links 

can be found under the Home Tab in SAP. 
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Purchasing Credit Card (P-Card) 
 
The M-DCPS Purchasing Credit Card Program is designed to expedite the small dollar 
procurement process, allowing authorized employees to acquire materials and supplies, as needed 
for operations, with minimum delay. Use of the card is meant to simplify and streamline the 
acquisition process, and lower overall transaction costs. 
 
All cardholders have limits that are defined by work location and enforced at the point of purchase 
by the credit card control features. Limitations are established for spending amounts per 
transaction, types of vendors from whom purchases can be made, number of transactions that can 
be made per day, and others. 
 
Credit cards will be issued to work location administrators for the purpose of purchasing authorized 
goods and services costing less than $3,000, with the exception of ODP Business Solutions 
(subject to change at any given time). The goal of this program is to reduce the number of costly 
transactions processed by the Procurement and Accounts Payable departments, and provide work 
locations with the flexibility to obtain authorized materials and supplies, as needed. Please review 
the Purchasing Credit Card listing of Unauthorized Expenditures on the following page. Each work 
location will be issued at least one (1) credit card with a unique account number. Although the 
School Board is responsible for each card, the School Board will not be liable for unauthorized 
purchases made by employees with the intent to defraud the District. The Purchasing Credit Card 
Program does not affect M-DCPS or the Department of Title I Administration’s current purchasing 
regulations or internal policies. 
 
The M-DCPS Purchasing Card Administrator, in the Office of the Controller, manages the program. 
Each participating work location has a Purchasing Card Administrator (i.e., Work Location 
Administrator) to manage the Purchasing Credit Card Program. The Purchasing Card 
Administrator for each work location is responsible for the overall management of the location’s 
program. The Purchasing Card Policies and Procedures Manual can be accessed by clicking on 
the following link http://ehandbooks.dadeschools.net/policies/72.pdf.  
 
Please be reminded to include the following when creating a credit card transaction to be paid with 
Title I funds: 
 

1. A description of the supplemental materials purchased, as well as a justification about the 
direct impact on student achievement or parent and family engagement; 

 
2. A copy of the M-DCPS Purchasing Card Program Purchasing Authorization Form signed 

by the school administrator (Appendix R, FM-5707); 
 

3. A copy of the credit card statement. Remember to identify the vendors to be paid with  
Title I funds; 
 

4. M-DCPS Purchasing Card Program Monthly Reconciliation Work Sheet (Appendix S, FM-
5828); and 

 
5.     A copy of the vendor invoice(s).                    

http://ehandbooks.dadeschools.net/policies/72.pdf
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Purchasing Credit Card Unauthorized Expenditures  
 
Although not all inclusive, the following purchases CANNOT be made with the purchasing card: 
  

• All Furniture, Fixture and Equipment (FF&E) where the unit price of each item is greater 
than $999.99 due to Property Control (Asset Tag) requirements:  

✓ Unit Price Items $999.99 and less are allowed. 
✓ It is recommended that FF&E purchases are limited to Equipment and that Furniture 

and Fixtures follow the District’s Shopping Cart process.  

• Any Product procured by Stores and Mail Distribution (S&MD) cannot be purchased with 
the P-Card – this includes:  

✓ Cases of paper; 
✓ Custodial Supplies; 
✓ Chemical/Custodial products as determined by Custodial Standard Committee; and 
✓ Textbooks charged to programs 8560 and 8640.  

 

Please see the S&MD Web page (http://smd.dadeschools.net/) or the SAP shopping cart 
for a listing of products available through S&MD.  

• Rental Agreements/Maintenance Repairs valued above $999.99. 

• Funding Sources requiring a WBS Element (Project Number for Capital Construction). 

• Travel and Registration: 

✓ All Field Trips related transactions including admissions and chartered bus 
transportation.  

✓ Travel and Entertainment related expenditures (i.e. airlines, hotel, car rentals, 
transportation, tolls, field trips, Charter Bus companies and admission to amusement 
parks) excluding seminar/registration costs. 

✓ Individual memberships in professional, educational and community organizations 
and related activities and services except pursuant to administrative guidelines 
based on the District’s best interest developed by the Superintendent and approved 
by the Board. 

• Hospitality, Decorations and Beautifications: 

✓ Refreshments, coffee, water, cups, plates, bottled water etc. including food 
purchases for hospitality meetings and special observances. 

✓ Beautification and decoration accessories (i.e. plants, wallpaper, pictures, frames, 
designer or specialized supplies or equipment, etc.). Air fresheners such as plug-ins, 
etc. 

• Personal Items: 

✓ Items for personal use (i.e., microwave, refrigerator, coffee makers, air purifier, fan, 
heater, electronic equipment, medicine, clothing, gifts). 

✓ Decorative letterhead or stationary, greeting cards, party supplies, decorative mouse 
pads, entertainment, holiday items, etc. 

• Awards: 

✓ Non-salary awards where the unit cost of the award exceeds $100.00. 

http://smd.dadeschools.net/
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✓ Salary and monetary awards. 

 

• Other Misc.: 
✓ Cash advances of any kind. 
✓ Charges totaling $2,999.99 or more per vendor per purchase/charge (split 

orders are not allowed except for Office Supply items). 
✓ Business cards, except when approved in writing by a Senior Cabinet 

member. 
✓ Tools and equipment not authorized by the Safety Department. 
✓ Items in support of extracurricular school activities such as uniforms, tickets, 

t-shirts, games and costumes. 
✓ Internal Fund related purchases. 
✓ Consulting and professional services. 
✓ Taxes, late penalties/fees and interest charges. 
✓ Uniforms not authorized by union contract. 
✓ Utilities and telephone expenses, including cellular phones, unless authorized 

by the Department of Energy and Communication Management. 
 

Please refer to the current Purchasing Card Program Policies and Procedures Manual for 
additional exclusions not listed above. 
 
Splitting Transactions – Not Allowed 
 
Work locations are prohibited from splitting purchases, through separate consecutive 
transactions in order to bypass the $2,999.99 single transaction limit.  (i.e. – item cost 
$4,000.00 and location asks vendor to generate two (2) separate transactions to make the 
purchase). 
 

• Office supplies are the only exception to this rule where multiple purchases can be 
made from the Bid Awarded Office Supply vendor 

 
Be aware that when placing an order with a vendor, they will typically not charge the 
Purchasing Card until the order is shipped. If it is shipped in multiple orders and dates, you 
will be charged per shipment. For example: you placed an order for $1,000.00 with the 
vendor. The vendor shipped $700.00 from one of their Distribution Centers today and the 
rest of the order, $300.00, from another Distribution Center on another day, this will show 
as two charges on your statement, this is not in our control as it is controlled by the vendor 
and will not be considered a split order. 
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Unauthorized Title I Purchases 
 
Purchases with Title I grant funds must be used solely for supplemental activities that directly 
support the accomplishment of the program’s purpose, priorities and expected outcomes during 
the program period, as reflected in the schools’ School Improvement Plan.  All expenditures must 
be consistent with the approved Title I application, as well as applicable state and federal laws, 
regulations and guidance. Below is a list of items or services that are generally not allowed or 
authorized as expenditures. This is not an all-inclusive list of unallowable items.  
 

• Entertainment (e.g., a field trip without the approved academic support will be considered 
entertainment; entrance admission to non-academic events, inclusive of chaperone 
entrances fee for field trips) 

• Meals, refreshments or snacks (inclusive of food of any kind during a field trip or an event) 

• End-of-year celebrations, parties or socials (e.g. rental of venue for field trips, end of year 
activities, etc.) 

• Game systems and game cartridges (e.g., Wii, Nintendo, PlayStation) 

• Out-of-state travel (*) 

• Travel for administrators 

• Overnight field trips (e.g. retreats, lock-ins) 

• Incentives (e.g., certificates, plaques, trophies, stickers, t-shirts, give-a-ways) 

• Personal hygiene, skin care, abstinence, and/or hope chest items 

• Gift cards 

• Decorations 

• Advertisements 

• Promotional or marketing items (e.g., flags, banners, coffee cups, water bottles, mugs, key-
chains, lanyards, bookbags, tote bags, personalized school items, bumper stickers, visitor 
hallway passes, student ID cards) 

• Teacher agendas/calendars, portfolios, etc. 

• Office supplies and equipment (i.e., paperclips, staples, staplers, printers, scanners, 
etc.) 

• Art and music supplies (*) 

• Textbooks (*) 

• Computer/technology equipment for administrators/clerical 

• Furniture (ALL TYPES) 

• Postage (stamps) 

• Servers (*) 

• Creation or maintenance of websites 

• Purchase of facilities or vehicles (e.g., buildings, buses, vans, cars) 

• Land acquisition 

• Kitchen appliances (e.g., refrigerators, microwaves, stoves, tabletop burners) 

• Items for the maintenance of plant (e.g., custodial/maintenance supplies, lawn 
mowers, etc.) 

• Communication equipment (i.e., walkie-talkies, telephones, beepers, etc.) 

• Tuition 
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Unauthorized Title I Purchases (continued) 

 

• Capital improvements and permanent renovations/fixtures (e.g., all types of wiring/ drops, 
playgrounds, buildings, fences, parking spaces, paving, wall-mounted boards and interactive 
equipment, etc.) 

• Physical Education/Playground equipment and supplies (e.g., bats, gloves, mats, gyms, nets, 
etc.) 

• Dues to organizations, federations or societies for personal benefit 

• Clothing or uniforms 
 
The above-mentioned items, as well as any other similar items not listed, are unauthorized 
purchases with the Title I grant funds. Exceptions may be made for items indicated by an asterisk 
(*); however, there must be prior written approval from the Department of Title I Administration, 
otherwise the school will be responsible to utilize an alternate funding source for the 
purchase. Should you have any questions, please contact Ms. Ana M. Rodriguez, ERP 
Management Officer, Title I Finance and Budget Management, at 305 995-1705 or 
AMRodriguez@dadeschools.net.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:AMRodriguez@dadeschools.net
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Financial Transactions under SAP 
 

Budget Transfers 
 

All grant-funded programs must use the M-DCPS Grants Budget Document form (Appendix O) to 
request Budget Transfers. The M-DCPS Grants Budget Document form can be found under the 
SAP FINANCE tab, Transactions, Grants Budget Document.  Schools implementing the 2022-
2023 Title I Schoolwide Program must complete the aforementioned form and submit the original 
EXCEL completed form via email to the Region Administrative Director for Financial Human Capital 
for review and approval. 
 

Title I will only accept the M-DCPS Grants Budget Document forms from Region Offices, after their 
review and approval. Forms are to be sent via email to: T1Transfers@dadeschools.net. The 
email transmitting the form should read as follows: “The attached M-DCPS Grants Budget 
Document form for location   (location)   has been reviewed and approved by the Region Center.”  
Please be advised that the e-mail address T1Transfers@dadeschools.net is for Region Office 
use only. 
 

Transfer of Expenditures (Journal Vouchers – JV) 
 

Transfers of Expenditures, including Title I requests, are to be entered directly into the SAP system 
under the FINANCE tab, G/L Account Documents, Create/Park Journal Voucher Document. 
Access to screens in SAP, such as FINANCE and REPORTS, must be authorized by the Quad A 
assigner for the school’s location.  
 
NOTE:  The following back-up documentation MUST be attached to the JV in SAP in order 

to be approved: 
 

For Salary JVs (i.e. Hourly Employee – 515000) 
 

1. Manual Time and Effort Certification Form completed and signed by the Principal 
(Appendix T, FM-6902). 

2. An academic or parental justification note. 
3. Budget/Grants Availability Report showing the expenditures under commitment item(s) 

listed in JV. 
 

For Non-Salary JVs (i.e. Hourly Employee – 551000) 
 

1. Shopping Cart(s)/Purchase Order(s)/Invoice(s) detailing the items purchased and amounts 
that match the JV amount (if attachments do not match the amount of the JV, please include 
justification as to why there is a discrepancy).  If items were paid via the school’s P-Card, 
please attach a copy of the P-Card Reconciliation Packet, which includes the M-DCPS 
Purchasing Card Program Purchase Authorization Form (Appendix R, FM-5707); 
Academic and/or parent and family engagement justification; Copy of the vendor invoice for 
each purchase; M-DCPS Purchasing Card Program Monthly Reconciliation Work Sheet 
(Appendix S, FM-5828); and Credit Card Bank Statement. 

2. An academic justification note explaining how the items purchased with Title I funds are 
supplemental in nature and will be used in the core-assessed subject areas such as 
Reading/Language Arts, Math, Science and Social Studies or if utilized for parent and family 
engagement purposes. 

mailto:T1Transfers@dadeschools.net
mailto:T1Transfers@dadeschools.net
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3. Budget/Grants Availability Report showing the expenditures under commitment item(s)
listed in JV.

Procedures and Deadlines for Pending Financial Transactions and Personnel Payroll 
Actions Under Title I Schoolwide Program 

▪ Shopping Carts entered in SAP and P-Card orders placed with vendors for technology items,
such as student laptops/desktops and parent/family engagement laptops/desktops under
commitment items 564300 and 564400) must be entered by Friday, October 28, 2022.

▪ Shopping Carts entered in SAP and P-Card orders placed with vendors for commitment items
531000 through 569200 (with the exception of 533000, 533100, 533200 and 539900), must
be entered by Friday, February 10, 2023. Note: New shopping carts for these commitment
items will not be honored after this deadline, including S&MD and credit card orders.

▪ Credit card purchases made on or before the deadline, should be reconciled the following
month and ensure the “Requested Date”, “Transaction Date” and “Approval Date” listed on the
signed FM-5707 Purchase Authorization Form states a date on or before Friday, February
10, 2023.

▪ All Professional and Technical Requisitions (commitment item 531000/539000) must be
submitted and approved by the Principal no later than Friday, May 12, 2023.

▪ All In-County and Out-of-County Travel requests (commitment item 533000/533100/539000)
must be submitted and approved by the Principal by no later than Friday, May 12, 2023.

▪ All Field Trip Shopping Carts, Funds Reservations and Special Field Trip Invoice forms
(commitment item 533200) for core academic related activities requiring student transportation
must be submitted and approved by the Principal by no later than  Friday, May 12, 2023.

▪ All Printing and Duplicating JV’s (commitment item 539900) must be created in SAP no later
than Friday, May 12, 2023. 

▪ All Open Purchase Orders (PO’s) are to be closed by completing the online receipt of goods
or services and invoices, bearing “Receipt of Goods” stamp, sent to the Accounts Payable
Department no later than Thursday, June 8, 2023.

▪ If the online receipt of goods is not completed by the aforementioned date, please contact M-
DCPS Procurement Management Services to close/cancel the open PO’s and inform the
vendor(s) about the cancellation(s) of said PO’s to avoid goods being shipped and/or services
provided, after PO’s have been cancelled and funding is no longer available.

▪ All hourly personnel paid with Title I funds may work through June 8, 2023. School may be
required to provide an alternate funding source for any expenditure beyond June 8, 2023.

▪ The final payroll period for personnel to be charged to the 2022-2023 Title I Schoolwide
Program will be from May 26, 2023 through June 8, 2023.  All payroll corrections for time
worked through Thursday, June 8, 2023, must be entered by June 8, 2023.

▪ All Budget Transfer requests must be submitted to the T1Transfers@dadeschools.net email
address by the Region’s Financial Human Capital Region Administrative Director by no later
than Friday, June 23, 2023; including School locations with negative balance(s) in the
structures such as hourly (515000), overtime (513100), temporary instructor (514900),

mailto:T1Transfers@dadeschools.net
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stipends (513600) and textbooks (552000) under Program 35450023, which must select and 
execute appropriate action(s) as listed below,  in order to avoid a possible 
audit finding:    
1. Submit a M-DCPS Grants Budget Document (Appendix O) to your school’s Region 

Administrative Director for Financial Human Capital, requesting the transfer of funds within 
Program 35450023 to cover the negative balance(s).

2. Initiate a retroactive RPA via SAP HR if the negative balance is in the hourly structure 
(515000) and use an effective date prior to the date the structure(s) went into the negative 
(red).  Verify that the retroactive RPA process is fully completed no later than Thursday, 
June 8, 2023.

3. Prepare a JV in SAP to transfer the negative balance(s) (expenditures) from the charged 
structure to another structure in a different funding source. Please include supporting 
documentation, such as PO, invoice, credit card reconciliation, Federal Time and Effort 
Certification (formerly known as Circular A-87) (Appendix T, FM-6902), and/or 
Budget/Grants Availability Report. 

▪ All Transfer of Expenditures (JV) requests are to be entered directly into the SAP system by
Friday, June 23, 2023, along with the required back-up documentation as follows in order to
be approved:

For Salary JVs (i.e. Hourly Employee – 515000)

1. Manual Time and Effort Certification Form completed and signed by the Principal
(Appendix T, FM-6902).

2. An academic or parental justification note.
3. Budget/Grants Availability Report showing the expenditures under commitment item(s)

listed in JV.

For Non-Salary JVs (i.e. Supplies – 551000) 

1. Shopping Cart(s)/Purchase Order(s)/Invoice(s) detailing the items purchased and
amounts that match the JV amount (if attachments do not match the amount of the JV,
please include justification as to why there is a discrepancy).  If items were paid via the
school’s P-Card, please attach a copy of the P-Card Reconciliation Packet, which
includes the JV number used for the month’s P-Card Reconciliation and all other backup
documentation.

2. An academic justification note explaining how the items purchased with Title I funds are
supplemental in nature and will be used in the core-assessed subject areas like
Reading/Language Arts, Math, Science and Social Studies or if utilized for parent and
family engagement purposes.

3. Budget/Grants Availability Report showing the expenditures under commitment item(s)
listed in JV.

▪ It is the school’s responsibility to ensure that all required support documentation is included
with every transaction made with Title I funding (Shopping Carts, Funds Reservations, P-Card
Reconciliations and Transfers of Expenditures/JVs).

▪ It is the school’s responsibility to review and adhere to the requisition procedures included in
the 2022-2023 Title I Administration Handbook, available electronically at
http://ehandbooks.dadeschools.net/policies/135.pdf, in order to avoid the possibility of an audit
finding. 

http://ehandbooks.dadeschools.net/policies/135.pdf
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Title I Eligibility Determination Guidelines 
 
Miami-Dade County Public Schools (M-DCPS) adheres to Federal, State, and Local mandates in 
determining which schools qualify to receive Title I supplemental funding.  This determination is 
made at each school, on an annual basis. The District uses the schools’ Free and Reduced Priced 
Lunch (FRPL) data from the Florida Department of Education (FDOE) Bureau of Federal 
Educational Programs, via Survey 3, in order to determine Title I funds eligibility.  The District 
established FRPL threshold is 71.5%, as per federal ESSA Section1113 (A)(i) and as depicted in 
the Florida Statute, Section 1011.69 of the Equity in School-Level Funding Act.  
 
Traditional Public Schools: Each school’s eligibility determination is based on the percentage of 
students receiving free and reduced priced meals through the National School Lunch Program 
(NSLP), as reflected on the FDOE Bureau of Federal Educational Programs Survey 3 (as 
aforementioned), from a date certain in February of the fiscal year preceding the subject fiscal 
year. The schools are ranked from highest to lowest based on the percentage of the school’s 
population that qualifies for free and reduced lunches. The Information Technology Services (ITS) 
Department generates the Data that is sent to the FDOE for the development of Survey 3.  The 
number of students receiving free and reduced lunches is derived from applications filled out by 
the student’s parents or guardians at any time during the school year or the direct certification 
status.  The information on these applications is entered in the computer at each school.  The 
student population at a given school on the date of the survey is determined from the student 
registration information.  
 
Charter Schools: M-DCPS’ Department of Title I Administration is committed to provide funds to 
the charter schools on the same basis as it provides funds to other eligible District public schools 
(34 CFR §76.786[c)).  For existing charter schools (as with traditional ones), the District uses the 
schools’ FRPL data from the FDOE Bureau of Federal Educational Programs, via Survey 3, in 
order to determine Title I funds eligibility. In determining the eligibility to receive Title I funds for a 
charter school participating in the NSLP that opens for the first time or significantly expands its 
enrollment, the District considers current enrollment data (FRPL data from the FDOE Bureau of 
Federal Educational Programs via Survey 2) of the newly opened or expanded charter school, as 
per Federal Register (64 Fed. Reg. 71,964) final regulations implementing Section 10306 of the 
Elementary and Secondary Education Act (ESEA). 
 

A charter school opening for the first time or significantly expanding its enrollment is eligible to 
receive Federal-to-State formula funds only if it complies with the following four (4) major 
responsibilities outlined in the final regulations:  
 

1. Notify the Department of Title I Administration in writing, at least 120 days in advance of the 
date the charter school is scheduled to open or expand.  
 

2. Establish its eligibility to receive funds under the Title I program and comply with all program 
requirements. 

 

3. Provide to the Department of Title I Administration student enrollment, FRPL data, and any 
additional information available to estimate the amount of funds the charter school will be 
eligible to receive when it actually opens or expands. 
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4. Provide actual enrollment and eligibility data to the District, once the charter school actually 
opens or expands (34 CFR §76.786(b) and 76.788). 

 
All new or significantly expanding charter schools shall provide a written assurance of eligibility 
notification, with enrollment data and completed FRPL documentation, to: 

 
Miami-Dade County Public Schools 
Department of Title I Administration 

Attention: Ms. Ana M. Rodriguez, ERP Management Officer 

1450 N.E. 2nd Avenue, Suite 500 
Miami, Florida 33132 

  
*National School Lunch Program – In order for schools to be part of the NSLP, schools must apply 
through the Florida Department of Agriculture and Consumer Services, Division of Food, Nutrition 
and Wellness and complete the requirements prior to the operation of these programs.  
 

**Significant expansion of enrollment - Substantial increase in the number of students attending a 
charter school due to a significant event that is unlikely to occur on a regular basis, such as the 
addition of one (1) or more grades or educational programs in major curriculum areas. 
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Charter Schools Budget and Purchasing Guidelines 
 

• Upon Miami-Dade County Public Schools Title I Program designation, a memorandum of 
record will be mailed directly to the Governing Board Chairperson, for the upcoming school 
year’s Title I Program budget creation. 

 

• Schools are to complete the Charter Schools Title I Budget Appropriations Details Form 
(Appendix A, FM-6634) for the upcoming school year, using the Title I schoolwide 
allocation.  When planning budgets, the following guidelines will assist in ensuring 
compliance with Title I federal regulations: 

 
o Title I funds are to be used to upgrade the entire educational program of the school 

by supplementing and not supplanting. 
o Title I funds are to be used to directly improve student achievement in Language 

Arts/Reading, Math, Science or Social Studies. 
o Examples of allowable Title I expenditures are personnel, instructional supplies, 

equipment, educational field trips that support and enrich the curriculum, and staff 
development for teachers and paraprofessionals. 

o The initial Charter School Contract, and successive School Improvement Process 
(SIP), must support the budget creation. 

o Schools must spend the minimum School-based Parent and Family Engagement 
Title I Allocation on parent and family engagement programs, activities, and 
procedures. 

o Schools must adhere to the following procedures when conducting purchases with 
Title I funds: 

 

• reconcile items received against the invoice; 

• maintain a copy of the invoice for work location files; and 

• label Title I property. 
 

• All documentation (inclusive of, but not limited to, agendas, schedules, minutes, time 
sheets, receipts, invoices, purchase orders, rosters, etc.) must be maintained at the Charter 
School, for a minimum of five (5) school years, as evidence sources to validate the use of 
Title I Schoolwide allocations.  

 

• Additionally, Charter Schools are required to maintain a copy of the board approved minutes 
documenting review and approval of initial and/or any revised Title I Budget Appropriation 
Details Form for the current fiscal year. 

 

• Schools are to complete the 2022-2023 Miami-Dade County Public Schools Title I 
Administration Assurance of Accountability and Compliance with Title I Schoolwide Program 
Guidelines form (Appendix U, FM-7346-CH), and submit by said date to the Department of 
Title I Administration District office, validating authorized Title I budgetary expenditures. 
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Department of Title I Administration Purchasing Guidelines 

 
Request  
Equipment, Materials and Supplies 
Complete Purchase Requisition Worksheet (Appendix V). 
The worksheet must be signed by the Program Administrator. 

 
Routing 
Route completed Purchase Requisition Worksheet to Ms. Ana M. Rodriguez, ERP Management 
Officer, Finance and Budget Management, and subsequently to Ms. Bernadette Montgomery, 
Administrative Director, Student and Parent & Family Engagement Support Programs, for review 
and approval. 
 
Purchases are then completed through the Department of Title I Administration. 

 
Department of Title I Administration Purchase Requisition Worksheet Checklist 
 
All requested information on the Purchase Requisition Worksheet (Appendix V) must be properly 
completed prior to its submission to the ERP Management Officer, Finance and Budget 
Management, and subsequently to the Administrative Director, Student and Parent & Family 
Engagement Support Programs.  The checklist below identifies areas that require special attention. 
 

___ Item description wording includes item number from vendor/catalog. 
 

___ Correct vendor information and vendor number. 
 

___ Correct Buyer code (letter). 
 

___ Total: 
 

• Each line item’s unit price times quantity equals extended amount;  

• Extended amount column equals extended total; 

• If there is a discount (i.e. 5%, 10%, etc.), discounted total is deducted from extended total 

• Postage and Handling are deducted from extended total (if applicable); 

• Total is minus all deductions necessary; and 

• Calculator tape is attached reflecting all transactions; 
 

___ Comments include: vendor information, order information, special requests, and complete 
ship to address details (if needed). 

 

___ Clean copy of proposal from vendor is attached if requisition exceeds $29,999. 
 

___ Worksheet checked and initialed by Unit Supervisor (Direct Report). 
 

___ Route to Ms. Ana M. Rodriguez, ERP Management Officer, Finance and Budget 
Management (Ms. Rodriguez will initial and forward to Ms. Montgomery for processing). 

 
Note: Each purchase requisition (order) must not exceed 40 line items. A second purchase 
requisition (order) must be completed if the first exceeds 40 line items. 
 
 
 

  



 
 
 
 
 
 
 
 
 
 
 
 
 

SECTION C – PROPERTY AND CONTRACTS 



 

50 
 

 
 
SECTION C – PROPERTY AND CONTRACTS 
 

The disposition of property is rigidly controlled by State Statute and School Board Policy. School 
Board property should not be disposed of, and accountable officers are not relieved of custody 
without Board approval. Florida Statute Chapter 274.05 and 274.06 gives the Board discretion to 
dispose of property “that is obsolete or the continued use of which is uneconomical or inefficient, 
or which serves no useful function”.  School Board Policy 7310-Disposition of Surplus Property 
authorizes the Superintendent to dispose of obsolete property in accordance with prescribed 
procedures and subject to final reporting to the Board.   Additionally, Equipment acquired under a 
Federal award must be disposed of according to Uniform Guidance: 2 CFR §200.312 - .313.  
 
Disposition of equipment, off-campus use, transferring and vandalism of property purchased with 
Title I funds, must be made in accordance with the following instructions: 
 
Schools and Regions Property Control Guidelines 

 

Procedures for Disposal of Title I Property 
 

• Work location supervising administrator submits a memorandum to Ms. Bernadette 
Montgomery, Administrative Director, Student and Parent & Family Engagement Support 
Programs: 
 

o Requesting permission to dispose of property; 
o Including the name and the title of technician/staff member validating need for 

disposal; and 
o Attaching Property Disposal Form (Appendix M, FM-6587). 

 

• Upon review completion of the documentation submitted, Ms. Bernadette Montgomery, 
Administrative Director, Student and Parent & Family Engagement Support Programs, will 
issue a memorandum to work location supervising administrator, granting permission to 
dispose of property. 

 

• Work location supervising administrator completes and signs the Outgoing Controlled 
Equipment form (Appendix L, FM-1670), and takes the green, pink, and yellow copies, 
along with the property, to the Stores and Mail Distribution (S&MD) Satellite Warehouse 
(Richards Warehouse); or 
 

• Work location supervising administrator mails green, pink and yellow (first three copies) to: 
 

Mr. Robert Gonzalez, Foreman 
Stores and Mail Distribution Satellite Warehouse 
(Richard’s Warehouse) 
12525 NW 28 Avenue 
Miami, FL  33167 
305 995-7885 
 

• Stores and Mail Distribution will make the arrangements for pick-up of property from 
traditional schools only. Charter schools are responsible for delivering the disposed 
property, directly to Stores and Mail Distribution Satellite Warehouse (Richards 
Warehouse).  

 

http://www.flsenate.gov/Laws/Statutes/2015/274.05
http://www.flsenate.gov/Laws/Statutes/2015/274.06
http://www.neola.com/miamidade-fl/search/policies/po7310.htm
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=9&SID=d67630f15160c94be939ec4e05bc8e3a&h=L&mc=true&n=sp2.1.200.d&r=SUBPART&ty=HTML#se2.1.200_1313
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• Work location supervising administrator keeps blue copy of the Outgoing Controlled 
Equipment form (Appendix L, FM-1670). 
 

• Work location supervising administrator will be given the yellow copy of the Outgoing 
Controlled Equipment form upon delivery to S&MD or upon pick-up of property by S&MD. 
 

• Work location supervising administrator sends a copy of the yellow form to Ms. Bernadette 
Montgomery, Administrative Director, Student and Parent & Family Engagement Support 
Programs, via the following: 

 
o Email: BMontgomery@dadeschools.net; or 

o Fax: 305 523-0669; or 

o Mail: Miami-Dade County Public Schools 
Department of Title I Administration 
1450 NE 2nd Avenue, Suite 500 
Miami, Florida 33132 

 
Off–Campus Use of Title I Property 
  

The work location supervising administrator maintains an Approval of Off-Campus Use of 
School Board Property form at work location when property is assigned off-campus, and 
when property is returned to campus (Appendix W, FM-2380). 

 
Transferring Title I Property 
  

 The work location supervising administrator should contact Ms. Bernadette Montgomery at 
305 995-1253. 

 
Vandalism of Title I Property 
 

• The work location supervising administrator must contact immediately Miami-Dade Schools 
Police Department by telephone at 305 757-2677; 
 

• The work location supervising administrator completes Plant Security Report form 
(Appendix N, FM-0366); and 
 

• The work location supervising administrator must submit a completed Plant Security Report 
form (Appendix N, FM-0366) within 24 hours of the telephone report to Miami-Dade 
Schools Police Department. 
 
 

 
 
 
 
 
 
 
 

mailto:BMontgomery@dadeschools.net
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Department of Title I Administration Property Control Guidelines 
 

The Department of Title I Administration abide by the Property Control Guidelines established by 
the School Board of Miami-Dade County Bylaws & Policies, as it pertains to the following: 
 

• Purchase of New Equipment; 

• Equipment Repair Request; 

• Disposal of Title I Property; 

• Off-Campus Use of Title I Property; 

• Transferring Title I Property; and 

• Vandalism of Title I Property 
  
Disposal of Title I Property 
 

• Program Administrator must submit a memorandum to Ms. Bernadette Montgomery, 
Administrative Director, Student and Parent & Family Engagement Support Programs: 

 

o Requesting permission to dispose of property; 
o Including the name and the title of technician/staff member validating need for 

disposal; and 
o Attaching Property Disposal Form (Appendix M, FM-6587). 

 

• Upon review completion of the documentation submitted, Ms. Bernadette Montgomery, 
Administrative Director, Student and Parent & Family Engagement Support Programs, will 
issue a memorandum to the Program Administrator, granting permission to dispose of 
property. 

  

• Program Administrator completes the Outgoing Controlled Equipment form (Appendix L, 
FM-1670) and schedules disposal pick up by contacting: 

 

Mr. Robert Gonzalez, Sr Foreperson 
Stores and Mail Distribution Satellite Warehouse 

(Richards Warehouse) 
12525 NW 28 Avenue 

Miami, FL  33167 
305 995-7885 

 

• Program Administrator takes the signed Outgoing Controlled Equipment form [FM-1670], 
and the property to Mr. Robert Gonzalez.  He will sign and return two (2) copies of the 
Outgoing Controlled Equipment form [FM-1670]. 
 

• Program Administrator sends a copy to Ms. Bernadette Montgomery, Administrative 
Director, Student and Parent & Family Engagement Support Programs, via the following: 
 

o Email: BMontgomery@dadeschools.net; or 

o Fax: 305 523-0669; or 

o Mail: Miami-Dade County Public Schools 
Department of Title I Administration 
1450 NE 2nd Avenue, Suite 500 
Miami, Florida 33132 

mailto:BMontgomery@dadeschools.net


 

53 
 

 

• Program Administrator keeps copy for files. 
 
Off-Campus Use of Title I Property 
 

• Program Administrator maintains an Approval of Off-Campus Use of School Board Property 
form (Appendix W, FM-2380). 
 

• Program Administrator sends a copy of Approval of Off-Campus Use of School Board 
Property form [FM-2380] to Mr. Ms. Bernadette Montgomery, Administrative Director, 
Student and Parent & Family Engagement Support Programs, when property is assigned 
off-campus and when property is returned to campus.  
 

Vandalism of Title I Property  
 

• Program Administrator must contact Miami-Dade Schools Police Department and obtain a 
police report. 
 

• Program Administrator completes Plant Security Report form (Appendix N, FM-0366) - 
leave location number blank). 
 

• Program Administrator delivers original Plant Security Report form [FM-0366) and original 
Miami-Dade Schools Police Department report, immediately to Ms. Bernadette 
Montgomery, Administrative Director, Student and Parent & Family Engagement Support 
Programs. 
 

• Program Administrator must maintain copies. 
 
 
All concerns, with reference to the above areas, are to be directed to Ms. Bernadette Montgomery, 
Administrative Director, Student and Parent & Family Engagement Support Programs. 
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Department of Title I Administration Contract Routing 
 

ORIGINATOR 
 

*Once approved by All stakeholders, the Originator: 
 

Completes all forms for two (2) original contracts, with signature as follows: 
Vendor/Contractor; Principal; and Region Superintendent/Division Head. 

    
Submits documents (two [2] original contracts) to Ms. Donna Hawthorne, Department 
Administrative Assistant, Department of Title I Administration, School Board Administration 
Building, Suite 500. 

 
 
DEPARTMENT OF TITLE I ADMINISTRATION ADMINISTRATIVE ASSISTANT      
  

(Minimum of 2 weeks needed for processing) 
Logs/reviews & monitors movement of documents until return to originator; 

 
 Routes folder to Ms. Bernadette Montgomery (signature, corrections);        

Routes folder to Mr. Edgardo L. Reyes (signature, corrections); 
    
 Routes folder to Attorney (signature, corrections); 
             

Routes folder to Ms. Lourdes Diaz (signature) forwards to Superintendent  
(signature); and 

 
 Returns fully executed contracts to originator. 
      
 
ORIGINATOR – Follows District guidelines through completion 

  
Note: Please allow six (6) weeks (minimally) to assist with ensuring total contract completion, prior 
to services being rendered.  
 
*Appropriate copies of all documents must be maintained by the originator.  
 
Please see Instructions for Preparing the Transmittal for Agreement Form for Contracted Services 
(Appendix X), Transmittal for Agreement Form for Contracted Services (Appendix Y, FM-2452), 
Instructions for Preparing the Agreement Form for Contracted Services (Appendix Z), and 
Agreement Form for Contracted Services (Appendix AA, FM-2453). 

 
 
 
 

                                                                                          
 
 
 

 

  

 



SECTION D - PREKINDERGARTEN  AND  
EDUCATIONAL SUPPORT 
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SECTION D - PREKINDERGARTEN AND EDUCATIONAL SUPPORT 
 
Voluntary Prekindergarten (VPK) Program in Title I Schools 
 
Program Description 
The Title I Prekindergarten Program is designed as an enrichment strategy for children who attend 
schools that are implementing the State-funded Voluntary Prekindergarten (VPK) Program in Title 
I Schools.  Class size of the four-year-old program is limited to 19 eligible general education 
students, and one (1) eligible Special Education (SPED) student, totaling 20 students per 
classroom.  Students with disabilities will be assigned by a Prekindergarten Staffing Specialist 
from the Prekindergarten Program for Children with Disabilities.  
 

Schools that have more eligible applicants than available slots must make their selection utilizing 
a lottery system. A waiting list of other eligible students must be established. When withdrawals 
occur, this list should be used to maintain an enrollment of 20 students. If no waiting list has been 
established or exhausted, schools may recruit from neighboring Title I schools.  Every effort 
should be made to ensure that children who are in foster homes, or those who are designated 
homeless, are placed in classrooms as soon as possible to minimize disruption of their education. 
  
The purpose of the program is to provide young children with a variety of meaningful learning 
experiences, in environments that give them opportunities to build upon their own knowledge, 
through interactions shared with peers and adults.  This curriculum framework focuses on active 
learning, early literacy, adult-child interactions, the daily routine, the learning environment, and 
assessment. 
  
The Florida Early Learning and Developmental Standards (FELDS) establish a set of performance 
standards to drive the instructional program in the classroom. The Standards are grouped around 
eight domains: 1. Physical Development, 2. Approaches to Learning, 3. Social and Emotional 
Development 4. Language and Literacy, 5. Mathematical Thinking, 6. Scientific Inquiry, 7. Social 
Studies, 8. Creative Expression Through the Arts. 
 
The instructional team in Title I VPK Programs must include one (1) certified early childhood or 
prekindergarten/primary teacher, and one (1) highly qualified (HQ) paraprofessional. The 
adult/student ratio of 1:10 must be maintained to ensure VPK compliance. Teachers are required 
to participate in training in the delivery of “Big Day for Pre-K”, the District’s Title I Pre-K curriculum, 
as well as training on the Florida VPK Assessment which is a State mandate. Lastly, it is the 
expectation that teachers will attend training for Florida Early Learning and Developmental 
Standards for Four-Year-Olds.  
 
Requirements for Student Participation in the Enrichment Prekindergarten Program in Title I 
Schools 

• Students enrolled in the State-funded VPK Program (3 instructional hours in the morning) 
in Title I schools, will be eligible to participate in the Title I funded Enrichment 
Prekindergarten Program (2.5 hours after lunch) at no cost to the parent(s); 

• Students must have attained the age of four, on or before September 1. Four-year-old 
children with birthdays from February 2nd – through September 1st will be eligible to enroll 
in the VPK program for 2022-2023 or postpone enrollment for 2022-2023; and 

• Students must reside within a Title I school attendance boundary. 
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Locations 
Selected schools 
  
Budgetary Implications 
The Voluntary Prekindergarten Program (VPK) is funded through the District Title I Early 
Childhood budget for eligible Title I prekindergarten students. 
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Chess2Think Initiative 
 
Description 
Chess2Think is a supplemental, extra-curricular enrichment initiative aimed at increasing the 
number of students exposed to chess by providing virtual and in-person access to the game at all 
schools, while increasing student participation in the Challenging Higher Education for Students 
in our Schools (CHESS) Program’s tournaments and competitions. 
 
This initiative strives to help improve academic performance and develop analytical and critical 
thinking skills necessary for students to be successful in school. Chess2Think will also support 
the development of essential skills to better prepare students for post-secondary education and 
career development. All District schools are eligible and encouraged to participate in the 
Chess2Think Initiative. The program is a combination of in-person direct instructional support at 
the school site in addition to a host of online content to supplement learning. 
 
Along with other tools, the program provides: 

• Weekly in-person instruction; 

• Supplemental materials for the classroom; 

• In-person Region tournaments and a District Championship;  

• Online tournaments and a year-long Grand Prix competition;  

• Online curriculum content and tools for students;  

• Online training for teachers and students;  

• Grandmaster lectures;  

• Chess video series/webinars;  

• Online technical support; and  

• Support and training for participation in online competitions   
 
The initiative will host in-person region tournaments, online Grand Prix competitions, and a District 
Championship to recognize the efforts and achievements of the school year. Please refer 
to Briefing 33631 - 2022-2023 Chess2Think Initiative for additional details (click here). 

  
For more information about the Chess2Think Initiative, please visit the Title I Website (click here) 
or contact us via telephone, at 305 273-2830.  
 
Location 
Chess2Think Initiative 
5555 S.W. 93rd Avenue, Portable #5 
Miami, FL  33165 
305 273-2830 
 
Implemented at selected Title I schools. 
 
Budgetary Implications 
Funded through schoolsite budgets as determined by the school administration 
Part-time hourly pay for facilitators 
Chess Tournaments – student transportation and admission/registration fees 

http://api.dadeschools.net/WMSFiles/125/CHESS/2022-2023/Briefing%20ID%2033631%20-%202022-2023%20Chess2Think%20Initiative.pdf
https://title1.dadeschools.net/#!/fullWidth/2271
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    Summer Services 
 
 
 

The School Board of Miami-Dade County 

Bylaws & Policies 

Unless a specific policy has been amended and the date the policy was revised is 

noted at the bottom of that policy, the Bylaws and Policies of the Miami-Dade County 

Public Schools were adopted on May 11, 2011 and were in effect beginning July 1, 

2011.  

 

2440 - SUMMER SCHOOL 

The School Board may conduct a summer program of academic instruction for students in grades 

K-12 and Special Education (SPED) students needing extended school year services as identified 

in their Individual Education Plan (I.E.P.). The Board may also choose to implement summer 

enhancement programs, contingent upon available funding. The Board shall provide 

transportation for full-time SPED students and other students as appropriate. 

The Superintendent shall develop and implement administrative procedures for the operation of 

the summer program which shall be consistent with Board policies and not conflict with the 

administration of the regular school sessions.  

Effective 7/1/11 

 

Legal     F.S. 1001.43 

 

 
 
 
For additional information, please visit http://summerschool.dadeschools.net  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://summerschool.dadeschools.net/
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SECTION E – PARENT AND FAMILY ENGAGEMENT 
 
Scope and Sequence 
 
The Every Student Succeeds Act (ESSA) has strengthened and/or expanded requirements for 
involving the parents and family members of students enrolled in schools participating in the Title 
I School-wide Program. These requirements include: 
 

• Involving parents in the planning and implementation of the Title I Program at the 
schoolsite;     

 

• Utilizing the minimum School-based Parent and Family Engagement Title I Allocation to 
support ESSA, Section 1116. Parent and Family Engagement;   

           

• Conducting a Title I Annual Parent Meeting at each school implementing the Title I 
Program to inform parents of the school’s participation in the program;  
 

• Ensuring the appropriate distribution of the Title I Program Parent Notification Letter, in 
multiple languages, (Appendix CC) and parental newsletters to all parents/guardians; 

 

• Meeting the requirements of the Parents Right-To-Know;   
 

• Providing the Department of Title I Administration, Miami-Dade County Public Schools         
Consultation and Complaint Procedures (refer to pages 14-16);  

 

• Having the current M-DCPS Title I District-level Parent and Family Engagement Plan 
(PFEP) in multiple languages, accessible to parents (Appendix HH); 

 

• Developing, reviewing, and distributing the Title I School-level PFEP in multiple 
languages; and  

 

• Developing, reviewing, and distributing the Title I SchoolParent Compact in multiple 
languages to all parents in the Title I Program at the schoolsite.   
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Every Student Succeeds Act (ESSA) 
SEC. 1116. [20 U.S.C. 6318] PARENT AND FAMILY ENGAGEMENT 
 
(a) LOCAL EDUCATIONAL AGENCY POLICY 
 
(1) IN GENERAL. A local educational agency may receive funds under this part only if such 
agency conducts outreach to all parents and family members and implements programs, 
activities, and procedures for the involvement of parents and family members in programs 
assisted under this part consistent with this section. Such programs, activities, and procedures 
shall be planned and implemented with meaningful consultation with parents of participating 
children. 

 
(2) WRITTEN POLICY. Each local educational agency that receives funds under this part shall 
develop jointly with, agree on with, and distribute to, parents and family members of participating 
children a written parent and family engagement policy/plan. The policy/plan shall be incorporated 
into the local educational agency’s plan developed under section 1112, establish the agency’s 
expectations and objectives for meaningful parent and family involvement, and describe how the 
agency will: 
 
(A) involve parents and family members in jointly developing the local educational agency plan 
under section 1112, and the development of support and improvement plans under paragraphs 
(1) and (2) of section 1111(d);  
 
(B) provide the coordination, technical assistance, and other support necessary to assist and build 
the capacity of all participating schools within the local educational agency in planning and 
implementing effective parent and family involvement activities to improve student academic 
achievement and school performance, which may include meaningful consultation with 
employers, business leaders, and philanthropic organizations, or individuals with expertise in 
effectively engaging parents and family members in education; 
 
(C) coordinate and integrate parent and family engagement strategies under this part with parent 
and family engagement strategies, to the extent feasible and appropriate, with other relevant 
Federal, State, and local laws and programs;  
 
(D) conduct, with the meaningful involvement of parents and family members, an annual 
evaluation of the content and effectiveness of the parent and family engagement policy in 
improving the academic quality of all schools served under this part, including identifying— 
(i) barriers to greater participation by parents in activities authorized by this section (with attention 
to parents who are economically disadvantaged, are disabled, have limited English proficiency, 
have limited literacy, or are of any racial or ethnic minority background); 
(ii) the needs of parents and family members to assist with the learning of their children, including 
engaging with school personnel and teachers; and 
(iii) strategies to support successful school and family interactions; 
 
(E) use the findings of such evaluation in subparagraph (D) to design evidence-based strategies 
for more effective parental involvement, and to revise, if necessary, the parent and family 
engagement policies described in this section; and 
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(F) involve parents in the activities of the schools served under this part, which may include 
establishing a parent advisory board comprised of a sufficient number and representative group 
of parents or family members served by the local educational agency to adequately represent the 
needs of the population served by such agency for the purposes of developing, revising, and 
reviewing the parent and family engagement policy. 
 
(3) RESERVATION 
(A) IN GENERAL - Each local educational agency shall reserve at least one (1) percent of its 
allocation under subpart 2 to assist schools to carry out the activities described in this section, 
except that this subparagraph shall not apply if one (1) percent of such agency’s allocation under 
subpart 2 for the fiscal year for which the determination is made is $5,000 or less. Nothing in this 
subparagraph shall be construed to limit local educational agencies from reserving more than one 
(1) percent of its allocation under subpart 2 to assist schools to carry out activities described in 
this section. 
 
(B) PARENT AND FAMILY MEMBER INPUT. Parents and family members of children receiving 
services under this part shall be involved in the decisions regarding how funds reserved under 
subparagraph (A) are allotted for parental involvement activities. 
 
(C) DISTRIBUTION OF FUNDS. Not less than 90 percent of the funds reserved under 
subparagraph (A) shall be distributed to schools served under this part, with priority given to high-
need schools.  
 
(D) USE OF FUNDS. Funds reserved under subparagraph (A) by a local educational agency shall 
be used to carry out activities and strategies consistent with the local educational agency’s parent 
and family engagement policy, including not less than one (1) of the following: 
(i) Supporting schools and nonprofit organizations in providing professional development for local 
educational agency and school personnel regarding parent and family engagement strategies, 
which may be provided jointly to teachers, principals, other school leaders, specialized 
instructional support personnel, paraprofessionals, early childhood educators, and parents and 
family members; 
(ii) Supporting programs that reach parents and family members at home, in the community, and 
at school; 
(iii) Disseminating information on best practices focused on parent and family engagement, 
especially best practices for increasing the engagement of economically disadvantaged parents 
and family members; 
(iv) Collaborating, or providing subgrants to schools to enable such schools to collaborate, with 
community-based or other organizations or employers with a record of success in improving and 
increasing parent and family engagement; and 
(v) Engaging in any other activities and strategies that the local educational agency determines 
are appropriate and consistent with such agency’s parent and family engagement policy. 
 
(b) SCHOOL PARENT AND FAMILY ENGAGEMENT POLICY/PLAN 
 
(1) IN GENERAL. Each school served under this part shall jointly develop with, and distribute to, 
parents and family members of participating children a written parent and family engagement 
policy/plan, agreed on by such parents, that shall describe the means for carrying out the 
requirements of subsections (c) through (f). Parents shall be notified of the policy in an 
understandable and uniform format and, to the extent practicable, provided in a language the 
parents can understand. 
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Such policy shall be made available to the local community and updated periodically to meet the 
changing needs of parents and the school. 
(2) SPECIAL RULE. If the school has a parent and family engagement policy that applies to all 
parents and family members, such school may amend that policy, if necessary, to meet the 
requirements of this subsection. 
 
(3) AMENDMENT. If the local educational agency involved has a school district-level parent and 
family engagement policy that applies to all parents and family members in all schools 
served by the local educational agency, such agency may amend that policy, if necessary, to meet 
the requirements of this subsection. 
 
(4) PARENTAL COMMENTS. If the plan under section 1112 is not satisfactory to the parents of 
participating children, the local educational agency shall submit any parent comments with such 
plan when such local educational agency submits the plan to the State. 
 
(c) POLICY INVOLVEMENT 
 
Each school served under this part shall: 
 
(1) convene an annual meeting, at a convenient time, to which all parents of participating children 
shall be invited and encouraged to attend, to inform parents of their school’s participation under 
this part and to explain the requirements of this part, and the right of the parents to be involved;  
 
(2) offer a flexible number of meetings, such as meetings in the morning or evening, and may 
provide, with funds provided under this part, transportation, child care, or home visits, as such 
services relate to parental involvement; 
 
(3) involve parents, in an organized, ongoing, and timely way, in the planning, review, and 
improvement of programs under this part, including the planning, review, and improvement of the 
school parent and family engagement policy and the joint development of the schoolwide program 
plan under section 1114(b), except that if a school has in place a process for involving parents in 
the joint planning and design of the school’s programs, the school may use that process, if such 
process includes an adequate representation of parents of participating children; 
 
(4) provide parents of participating children: 
 
(A) timely information about programs under this part;  
 
(B) a description and explanation of the curriculum in use at the school, the forms of academic 
assessment used to measure student progress, and the achievement levels of the challenging 
State academic standards; and 
 
(C) if requested by parents, opportunities for regular meetings to formulate suggestions and to 
participate, as appropriate, in decisions relating to the education of their children, and respond to 
any such suggestions as soon as practicably possible; and 
(5) if the schoolwide program plan under section 1114(b) is not satisfactory to the parents of 
participating children, submit any parent comments on the plan when the school makes the plan 
available to the local educational agency. 
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(d) SHARED RESPONSIBILITIES FOR HIGH STUDENT ACADEMIC ACHIEVEMENT  
 
As a component of the school-level parent and family engagement policy developed under 
subsection (b), each school served under this part shall jointly develop with parents for all children 
served under this part a school-parent compact that outlines how parents, the entire school staff, 
and students will share the responsibility for improved student academic achievement and the 
means by which the school and parents will build and develop a partnership to help children 
achieve the State’s high standards. Such compact shall: 
 
(1) describe the school’s responsibility to provide high-quality curriculum and instruction in a 
supportive and effective learning environment that enables the children served under this part to 
meet the challenging State academic standards, and the ways in which each parent will be 
responsible for supporting their children’s learning; volunteering in their child’s classroom; and 
participating, as appropriate, in decisions relating to the education of their children and positive 
use of extracurricular time; and 
 
(2) address the importance of communication between teachers and parents on an ongoing basis 
through, at a minimum: 
 
(A) parent-teacher conferences in elementary schools and K-8 Centers (grades K-5), at least 
annually, during which the compact shall be discussed as the compact relates to the individual 
child’s achievement; 
 
(B) frequent reports to parents on their children’s progress;  
 
(C) reasonable access to staff, opportunities to volunteer and participate in their child’s class, and 
observation of classroom activities; and 
 
(D) ensuring regular two-way, meaningful communication between family members and school 
staff, and, to the extent practicable, in a language that family members can understand. 
 
(e) BUILDING CAPACITY FOR INVOLVEMENT 
 
To ensure effective involvement of parents and to support a partnership among the school 
involved, parents, and the community to improve student academic achievement, each school 
and local educational agency assisted under this part: 
 
(1) shall provide assistance to parents of children served by the school or local educational 
agency, as appropriate, in understanding such topics as the challenging State academic 
standards, State and local academic assessments, the requirements of this part, and how to 
monitor a child’s progress and work with educators to improve the achievement of their children; 
 
(2) shall provide materials and training to help parents to work with their children to improve their 
children’s achievement, such as literacy training and using technology (including education about 
the harms of copyright piracy), as appropriate, to foster parental involvement; 
 
(3) shall educate teachers, specialized instructional support personnel, principals, and other 
school leaders, and other staff, with the assistance of parents, in the value and utility of 
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contributions of parents, and in how to reach out to, communicate with, and work with parents as 
equal partners, implement and coordinate parent programs, and build ties between parents and 
the school;  
(4) shall, to the extent feasible and appropriate, coordinate and integrate parent involvement 
programs and activities with other Federal, State, and local programs, including public preschool 
programs, and conduct other activities, such as parent resource centers, that encourage and 
support parents in more fully participating in the education of their children; 
 
(5) shall ensure that information related to school and parent programs, meetings, and other 
activities is sent to the parents of participating children in a format and, to the extent practicable, 
in a language the parents can understand; 
 
(6) may involve parents in the development of training for teachers, principals, and other 
educators to improve the effectiveness of such training; 
 
(7) may provide necessary literacy training from funds received under this part if the local 
educational agency has exhausted all other reasonably available sources of funding for such 
training; 
 
(8) may pay reasonable and necessary expenses associated with local parental involvement 
activities, including transportation and child care costs, to enable parents to participate in school-
related meetings and training sessions;  
 
(9) may train parents to enhance the involvement of other parents;  
 
(10) may arrange school meetings at a variety of times, or conduct in-home conferences between 
teachers or other educators, who work directly with participating children, with parents who are 
unable to attend such conferences at school, in order to maximize parental involvement and 
participation; 
 
(11) may adopt and implement model approaches to improving parental involvement;  
 
(12) may establish a districtwide parent advisory council to provide advice on all matters related 
to parental involvement in programs supported under this section; 
 
(13) may develop appropriate roles for community-based organizations and businesses in parent 
involvement activities; and  
 
(14) shall provide such other reasonable support for parental involvement activities under this 
section as parents may request. 
 
(f) ACCESSIBILITY 
 
In carrying out the parent and family engagement requirements of this part, local educational 
agencies and schools, to the extent practicable, shall provide opportunities for the informed 
participation of parents and family members (including parents and family members who have 
limited English proficiency, parents and family members with disabilities, and parents and family 
members of migratory children), including providing information and school reports required under 
section 1111 in a format and, to the extent practicable, in a language such parents understand. 
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(g) FAMILY ENGAGEMENT IN EDUCATION PROGRAMS 
 
In a State operating a program under part E of title IV, each local educational agency or school 
that receives assistance under this part shall inform parents and organizations of the existence of 
the program.  
 
(h) REVIEW 
 
The State educational agency shall review the local educational agency’s parent and family 
engagement policies/plans and practices to determine if the policies/plans and practices meet the 
requirements of this section. 

 
 

(Reference: U.S. Department of Education’s Website) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                                                                                      

 

66 
 

 
M-DCPS 2022-2023 Title I School-level Parent and Family Engagement Plan (PFEP) 

 
Each school that receives funds from Title I, Part A shall develop jointly with, agree on with, and 
distribute to, parents and family members of participating children a written Parent and Family 
Engagement Plan (PFEP) that describes how the school will carry out the parent and family 
engagement requirements in Section 1116(b), School Parent and Family Engagement Policy, 
Subsections (c) through (f). 
 
For the 2022-2023 school year, schools implementing the Title I Schoolwide Program are required 
to complete the District-developed Title I School-level PFEP template and upload the completed 
plan to the Title I School-level Compliance Collaboration Site on or before Friday, October 28, 
2022.    
 
Title I School-Parent Compact 
 
The Title I School-Parent Compact (Appendix J, FM-6985) is an annual written agreement 
between the school and the parents of children participating in Title I Program. The agreement 
identifies the activities that the parents, the entire school staff, and the students will undertake to 
share the responsibility for improved student academic achievement. This is an opportunity for 
both the school and parents to commit formally to a child’s success.  
 
Teachers are required to maintain a communication log, in order to demonstrate individual  parent 
conferences to review, discuss and amend the School-Parent Compact with the parent for their 
child (grades K-5 only). 
 
 
 

I walked into the school 
And looked around the place 

I didn’t know quite what to do; 
Didn’t recognize a face. 

 

You see, my kids and I just moved here 
And I’m trying to build a home. 

Working 2 jobs, not speaking English 
And doing all of it alone. 

 

I really want to help them more 
But I just don’t have a clue. 

There are so many things you just don’t see 
And I don’t know what to do. 

 

I turned, ready to walk away 
Like I did the day before, 

When I heard a voice calling to me 
Just as I reached the door. 

I turned around and saw her smiling 
Reaching out to take my hand. 

 

She changed her language when she realized 
I didn’t understand. 

She walked me to a special room 
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I hadn’t seen before; 
With posters hanging from the walls 

Books, computers, and so much more. 
 

We sat down and began to speak; 
I told her how I felt. 

She understood, and for once I realized 
I was going to get some help. 

 

I asked her who she was 
And she said she was here for me. 

Her job was not only to help the children 
But the entire family. 

 

That day, something big happened 
I saw that I had a place, 

In helping my children learn 
And I saw it in her face. 

 

Now I bring so many others 
Straight into that room; 

A place where I feel welcome 
Something like a second home. 

 

And I’ll always remember that special day 
I learned a word you’ll never guess; 
It’s a word so needed in every school 

And that word is CIS. 
 

                                         Maria E. Salas 
 
 
Community Involvement Specialist (CIS)/Community Liaison Specialist (CLS) 
 

Program Description  
The Title I Parent and Family Engagement Program is designed to help parents become more 
involved with their children's education. Title I Community Involvement Specialists 
(CIS)/Community Liaison Specialists (CLS) work closely with parents and families by planning 
workshops and special parenting activities, calling parents, and making home visits, as needed. 
In the absence of a CIS or CLS, the school designates one (1) or more staff members to fulfill all 
CIS/CLS duties and responsibilities to support the parent and family engagement program at the 
school. Parents are encouraged to visit their child's school; however, schools have not always 
gotten the response they were seeking. Therefore, home visits may be conducted by the CIS/CLS 
or designated staff member as needed.  
 
Requirements for Implementation  
The Parent and Family Engagement Program should be staffed by one (1) or more CIS/CLS 
funded by the school's Title I allocation. The Title I CIS/CLS serves as a bridge between the home 
and the school. Schoolsite staff should provide interesting and informative activities for parents at 
schools and in the community.  
 

The Title I CIS/CLS is to attend District CIS/CLS Orientation Meeting, CIS/CLS Training Sessions, 
all Region Parent Advisory Council (PAC) and all Title I District Advisory Council (DAC) General 
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Meetings. The Title I CIS/CLS and the schoolsite administrator should plan activities for parents 
and families based on School Improvement Process (SIP) objectives and the Title I School-level 
Parent and Family Engagement Plan (PFEP) objectives.  
 
The Title I CIS/CLS has the responsibility of maintaining the following documentation in Section 
VI of the Title I School-level Compliance e-Filing System: 
 

• Evidence of CIS/CLS participation in the Title I CIS/CLS Orientation Meeting, CIS/CLS 
Training sessions, Title I Parent Advisory Council (PAC) Meetings, Title I District Advisory 
Council (DAC) General Meetings other meetings conducted by the Department of Title I 
Administration for Title I CIS/CLS (i.e., Attendance Reports, Sign-in Sheets); 

 

• Evidence of CIS/CLS participation in district-wide professional development activities, and 
events to enhance professional growth. (i.e., Certificate or Status Report indicating 
“complete”);  
 

• Evidence of CIS/CLS participation in professional development activities/professional 
growth experiences which document current professional learning related to parent and 
family engagement, if applicable. (i.e. Registration, Sign-in Sheets, Follow-up Assignment, 
Certificate or Status Report indicating “complete”). If this item is not applicable, the 
appropriate disclaimer must be included. 

 

• Evidence that the school provided parents of participating children with a description and 

explanation of the curriculum in use at the school; 

 

• Evidence that the school provided parents/families information about the forms of 

academic assessment used to measure student progress, the availability of State, District 

and school testing data, and the proficiency level students are expected to meet through 

services provided; 

 

• Evidence that the school provides activities to build the capacity of school staff, 
parents/families for meaningful parent and family engagement by offering a flexible number 
of meetings and workshops/activities (i.e. flyers (in multiple languages, with disclaimer), 
demonstrating meetings and workshops/activities are provided at different times of the 
day); 
 

• Evidence of providing full opportunities for the participation of parents/families with limited 

English proficiency, parents with disabilities, and parents of migratory children should be 

substantiated through services provided by the school; 
 

• Evidence of parent and family engagement in the decision-making process of how the 

School’s Title I Allocation will be used, as reviewed/discussed during the EESAC meetings 

or other meetings held with parents and families, such as the Title I Annual Meeting. The 

Parent and Family Engagement Survey, administered at the end of the school year, 

provides opportunities for parents to formulate suggestions and to participate in the 

decision-making process relative to the education of their children. To that end, parents 

should be encouraged to complete the survey, which will assist the District in developing 
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of the Title I District-level Parent and Family Engagement Plan (PFEP) that addresses the 

needs and concerns of parents; 
 

• Annual Parent Meeting About the Benefits of the Title I Schoolwide Program 

Documentation: 

✓ Annual Parent Meeting About the Benefits of the Title I Schoolwide Program 

Flyer in multiple languages with disclaimer; 

✓ Agenda; 

✓ Minutes; 

✓ Attendance Records; 

✓ School-level Title I Parent Surveys (District approved template is available on 

the Title I Website and the Title I School-level Collaboration Site); 

✓ Parent Survey Compilation of Results (template available on the Title I School-

level Collaboration Site); 

✓ Title I District-level Title I PFEP (in multiple languages (Appendix HH);  

✓ Title I School-level Title I PFEP (in multiple languages; 

✓ Evidence of the following documents in multi-languages: flyers and sample of 

the Title I School-Parent Compact (Appendix J, FM-6985); and 

✓ PowerPoint presentation utilized during the meeting and  customized with 
school  information throughout. 

 

• Copy of the CIS/CLS Job Description (Appendix P) and Schedules (Appendix G, FM-

7721);  
 

• Parent Resource Center/Area: 

✓ School Improvement Process (SIP); 

✓ Title I District-level PFEP (Appendix HH); 

✓ Title I School-level Title I PFEP; 

✓ Title I School-Parent Compact; 

✓ Title I Notification Letter  
✓ Parent Resource Center/Area Attendance Log; 

✓ School-level Title I Parent and Family Engagement Surveys; 

✓ Flyers; 

✓ Handouts; 

✓ Parent Resource Center Hours of Operation;  

✓ Information about other federal programs; 

✓ Translated materials; 

✓ Resources for parents and families; 

✓ Accessibility of Parent Resource Center/Area; and 

✓ Welcoming environment 
 

• Records of Property Inventory for items purchased by the Department of Title I 
Administration for the performance of duties related to the implementation of the Title I 
Parent and Family Engagement Program at the School (as applicable); and 

 

• Title I School-level Monthly Parent and Family Engagement Data (the following compliance 

items must be compiled on a monthly basis, arranged in the order indicated below, and 

maintained in the folder designated for the month): 
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✓ Documentation of parents in attendance at the Annual Parent Meeting About the 

Benefits of the Title I Schoolwide Program, as evidenced by attendance records (in-

person and/or virtual). The Annual Parent Meeting About the Benefits of the Title I 

Schoolwide Program flyer in multiple languages and agenda must be compiled for 

this item; 

✓ Documentation of parent surveys collected, as evidenced by the completed Monthly 

Assurance Form; 

✓ Documentation of Parent contacts (telephone calls/e-mails); 

✓ Documentation of new community outreach partners connections made (completed 

FM-7722); 

✓ Documentation of parent/family members referred to community agencies; 

✓ Documentation of participation in Parent and Family Engagement professional 

development activities (e.g., webinars, virtual/in-person training, etc.); 

✓ Documentation of completed home visits (with signatures); 

✓ Documentation of incomplete home visits (without signatures); 

✓ Parent Resource Center/Area attendance  log (in-person and/or virtual); 

✓ Documentation on the number of participants representing the school at the District 

Advisory Council (DAC) General Meetings (attendance records); 

✓ Documentation on the number of participants representing the school at the Parent 

Advisory Council (PAC) Meetings (attendance records); 

✓ Documentation of activities/training/workshops (in-person and/or virtual) conducted, 

including:  

➢ Title I Parent and Family Engagement Activities Coversheet (FM-7720) 

[completed form]. 

➢ Documentation of Parent/Family Engagement Activities and Attendance 

Records (agendas, attendance documentation, flyers in multi-languages, etc.). 

✓ Printed certified report(s) initialed by School-Site Administrator. 
 

Locations 
Implemented at all Title I school sites. 
 

Budgetary Implications  
Funded through schoolsite budgets, as determined by the school administration. 
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Annual Parent Meeting About the Benefits of the Title I Schoolwide Program 
 

Program Description 
The Every Student Succeeds Act (ESSA) focuses, among other things, on increasing parent and 
family engagement in the Title I Program.  A major requirement of the Act is the Title I Annual 
Parent Meeting, Section 1116(c [1]), Policy Involvement. 
  
Requirements for Implementation 

• Conduct the Annual Parent Meeting About the Benefits of the Title I Schoolwide Program 
to inform parents and families of the school’s participation in the Title I Schoolwide 
Program. During the meeting, the school will provide a description of the Title I Schoolwide 
Program which will include an explanation about the forms of academic assessments, the 
school performance data, and the rights of parents.   
 

• The school will document that the communication has been provided to stakeholders.  

• All Parents/guardians must be invited. This meeting should be conducted by the last week 
of October. 

• The Annual Parent Meeting About the Benefits of the Title I Schoolwide Program materials 
posted on the Title I website and uploaded to the Title I School-level Compliance 
Collaboration Site. 

• For audit purposes, records of this meeting must be maintained by each school, including 
copies of the following: 
 
▪ Flyer of Announcement for Annual 

Parent Meeting About the Benefits of 
the Title I Schoolwide Program in 
multiple languages with accessibility 
and accountability disclaimer; 

▪ Sample of the Title I School-Parent 
Compact (Appendix J, FM-6985); 

▪ Agenda for Annual Parent Meeting 
About the Benefits of the Title I 
Schoolwide Program;  

▪ Title I School-level Parent and Family 
Engagement Plan (PFEP); 

▪ Minutes for Annual Parent Meeting 
About the Benefits of the Title I 
Schoolwide Program; 

▪ School-level Title I Parent and Family 
Engagement Survey & Compilation 
of Results;  

▪ Attendance Records for Annual 
Parent Meeting About the Benefits of 
the Title I Schoolwide Program; 

▪ Completed Title I /DAC/PAC 
Representatives Form (Appendix K, 
FM-6996); and 

▪ Title I Program Notification Letter in 
multiple languages (Appendix CC). 

  

• Documents must be maintained in the Parent and Family Engagement, Section VI. of the 
electronic Title I School-level Compliance e-Filing System for a minimum of five (5) years 
(General Records Schedule GS1-SL for State and Local Government Agencies).   

 

• During the Annual Parent Meeting About the Benefits of the Title I Schoolwide Program 
parents should be informed about the parents and Title I CIS/CLS of the first DAC General 
Meeting for all parent representatives. Announcement flyers will be mailed to schools giving 
specific details for the meeting. 
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• Review the School-level Title I PFEP (each school participating in the Title I Schoolwide 
Program must develop this schoolwide plan with parental input). 
 

• Review the Title I School-Parent Compact (each school participating in the Title I 
Schoolwide Program must develop a compact and multiple opportunities throughout the 
school year are to be provided for parents to implement, review and revise their child’s 
Compact for maximum utilization).  
 

• The Title I School-level PFEP and the Title I School-Parent Compact shall be maintained 
at the schoolsite for audit purposes for a minimum of five (5) school years. 

 
Location 
Implemented at all Title I school sites. 

 

Budgetary Implications 
Funded through schoolsite budgets, as determined by the school administration. 
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District Advisory Council (DAC) and Regions Parent Advisory Councils (PAC) 
 

Program Description 
The District Advisory Council (DAC) is made up of elected representatives from each Region 
Parent Advisory Council (PAC). Both the PAC and the DAC are involved in developing the Title I 
Parent and Family Engagement Plan (PFEP), which is to be incorporated into the Local 
Educational Agency's (LEA) plans. The Region PACs are made up of parent representatives 
elected by each Title I school. 
 

Requirements for Implementation 
The DAC functions through the District Title I office as follows: 
 

• Each school elects two (2) parent representatives and one (1) alternate as representatives 
to the Region PAC and DAC; 

• The Region PAC elects officers from among the school representatives; 

• The representatives bring concerns of parents to PAC meetings and DAC Executive Board 
meetings; 

• The DAC elects its officers from among school and Region representatives; 

• CIS/CLSs attend all PAC and DAC meetings; 

• PAC/DAC attendance records are to be maintained by the District Office; 

• Both PAC and DAC are governed by the Title I District Parent Advisory Council Constitution 
and Bylaws; 

• Each DAC meeting is concluded with the presentation of attendance awards to one (1) 
school in each Region with the highest number of parents in attendance. Ties are broken 
by staff attendance. Children are not included in the count; 

• Representatives attend local, state, and national conferences, workshops and seminars; 
and 

• Both PAC/DAC review School Improvement Plans, the District application, and participate 
in Community Awareness Days and Grandparents Recognition Day. 

 

Responsibilities of Parent Representatives and Alternates 
 

• Attend all Title I Region PAC meetings; 

• Attend all Title I DAC meetings; 

• Serve on DAC and PAC committees; 

• Assist in planning workshops and professional development activities for DAC/PAC 
members and other parents at their schools; 

• Attend and participate in Title I activities; and 

• If elected as an officer, they will also be expected to attend Executive Board meetings of 
both the DAC and the Region PAC. 

 

Locations 
Implemented at all Title I school sites, Regions and District Office. 
 
Budgetary Implications 
Funded through schoolsite budgets, as determined by the school administration and the District 
Title I Parent and Family Engagement Set-Aside. 
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Schoolsite Parent Resource Center (PRC) or Parents’ Reception Area  
 
Program Description 
The Schoolsite Parent Resource Center (PRC) or Parent's Reception Area are designed as a 
welcome area/room for parents and other visitors to the school.  A colorful sign should identify the 
area.  Visitors may be greeted with an offer of refreshments (cold water, coffee, punch, cookies, 
etc., usually provided by the school's Dade Partner, PTA, or other resources).  An 
attendance/guest book should be available for visitors to sign-in, providing their name, address, 
telephone, child's name and grade.  Information about the school and the parental involvement 
program should be readily available.  A photographic display or scrapbook of parenting activities 
at the school or other location is an excellent addition. 
 
 
The items listed below are recommended documents, and/or materials to have available in the 
Parent’s Reception Area or PRC: 
 

• Parenting Booklets/Information; 

• School Calendar of Events; 

• Parent/Child Activity Calendars; 

• Home learning Policy; 

• Parent Involvement Levels 
Chart; 

• School-level Title I Parent and 
Family Engagement Plan 
(PFEP); 

• Title I School-Parent Compact; 

• School Newsletter/Newspaper; 

• Parent Handbook; 

• Report Card Dates; 

• Parent Surveys; 

• Before and After-School 
Programs; 

• District/Regions Parent Advisory 
Council Calendars; 

• DAC Talk, News for Title I 
Parents; 

• Project UP-START Program 
Information; 

 

• DAC/PAC Officers and School 
Representatives names and contact 
information;                                                                                                                                                                                                                                        

• DAC Initiatives (Community Awareness 
Days, Grandparents Recognition, etc.) 
package; 

• PTA Officers, Calendar and Activities; 

• Parent Workshop Dates and Titles; 

• Testing Calendar; 

• Computer Home-Loan Program 
Information (where applicable); 

• Computer Class Schedule; 

• Community School/Adult Continuing  
Education Information; 

• Community Service Information; 

• Public Library and Home Library 
Information; 

• Parent Academy Materials, including 
Class Schedules;  

• List of community agencies for referral; 
and 

• Information about Family Support 
Services (FSS) and the Parents-
Helping-Parents (PHP) initiative. 

Requirements for Implementation 
A designated room in the building or an area near the front entrance with the materials and 
information as listed above. 
 
Location 
Implemented at all Title I school sites. 
 
Budgetary Implications 
Funded through schoolsite budgets, as determined by the school administration. 
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Family Support Services (FSS) 
 
Program Description 
Family Support Services (FSS) is also part of the District’s Title I Parent and Family Engagement 
Program. The overarching goal of FSS is to increase meaningful interaction between families, 
schools, and communities in order to improve student outcomes. Parents-Helping-Parents (PHP) 
is one (1) of the initiatives of FSS, implemented at 41 elementary and K-8 center schools. The 
four (4) main objectives of the PHP are to: 1) expand outreach and support services to families; 
2) help families understand federal, state and district policies that impact their children’s school 
experiences; 3) enhance families’ ability to advocate for their children; and 4) promote positive 
relationships between parents and other stakeholders. One (1) parent from each of the 41 schools 
was hired and trained as a Family Support Specialist to accomplish the goals of the initiative. 
Schoolsite Family Support Specialists at the 41 schools communicate daily with the District’s FSS 
staff. The District FSS staff participate in monthly meetings with other departments, community 
agencies, and advisory panels to identify priorities and actively promote family engagement. 
Family Support Services also provides direct services to all Title I schools in the district regardless 
of their participation in the PHP initiative.  
 
Location 
Department of Family Support Services 
5555 SW 93 Avenue - #3 
Miami, FL 33165 
305 271-8257 
 
Implemented at selected Title I schools. 
 
Budgetary Implications  
Funded through the District’s Title I Parent and Family Engagement Set-Aside. 
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DAC Talk, News for Title I Parents 
 
Program Description 
DAC Talk, News for Title I Parents, is a publication designed to showcase parent advisory 
updates, current trends in education and articles of interest from schools implementing the Title I 
Program. It affords parents of students in schools implementing the Title I Program an additional 
opportunity to participate in the education of their children.   
 
In addition, articles featured in DAC Talk include updates on the Every Student Succeeds Act 
(ESSA), District Advisory Council (DAC) and Region Parent Advisory Councils (PAC).  DAC Talk 
always includes a message from the District Advisory Council Chairperson. 
 
Requirements for Implementation 
Submit articles for publication to your school’s DAC representative or CIS/CLS three (3) weeks 
prior to DAC General Meetings.    
 
Locations 
Implemented at all Title I school sites. 
 
Budgetary Implications 
Funded by District Title I Budget. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SECTION F - TITLE I MIGRANT  
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SECTION F - TITLE I MIGRANT EDUCATION PROGRAM 
 
Title I Migrant Education Program 
 
Program Description 
The Title I Migrant Education Program provides educational and support services for “migratory” 
students to ensure they have the same opportunities to meet the same academic standards as 
other children.  M-DCPS Title I Migrant Education Program provides comprehensive supplemental 
services to ensure maximum academic achievement and the highest quality education for our 
migrant students. 
 
Our funding supports high quality education programs for migratory children and helps ensure 
that migratory children who move among the states are not penalized in any manner by disparities 
among states in curriculum, graduation requirements, or state academic standards.  Funds also 
ensure that migratory children not only are provided with appropriate education and support 
services that address their special needs, but also that such children receive full and appropriate 
opportunities to meet the same challenging state academic content and standards that all 
students are expected to meet. 
 
M-DCPS Title I Migrant Education Program has been improving the lives of farm workers and 
their children by delivering free, supplemental educational and support services to the migrant 
community, and has made significant contributions toward curtailing the dropout rate among 
migrant high school students as evidenced by the number of migrant students graduating from 
high school. 
 
Children of migrant workers are affected by repeated moves, disruption in schooling, poverty, 
health needs, social isolation, and language barriers.  These children run a greater risk of failing 
to meet the challenging state content and performance standards which all students are expected 
to meet.  Low academic achievement and frustration with school cause many migrant children to 
drop out in their early teens.  In order to reduce the impact of these educational barriers, the U.S. 
Congress authorized federal funding to establish the Migrant Education Program (MEP) in 1966 
under the authority of Title I of the Elementary and Secondary Education Act (ESEA).  The United 
States Department of Education (USDOE) currently administers the Office of Migrant Education 
(OME) responsible for meeting the special needs of migratory children and youth. 
 
The Title I Migrant Education Program provides supplemental instructional and support services 
to eligible children of migrant workers through the following components: 
 
Migrant Early Childhood Learning Program (MECLP)  
Provides services to eligible migrant preschool children at selected Migrant Housing Centers. 
Sites in the two (2) main Migrant Housing Centers: Redland and South Dade provide instruction 
for migrant three and four-year-old children.  The MECLP offers the developmentally appropriate 
Pre-K Waterford Early Learning and the Scholastic Big Day Early Childhood program curriculum. 
Additionally, food services, health screenings, and extended daycare is available.  Parent and 
Family Engagement is also an integral part of the program.  Parent and family participation in 
workshops, parent–teacher conferences and other school/community activities are infused to 
include parents as partners in their children’s educational process. The MECLP addresses the 
needs of the whole child, as children are involved in hands-on experiences with people, objects, 
ideas and events.  
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Migrant Achievement Resources (MAR)  
Offers educational and support services designed to meet the needs of migrant student in Grades 
K-5.  MAR services are offered at selected elementary schools. MAR offers supplemental tutoring 
and technology-based instruction to eligible migrant students, priority will be given to Priority For 
Service (PFS) students. MAR staff provides supplemental instruction based on current curriculum 
implemented by school personnel. MAR staff articulates with appropriate classroom teachers to 
ensure consistent curriculum. In addition, MAR staff monitors student attendance, provides 
educational referrals, expedites student record transfers, assists with conduct issues and 
organizes cultural activities.  Working in collaboration with the Title I Migrant Education Program 
Supportive Service Component, MAR staff assists with identification and recruitment, and initiates 
Migrant Student Information Exchange (MSIX) services for migrant students who transfer in and 
out of Miami-Dade County.  MAR staff also offers Support Service referrals, home visits and 
provides parent and family engagement activities. 
 
Migrant Academic Planning and Achievement (MAPA Middle) 
Offers a selection of services tailored to meet the needs of migrant students in grades 6-8 at 
selected middle school and K-8 Centers.  The Teacher/Advocate customizes services through the 
selection of several available models, which include: Limited Tutorial, Attendance, Counseling, 
Educational Blueprint, and Career Awareness with opportunities designed to teach students how 
to foster and maintain a positive attitude toward education and life-long learning.  Cultural 
activities, educational technology, effective use of the internet, school attendance monitoring, 
education referrals are provided through MAPA.  Identification and recruitment, MSIX, support 
services referrals, and parental involvement activities are provided.   
 
Migrant Academic Planning and Achievement (MAPA High) 
Offers a selection of services tailored to meet the needs of migrant students in grades 9-12 at 
selected secondary schools.  The Teacher/Advocate customizes services through the selection 
of several available models, which include: Go Out And Lead (GOAL), Career Awareness, 
Attendance, Credit Accrual and Counseling opportunities designed to teach students how to foster 
and maintain a positive attitude toward education and life-long learning.  Cultural activities, 
educational technology, effective use of the internet, school attendance monitoring, 
adult/vocational education referrals are provided through MAPA.  MAPA staff assists with 
identification and recruitment, and MSIX. Support services referrals and parental involvement 
activities are also provided. Scholarships information, credit recovery referral , FAFSA (Free 
Application for Federal Student Aid) assistance, and participation in Mini-Corps Club and Close-
Up program opportunities are offered through the MAPA component. All migrant student 
graduates are invited to participate in the Migrant Student Recognition Program. 
 
Supportive Services  
The primary function is to identify and recruit migrant students residing in the school District under 
the Title I Migrant Education Program. A major component under supportive services is the 
transfer of student records utilizing the Migrant Student Information Exchange (MSIX). Supportive 
Services also provide advocacy for migrant students and promotes community-related migrant 
activities.  The Supportive Services’ component assists migrant students and families in securing 
needed academic, health, dental, legal, social, housing, and other support services through its 
referral system. In addition, Support Services organize the Family Resource Centers located at 
Redland and South Dade Centers, which provide clothing/food banks, educational workshops, 
parent and family training workshops, and school information, in order to increase parent and 
family engagement. The Title I Migrant Education Program Supportive Services staff works 
closely with Parent Outreach Programs and community agencies to provide migrant families with 
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a curriculum that prepares migrant parents with the skills, knowledge, and confidence to support 
their children’s education. Family literacy programs are also offered by the Migrant Education 
Program Supportive Services component. The Literacy Night initiative has given parents an 
opportunity to spend quality time with their child while becoming actively involved in the learning 
process. The Supportive Services component organizes the Migrant Parent Advisory Council 
(MPAC).  Its primary purpose is to offer migrant parents a forum to advise the District on migrant 
educational concerns and make recommendations in order to improve migrant students’ 
academic achievement. The MEP also encourages maximum migrant parent participation in the 
educational experiences of their children by bringing together the school, the home and 
educational influences for the good of all migrant children.  Another objective of the MPAC is to 
increase migrant parents’ knowledge and understanding of their parental role in their children’s 
education.  
 
The Title I Migrant Education Program staff assists migrant students and their families with 
needed supportive services. Supportive services include attendance, guidance psychological, 
social, health, dental, vision, nutrition, outreach, advocacy, at-risk, transportation, and needs 
assessment services. 
 
Extended School Day Program (ESP)  
Services are offered at selected elementary schools and migrant housing centers for students in 
grades Pre-K-12, with a focus on grades 3rd through 8th. Participants in the ESP receive 
supplemental highly qualified instruction/tutoring by state certified educators and trained 
professional staff. The primary goals are to enhance learning according to standards set by M-
DCPS curriculum, Common Core and Next Generation Sunshine State Standards.  The 
accomplishment of these requirements is met through the usage of developmentally appropriate 
interventions that inspire students’ participation at ESP sites. Extended School Day Program 
services for elementary students include tutorials to prepare students for State assessments, such 
as Florida Standards Assessments (FSA) and End-of-Course (EOC), subject instruction, 
homework assistance, Supplemental Educational Services opportunities, Boy Scouts, Girl 
Scouts, team sports, nutrition education, field trips, cultural activities, guest speakers, arts and 
crafts, literacy programs, and technology-based instruction.  Secondary students receive tutorials 
to prepare students for State assessments, such as FSA and EOC, homework assistance, 
peer/individual counseling, technology-based instruction and Supplemental Educational Services 
opportunities. Learning is influenced through the usage of positive services to include mentoring 
students, peer/individual counseling, homework assistance, cultural activities, arts and crafts, 
computer lab technology, positive mentor speakers, Community Awareness Activities, and special 
instruction in State assessments subject matter for both Elementary and Secondary students. All 
students participate in supervised creative recreational activities that enhance wellness. Parental 
involvement activities are an important component of ESP. The Family Literacy Night is a monthly 
evening parent literacy activity, where Title I Migrant staff presents innovative and fun Literacy 
Activities to migrant parents and children attending the Extended School Day Program. Students 
and their parents are actively engaged while they read, interact and explore monthly themes. 
Family Literacy Nights are hosted by MEP staff at the three (3) MEP ESP Centers, located in 
Redland, South Dade and Everglades Migrant Farmworker Housing Camps. 
 
Migrant Summer Program (MSP)  
Offers summer supplemental educational and supportive services to eligible migrant students.  
Services are offered through the Pre-K Program, Migrant Summer Reading Camp Program, 
Meals Program, Secondary Services Program, and Identification and Recruitment activities.  
Focus will be on serving 3rd through 8th grade.  Participants receive enrichment and tutorials to 
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prepare students for State assessments, such FSA and EOC, and computer/internet skills, based 
on FSA. The services will be offered at selected schools and at the main migrant housing centers. 
 
Requirements for Implementation 
A child is eligible for Title I Migrant Education Program services by meeting the “Migratory Child” 
federal definition: 
 

• The child is younger than 22 years of age and has not graduated from high school or does 
not hold a high school equivalency certificate; 

• The child is a migratory agricultural worker, a migrant fisher or has a parent, guardian, or 
spouse, who is a migrant agricultural worker, or a migrant fisher;  

• The child has moved within the preceding 36 months to enable the child, the child’s parent, 
guardian, spouse, or a member of the child’s immediate family to seek or obtain temporary 
or seasonal employment in agricultural or fishing work or due to economic necessity;   

• Such employment is a Principal Means of Livelihood; and 

• The child has moved from one (1) school district to another. 
 

Federal regulations mandate that schools are made aware of the services that are available for 
children of migrant families. 

 
Location 
Implemented at selected elementary, K-8 Centers, middle, senior high schools, and 
community/Housing Centers/Labor Camps. 
 
Budgetary Implications 
Funded through Title I, Part C Migrant Education Grant and supplemented by the District Title I, 
Part A Set-Aside. 
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SECTION G – NON-PUBLIC SCHOOLS 
 
Non-Public Schools 
 
Program Description 
The Every Student Succeeds Act (ESSA) allows for the Local Educational Agency (LEA) to 
provide supplementary instructional services, to Title I eligible students who attend Non-Public 
schools, directly or through contracts with public and private agencies, organizations, and 
institutions.  The United States Supreme Court has confirmed that local school districts are 
required to provide Title I funded instructional services to eligible students who attend religiously 
affiliated, Non-Profit, Non-Public schools. 
 
As a result of meaningful consultation between representatives of M-DCPS, Department of Title I 
Administration, and representatives of participating Non-Public schools, it was mutually agreed 
that Title I instructional services should be provided by Third-Party Contractors who will provide 
all equipment, materials and supplies, as well as professional development and parent and family 
engagement activities necessary in order to deliver remedial basic skills instruction to students 
failing or at-risk of failing, in core subject areas, such as reading, mathematics, language arts, 
science, social studies, and counseling, as required under Title I regulations. 
 
Requirements for Implementation 
Eligibility for Title I funding is based upon the number of students from low-income families whose 
home address is within the attendance boundary of a participating Title I public school, and who 
attend non-profit non-public schools. The District utilizes the “Proportionality” method for 
calculating poverty data on private school children.  M-DCPS applies the low-income percentage 
of each participating public school attendance area to the number of private school children who 
reside in that attendance area. 
 
The services to Non-Public schools must supplement the regular school program by providing  
intensive tutorial services to students residing in the attendance boundary of a public school 
implementing the Title I program and who are academically needy.  The intensive tutorial services  
use direct instruction, in-person or remote, supplemental materials, and technology-based 
programs. 
 
Location 
Implemented at participating private school sites within the District. 
 
Budgetary Implications 
The Title I Non-Public Schools’ Component is funded through the District Title I, Part A, Private 
School Set-Aside. 
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SECTION H - NEGLECTED AND DELINQUENT CENTERS 
 

Neglected and Delinquent Centers 
 

Program Description 
An institution for neglected children is a public or private residential facility (other than a foster 
home) that is operated for the care of children who have been committed to or voluntarily placed 
in the institution under applicable state law, due to abandonment, neglect, or death of parents or 
guardians. 
 

The Neglected and Delinquent (N&D) Centers have a variety of facilities, management systems, 
school organizational schemes, staff certification, and student needs. The Title I programs at 
these centers vary. Consequently, different strategies for the implementation of supplementary 
instruction in the basic skills for eligible students exist at the respective centers. The following 
characteristics, however, are applicable to each institution: 
 

• Small instructor student ratio for all Title I participants; 

• Title I personnel provide supplemental instructional personnel from regular state and local 
funding;  

• Title I personnel work exclusively with Title I to assist eligible students;  

• The program increases accountability for student performance; and 

• The program aims to close the achievement gap for displaced students.  
 

Requirements for Implementation 
The Title I Program allocates funds to provide supplementary remedial tutorial instruction in 
Language Arts/Reading, Math, Science and Social Studies to eligible students in grades 
kindergarten through twelve. All students attending an N&D center are automatically eligible for 
services. The N&D Centers that have been identified have the option to use all or part of their 
funding for supplemental instructions, materials and/or supplies. Centers are required to: 

• Meet the educational needs of neglected, delinquent, and at-risk children and youths, and 
assist in the transition of these students from correctional facilities to a variety of programs, 
including returning to home schools; 

• Ensure that students have the same opportunities to achieve as if they were in public 
schools in the state; 

• Evaluate the program and disaggregate data on participation by gender, race, ethnicity, 
and age, not less than once every three (3) years; 

• Collect and maintain the records required by state and federal Title I guidelines; and 

• Provide documentation as requested by local, state and federal educational agencies. 
 
Location 
Implemented at selected public or private agencies serving as sites for this program. 
 

Budgetary Implications 
Funded through Title I, Part D Neglected and Delinquent Grant, under the Every Student 
Succeeds Act (ESSA), State Education Agencies (SEA) programs, states receive funds based on 
the number of children in the state-operated institutions and per-pupil educational expenditures. 
Each state’s allocation is generated by child counts in state juvenile institutions that provide at 
least 20 hours of instruction from non-federal funds and adult correctional institutions that provide 
15 hours of instruction per week. The SEA then makes subgrants to LEA based on their 
proportional share of the state’s adjusted enrollment count of neglected or delinquent children and 
youth. 



SECTION I - COMMUNITY PARTNERSHIP    
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SECTION I - COMMUNITY PARTNERSHIP FOR HOMELESS  
 

Project UP-START Program 
 

Program Description 
Project UP-START, the Homeless Education Program of Miami-Dade County Public Schools, 
receives supplemental funding from Title I, Part A, Homeless Reservation, in order to meet the 
following ESSA Title IX, Part A, provisions: 
 

• Identifying homeless students in schools across the District; 

• Identifying and removing barriers to regular school attendance; and 

• Supporting homeless students in their continued academic progress. 

To this end, the Reservation is used to employ three (3) Full-time School Social Workers and one 
Full-time CAP Advisor, who serve as District Outreach Liaisons at each of the three (3) regions 
that comprises M-DCPS. Additionally, the Homeless Reservation is utilized to employ Three (3) 
Full-time Community Liaisons Specialist, as well as additional funding for Hourly Community 
Liaison Specialists in order to provide outreach, case management, and social work services.  
 

Families or school staff of eligible students may contact the office for case management services 
or make an appointment to speak with a Project UP-START staff member in person. Project UP-
START staff members work to increase advocacy on behalf of students through distribution of 
information to school-based personnel on issues related to unstable housing and available 
community resources. 
 

Further, funds are allowed for In-County Travel for all Project UP-START staff members, printing 
and duplication services to provide materials for both outreach and intervention assistance, 
computer equipment, and to cover the cost of hourly tutors, counselors, and the two (2) Lead 
Tutors for the Project UP-START After-School Tutoring Program at selected shelter sites.    
 

The after-school tutorial component is designed to supplement the learning taking place in 
selected shelter sites.  Activities to promote a healthy sense of self and to strengthen academic 
competence are part of the tutorial sessions. Additionally, an option for online tutoring is offered 
for those students who prefer that option. The parental/family component brings participants to 
workshops in order to learn ways to help their children with homework, communication with school 
staff, or for guidance to access the Parent Portal. Parental/family involvement meetings are 
scheduled on a regular basis at selected shelter sites to encourage academic success of students 
experiencing unstable housing. 
 

Requirements for Implementation 
Parents/guardians must complete the Project UP-START Student Eligibility Questionnaire form 

(Appendix EE, FM-7378) to determine housing status. Upon enrollment of students in the 
program, the 2022-2023 Project UP-START Enrollment Letter (Appendix II) must be distributed 
to parents/guardians. This letter informs parents/guardians of their child’s enrollment in the Project 
UP-START Program based on the Student Eligibility Questionnaire (Appendix EE, FM-7378) that 
they completed and submitted to the District, the support services to be provided, and the 
Program’s contact information. It is the School UP-START Liaison’s responsibility to ensure 
that parents/guardians of students listed in the Project UP-START Student Report from the 
Employee Portal are in receipt of the Enrollment Letter. 
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Location 
Implemented throughout Miami-Dade County. 
 

Budgetary Implications 
Funded through the District Title I, Part A Homeless Reservation and the Title IX, Part A Sub-
Grant. 
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APPENDICES 

Appendix A - Charter Schools Title I Budget Appropriation Details (FM-6634)

Appendix B - Federal Time and Effort Certification Form - Single Cost Objective & Transfers
(FM-6902) 

Appendix C - Principal’s Assurance Certification of Title I Staff Assignment (FM-7560)

Appendix D - School-level Compliance Reference Document

Appendix E - Electronic Title I Compliance School-level Staff Contact Information Form

Appendix F - School Board Bylaws & Policies 2111 – Parent Involvement

Appendix G - Title I Community Involvement Specialist/Community Liaison Specialist Weekly
Schedule (FM-7721) 

Appendix H - Record of Parental Support-Home Visit (FM-6915)

Appendix I - Title I Parent and Family Engagement Programs Incoming and Outgoing
Telephone Log (FM-7723) 

Appendix J - Title I School-Parent Compact (FM-6985)

Appendix K - Title I DAC/PAC Representatives (FM-6996)

Appendix L - Outgoing Controlled Equipment (FM-1670)

Appendix M - Property Disposal Form (FM-6587)

Appendix N - Plant Security Report (FM-0366)

Appendix O - M-DCPS Grants Budget Document

Appendix P - Reading Coach, Mathematics Coach, Science Coach, Community Involvement
Specialist (CIS), and Community Liaison Specialist (CLS) Job Descriptions 

Appendix Q - Title I Non-Capitalized Property Inventory Listing (FM-7645)

Appendix R - Purchasing Card Program - Purchase Authorization (FM-5707)

Appendix S - Purchasing Card Program – Monthly Reconciliation Worksheet (FM-5828)

Appendix T - Traditional Schools Federal Time & Effort Certification - Single Cost Objective and
Transfers & Personnel Activity Report (PARs) for Cost Shared Allocation (FM- 
6902-T) 

Appendix U - Assurance of Accountability and Compliance with Title I Schoolwide Program
Guidelines (FM-7346) 

Appendix V - Purchase Requisition Form
Appendix W - Approval of Off-site Use of School Board Property (FM-2380)

Appendix X - Instructions for Preparing the Transmittal for Agreement Form for Contracted
Services 

Appendix Y - Transmittal for Agreement Form for Contracted Services (FM-2452)

Appendix Z - Instructions for Preparing the Agreement Form for Contracted Services

Appendix AA - Agreement Form for Contracted Services (FM-2453)

Appendix BB - Payment Request for Contracted Services (FM-2454)

Appendix CC - Title I Program Notification Letter

Appendix DD - Title I Parent Resource Center Monthly Attendance Roster (FM-6901)

Appendix EE - Project UP-START Student Eligibility Questionnaire (FM-7378)

Appendix FF - 2021 Red Book, Appendix A, Supplies and Equipment Criteria
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Appendix GG - End-of-Year Checklist for Schools that are no Longer Eligible to  
         Participate in the Title I Schoolwide Program (FM-7757) 

Appendix HH - 2022-2023 Title I District-level PFEP 

Appendix II - 2022-2023 Project UP-START Enrollment Letter 



































































































































APPENDIXZ 

Instructions for Preparing the Agreement Form for Contracted Services (FM-2453) 

The letters below refer to the blank sections of the Agreement Form for Contracted Services. 

a. The date entered should be the date the agreement form is prepared.

b. Enter the full and correct name of the contractor.

c. State the actual services being provided, such as grant writing services, seminar

presentations, room rental, setup arrangements, etc. Also, include what the contractor

will provide to accomplish those services, such as facilities, number of participants, etc.

d. State what the eventual outcome of the services being provided will be to M-DCPS and

how they will benefit M-DCPS.

e. State where the services are being performed - school, hotel, other facilities/locations.

f. State the time and date the services will be performed.

g. State when the contract is to commence and when it will end. If it is for one day, the

same date should be entered in both places.

h. The payment schedule section should have the total dollar amount the contractor is to

be compensated and must not exceed the amount approved by the Board (if over

$50,000).

i. The payment method should be indicated, either a total lump sum payment at the

completion of the contract or periodic payments during the term of the contract.

j. The School Board Attorney will manually sign the agreement after reviewing and

approving as to form.

k. The appropriate administrators should be entered as indicated.

I. The Superintendent or designee must sign the agreement and the name will be typed.

m. The contractor will sign the agreement and enter the appropriate, requested

information. It is imperative that the Federal Employer Identification Number (Tax I.D.)

or Social Security Number, if an individual, be provided.

Please note: 

• The narrative for the Scope of Work section on this form must address the

improvement of strategies, skills, etc. (in relationship to the School Improvement

Plan) that will be impacted to the students and/or staff.

• When contract is for Professional Development, include a statement from

Consultant(s)/Trainer(s) regarding the results that the session will provide.

• These forms cannot be "walked through."

• The signatures must be original on both forms. Copies and/or facsimiles are

unacceptable.

• Use blue ink for signatures.

• Contracted Services to be paid with Title I Grant funds must be rendered prior to

the end date of the fiscal year of the grant period.
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APPENDIX A  

SUPPLIES AND EQUIPMENT CRITERIA 

An ever-present challenge in financial accounting is that of distinguishing between supplies and 
equipment. This section provides criteria for classifying an item as either a supply or piece of equipment. 
Equipment built in or fixed to the building or grounds is considered a part of the building or land 
improvement and should be charged to those respective accounts. 

CRITERIA FOR SUPPLY ITEMS 

A supply item is any article or material that meets any one or more of the following conditions: 

1. It is consumed in use.

2. It loses its original shape or appearance with use.

3. It is expendable. That is, if the article is damaged or some of its parts are lost or worn out, it
is usually more feasible to replace it with an entirely new unit than repair it.

4. It is an inexpensive item, having characteristics of equipment but with a small unit cost that
makes it inadvisable to capitalize the item.

5. It loses its identity through incorporation into a different or more complex unit or substance.

CRITERIA FOR EQUIPMENT ITEMS 

An equipment item is a material unit that meets all of the following conditions: 

1. It retains its original shape and appearance with use.

2. It is nonexpendable. That is, it is usually more feasible to repair it rather than replace it with
an entirely new unit.

3. It represents an investment of money that makes it feasible and advisable to capitalize the
item.

4. It does not lose its identity through incorporation into a different or more complex unit or
substance.
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MIAMI-DADE COUNTY PUBLIC SCHOOLS (M-DCPS) 
2022-2023 TITLE I DISTRICT-LEVEL PARENT AND FAMILY ENGAGEMENT PLAN (PFEP) 

The 2022-2023 District-level Parent and Family Engagement Plan (PFEP) has been jointly developed and agreed upon by 
stakeholders (e.g., staff, families, community members, etc.) in compliance with Title I federal funding regulations [Section 1112(C) 
and Section 1116]. The plan describes how the District is conducting outreach to all parents and family members to implement 
programs, activities, and procedures that promote parent and family engagement. Additionally, the Title I District-level PFEP is 
made available to the parents and family members of participating children in Title I Schools.  

M-DCPS MEASUREMENT OF PARENT AND FAMILY ENGAGEMENT PARTICIPATION

The Miami-Dade County Public Schools (M-DCPS) Title I Parent and Family Engagement Survey (English, Spanish, and Haitian- 

Creole), online and printed format, is made available to parents and families of students enrolled in Title I schools by the end of 

each school year.  In addition, schools implementing the Title I Schoolwide Program also distribute the Title I School-level Parent 

and Family Engagement Survey to parents of students attending the school.  Survey data is utilized to conduct an evaluation of 

the content and effectiveness of the Parent and Family Engagement Program and to plan for the following school year.   

According to the most recent M-DCPS Title I Parent and Family Engagement Survey, 43% of parents surveyed indicated a need 

for additional information about “State Standards and Testing”; 34% indicated a need for additional information about how to work 

with their child at home; 34% indicated a need for additional information on how to work with their child’s teacher; and 27% indicated 

a need for additional information about the Title I Schoolwide Program. 

PARENT AND FAMILY ENGAGEMENT MISSION STATEMENT 

The mission of Miami-Dade County Public Schools’ Title I Parent and Family Engagement Program is to enhance parent and family 
engagement and provide access and advocacy to build parents' and families' capacity for meaningful school and community 
engagement in support of measurable improvement in student achievement. 

ENGAGEMENT OF PARENTS 

Miami-Dade County Public Schools (M-DCPS) will provide training to all school staff participating in the Title I Schoolwide Program 
regarding ways to include parents in the development of the Local Educational Agency (LEA) - wide Title I PFEP, the LEA plan, 
how the funds reserved for parent and family engagement will be spent, and all aspects of the Title I Schoolwide Program.  The 
Title I District Advisory Council (DAC) and three (3) Title I Regional Parent Advisory Councils (PAC), comprised of parents and staff 
from different school sites elected by parents of students enrolled in schools implementing the Title I Schoolwide Program, to serve 
during the 2022-2023 term, will review and address the educational needs of participating schools. The DAC Executive Board and 
PAC Officers will conduct meetings and activities to further the engagement of parents and families. The scope and sequence of 
the requirements for engaging parents will be included on the DAC and PAC meeting agendas.  Agenda topics may include: 
involving parents and families in the planning and implementation of the Title I Schoolwide Program at participating schools; utilizing 
the minimum requirement of the school's Title I allocation to support [Section 1112(C) and Section 1116], Parent and Family 
Engagement Requirements; conducting the Annual Parent Meeting About the Benefits of the Title I Schoolwide Program  at the 
beginning of the school year to inform parents of the school’s participation in the Title I Schoolwide Program; providing the M-DCPS 
Consultation and Complaint Procedures information; developing, distributing and reviewing the Title I District and School-level 
PFEP; distributing the Title I Program Notification Letter in English, Spanish, and Haitian-Creole; and developing, distributing, and 
reviewing the Title I School-Parent Compacts, also available in multiple languages. Each Title I PAC will meet a minimum of three 
(3) times during the school year to obtain input from parents in support of an ongoing development of the LEA-wide PFEP. The
DAC Executive Board may advise the District’s Department of Title I Administration on how the funds reserved for parent and family
engagement will be spent. Schools implementing the Title I Schoolwide Program will establish an Educational Excellence School
Advisory Council (EESAC). The EESAC will bring together all stakeholders, inclusive of parents, and involve them in the decision-
making process of how the school will spend funds reserved for parent and family engagement.
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The Parents-Helping-Parents (PHP) initiative will be implemented in targeted Title I schools throughout the District, with the 
overarching goal of increasing meaningful interaction between families, schools, and communities to improve student outcomes. 
The four (4) main objectives of PHP are to: 1) expand outreach and support services to families; 2) help families understand federal, 
state, and District policies that impact their child’s school experiences; 3) enhance families’ ability to advocate for their children; 
and 4) promote positive relationships between parents and other stakeholders. Monthly training sessions and collaboration 
meetings will be conducted with other departments, community agencies, and advisory panels to identify priorities and actively 
promote family engagement. All Title I schools in the District, regardless of their participation in the PHP initiative, are provided with 
family support services in an effort to empower parents of students attending schools implementing the Title I Schoolwide Program.  

TECHNICAL ASSISTANCE TO SCHOOLS PARTICIPATING IN THE TITLE I SCHOOLWIDE PROGRAM 

The District will provide coordination, technical assistance, and other support necessary to assist schools participating in the Title 
I Schoolwide Program in planning and implementing effective parent and family engagement activities. This effort will assist in 
building the capacity of parents to improve the academic achievement of their child and increase overall school performance, 
through the following means and activities: training seminars for principals of schools implementing the 2022-2023 Title I 
Schoolwide Program; the M-DCPS Parent Portal; the Title I Neighborhood Resource Center (NRC), District support provided to 
school site Parent Resource Centers; M-DCPS training available to assist each school in effectively managing their  EESAC; the 
Project UP-START Education Program for Children and Youth Living in Transition in Miami-Dade County; The Parent Academy 
(TPA); and professional development activities provided via the Title I Community Involvement Specialist (CIS)/Community Liaison 
Specialist (CLS) Training Centers. Additionally, schoolsite CIS/CLS serve as a bridge between the home, school, and the 
community in order to facilitate workshops and training sessions, information, resources, telephone calls, home visits, and 
schoolsite and community parenting activities that strengthen the parent and family’s capacity for engagement to support student 
achievement. 

Schools implementing the Title I Schoolwide Program will be required to electronically submit their completed Title I School-level 
PFEP every year. The Department of Title I Administration's Accountability and Technical Assistance Team (A-TAT) staff members 
will review the electronic submission of the Title I School-level PFEP and provide technical assistance and support to ensure 
compliance with all requirements of Section 1116 of the Every Student Succeeds Act (ESSA). Additionally, in an effort to further 
assist schools in meeting the requirements of the law, A-TAT staff will conduct onsite technical assistance visits to selected Title I 
schools to ensure compliance with all requirements [Section 1112(C) and Section 1116].  

The LEA will provide other reasonable support for parent and family engagement activities under Section 1116, as  may be 
requested by parents via the Title I DAC general meetings (minimum of two per year and in the evenings/virtual); Title I PAC 
meetings (minimum of two per year for each administrative region in the District, at different times and locations to maximize parent 
and family participation); and the Title I schoolsite meetings/workshops for parents and families throughout the school year. Meeting 
agenda topics may include Recipes for Effective Parent and Family Engagement, Reviewing and Revising M-DCPS Title I PFEP, 
and Parent and Family Engagement Practices.  Parents and families will also be provided with information and materials in support 
of improving the academic achievement of their children. Additionally, parents and families will be provided with information and 
training in the areas of technology use, life skills, and community service needs. The District will provide additional parent and 
family engagement guidance to schools in the Title I Administration e-Handbook, which is an additional resource available to 
schools participating in the Title I Schoolwide Program. The handbook contains information on all elements of the Title I Schoolwide 
Program, inclusive of the specific requirements of ESSA, Section 1116, such as the PFEP and the School-Parent Compact sample 
template. In addition, the Department of Title I Administration’s Website http://title1.dadeschools.net, the Department of Family 
Support Services’ Website, and Title I School-level Compliance Collaboration Site are available to support all participating Title I 
schools. 
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COORDINATION AND INTEGRATION OF PARENT AND FAMILY ENGAGEMENT STRATEGIES 
FROM TITLE I, PART A WITH OTHER FEDERAL PROGRAMS 

ANNUAL EVALUATION OF THE CONTENT AND EFFECTIVENESS OF 
THE PARENT AND FAMILY ENGAGEMENT PLAN 

An annual M-DCPS Title I Parent and Family Involvement Survey is conducted toward the end of the school year to evaluate the 
content and effectiveness of the parent and family engagement outreach activities on improving the academic quality of schools 
funded by Title I, Part A, over the course of the academic year. The survey assists in identifying barriers to greater participation by 
parents in sanctioned activities. Evaluation findings are used to design more effective strategies for the following school year. A 
collaborative effort is made to inform parents of the availability and importance of this survey via the  CIS/CLS, at Title I District and 
Region meetings, the Title I DAC Talk News Bulletin for Title I parents, the Title I Quarterly Bulletin, SchoolMessenger, and flyers. 
This survey is made available online in English, Spanish, and Haitian-Creole for parents to complete. Also, the printed version of 
the survey is made available at schools, and at District meetings to facilitate the completion of the survey by parents. The school's 
CIS/CLS or parent contact person will encourage and assist parents with the completion of the survey. Additionally, survey results 
are used by the District to develop the next school year's LEA-wide PFEP, and Title I School-level PFEP for schools implementing 

1 Title I Migrant Program 

Under the supervision of the Executive Director of the Migrant Program, staff provides 
supplemental instructional and support services to migrant workers and their families 
through many components, inclusive of the Migrant Early Childhood Learning 
Program, in conjunction with the Department of Title I Administration. 

2 Project UP-START 

Under the supervision of the director of Project UP-START, Homeless Education 
Program Community Outreach, the School Homeless Liaisons disseminate 
information regarding weekly parent workshops scheduled through the Title I 
Neighborhood Resource Center. Additionally, the Director is invited to speak at Title 
I  CIS/CLS orientation meetings and other parent meetings, to share information 
regarding the services and resources available to students and families living in 
unstable housing (i.e., homeless situations). 

3 
Parents-Helping-Parents 

(PHP) 

Under the supervision of the Family Liaison Officer, Family Support Specialists (FSS) 
serve as liaisons between families, schools, and the District office that oversee this 
initiative to help families access services and programs, such as Head Start, 
Exceptional Student Education, English Learners, Alternative Education, Migrant 
Educational Services, and others. 

4 The Parent Academy 

Under the supervision of the Director, the Miami-Dade County Public Schools Parent 
Academy is a District-wide initiative designed to support community and family 
involvement across the District. The Parent Academy partners with local and national 
organizations in order to provide a wide range of free resources in an effort to assist 
parents in becoming full partners in their child’s education. 

5 Early Childhood Programs 

Under the supervision of the Administrative Director of Early Childhood Programs, 
staff supports the engagement and involvement of parents of young children with a 
variety of meaningful parental experiences through Head Start, Early Head Start, and 
the Voluntary Pre-Kindergarten programs, in conjunction with the Department of Title 
I Administration. 

6 Exceptional Student 
Education 

Under the supervision of the Administrative Director of the Office of Educational 
Services and Support, the Department of Exceptional Student Education serves 
children and families throughout the District by developing, coordinating, and 
overseeing programs that support students with disabilities in order to ensure that 
curriculum, instructional, and behavioral practices are tailored to meet their 
educational needs. 

7 
Educational Alternative 

Outreach Program 

Under the supervision of the Administrative Director of the Educational Alternative 
Outreach Program, Principal, and Assistant Principal, staff provides supplemental 
instructional, and support services to neglected and delinquent students, and their 
families. This office also assists with the dissemination of information regarding the 
availability of parent training, events/activities, workshops, and other information 
related to post-secondary education. 

A-87



  2022-2023 

the Title I Schoolwide Program. All Title I schools will schedule meetings for parents before the end of the school year wherein 
participants will identify barriers which may have hindered parental participation in parent and family engagement activities during 
the school year and identify the steps the school will take to overcome those barriers. Moreover, the Office of Program Evaluation 
conducts an annual evaluation of the Title I Schoolwide Program, inclusive of the Parent and Family Engagement Program. The 
evaluation will focus on the outcomes of the services provided to parents and families. 

BUILDING SCHOOLS' AND PARENTS' CAPACITY 

Count 
Content and Type of 

Activity 
Person(s) 

Responsible 
Anticipated Impact on 
Student Achievement 

Timeline 
Evidence of 

Effectiveness 

1 

Content: Empower 
parents with information, 
resources, and services 
available through the 
school, District, and 
community 

Activity: Connections 
with community 
agencies that provide 
support services to 
parents and families 

Title I 
CIS/CLS, 
Department of 
Title I 
Administration 
staff, 
principals, and 
CIS/CLS 

Collect data via the 
submission of the Monthly 
Parent and Family 
Engagement School 
Report, which documents 
the support services 
provided to parents 
through a referral process 
to community agencies to 
address specific needs 
that contribute to 
supporting the academic 
achievement of students 

Monthly • Parent Referral to
Community
Agency
logs

• Completed
Community
Agency
Referral forms

• Monthly Parent
and
Family
Engagement
School reports

2 

Content: Provide 
recommendations on 
goals and steps needed 
to improve the Title I 
Schoolwide Program; 
develop and review the 
LEA Title I PFEP jointly 
with the District; and 
assist with informing 
parents attending the 
Annual Parent Meeting 
About the Benefits of 
the Title I Schoolwide 
Program, District 
meetings, and other 
parent meetings, as 
appropriate 

Activity: Title I DAC 
Executive Board 
Meetings 

DAC elected 

officers, 

Department of 

Title I 

Administration 

District Director, 

Executive 

Director, and 

selected Title I 

staff 

The input and 
recommendations 
provided are utilized to 
establish goals, 
initiatives, and activities 
that support student 
academic achievement 

August 2022-
June 2023 

• Electronic
communications

• Flyers

• Agendas

• Sign-in sheets

• Handouts
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Count 
Content and Type of 

Activity 
Person(s) 

Responsible 
Anticipated Impact on 
Student Achievement 

Timeline 
Evidence of 

Effectiveness 

3 

Content: Provide 
information, meetings 
and training sessions (in 
person or virtual), and 
on-site technical support 
to assist school staff in 
effectively completing 
the Title I School-level 
PFEP 

Activity: M-DCPS 
meetings, training 
sessions, and technical 
support and assistance 

Selected District 
staff 

Increased parental 
engagement in the 
development and review 
of the Title I School-level 
PFEP 

August 2022-
June 2023 

• Weekly Briefings

• Agendas

• Meeting minutes

• Sign-in sheets

• Handouts

• Title I School- 
    level
   Compliance 
   Report 

• PowerPoint
presentations

4 

Content: Inform staff of 
their school’s 
participation in Title I 
Schoolwide, Part A 
programs and explain 
the requirements of 
ESSA with emphasis on 
student academic 
achievement through 
parent and family 
engagement 

Activity: Opening of 
school meetings 

Department of 
Title I 
Administration 
and schoolsite 
administrators 

Enhanced school-site staff 
understanding of the 
requirements of ESSA 
with emphasis on student 
academic achievement 
through parent and family 
engagement 

By the end of 
October 2022 

• Agendas

• Sign-in sheets

• Handouts

• PowerPoint
presentations

5 

Content: Compile 

information on how Title I 

schools are progressing 

in support of parent and 

family engagement via 

instructional delivery 

The information gathered 

will assist in the 

development of the LEA 

and School-level PFEP 

for the upcoming school 

year 

Activity: The M-DCPS 

Title I Parent/Family 

Engagement Survey 

Title I District 

Director, 

Executive 

Director, 

selected Title I 

staff and 

Director of 

Research and 

Evaluation, 

Office of 

Program 
Evaluation 

Provide information that 
enhances the delivery of 
support services and 
strengthens the relations 
between parents and the 
school in meaningful ways 
that support academic 
achievement 

May-July 2023 • Electronic
communications
(Weekly Briefings)

• Compilation of
Survey Results
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Count 
Content and Type of 

Activity 
Person(s) 

Responsible 
Anticipated Impact on 
Student Achievement 

Timeline 
Evidence of 

Effectiveness 

6 

Content: Provide 

support to parents by 

engaging them in weekly 

webinars/workshops, 

training, and activities, to 

expand knowledge and 

skills in ways that 

contribute to their child’s 

well-being and overall 

academic success 

Activity: Title I 

Neighborhood 

Resource Center (NRC) 

Department of 

Title I 

Administration 

District Director, 

Executive 

Director, and 

selected Title I 

staff 

Develop and implement 

programs, 

webinars/workshops, 

training, and activities 

designed to empower 

parents with the skills 

needed to effectively 

assist their children 

academically and socially 

August 2022-
June 2023 

• Visitor sign-in
sheets, completed
profile &
communication
forms

• Zoom reports,
workshop/activity
agendas, sign-in
sheets, handouts,
PowerPoint
presentations
and completed
webinar/workshop/
activity survey
evaluation forms

• Electronic
communication

• Site visits on
Virtual Parent
Center

7 

Content: Afford parents 
and family members of 
students in schools 
implementing the Title I 
Program an additional 
opportunity to participate 
in the education of their 
children 

Activity: DAC Talk, 

News for Title I Parents 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and 

selected Title I 

staff 

Distribute publications 

designed to showcase 

parent advisory updates, 

current trends in 

education, and articles 

that inform parents on 

becoming more involved 

in the academic 

achievement of their child, 

thereby building the 

parental capacity for 

meaningful parent and 

family engagement 

 August 2022-

June 2023 

• DAC Talk
News for Title I
Parents

• Electronic
communications

• DAC general
meeting sign-in
sheets
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Count 
Content and Type of 

Activity 
Person(s) 

Responsible 
Anticipated Impact on 
Student Achievement 

Timeline 
Evidence of 

Effectiveness 

8 

Content: Inform parents 

of their school’s 

participation in Title I 

Schoolwide, Part A 

programs and explain 

the requirements of 

ESSA regarding parent 

and family engagement 

and the right of parents 

to be involved in those 

programs as well as 

Parents’ Right-to-Know 

provisions under ESSA 

Activity: Annual Parent 
Meeting About the 
Benefits of the Title I 
Schoolwide Program 
conducted by the school 
site 

Department of 

Title I 

Administration 
and schoolsite 
administrators 

Increased information to 
parents about the Title I 
program and ESSA, in an 
effort to build the parental 
capacity for engagement 

During 1St 
semester of 
current 
school year 

• Agendas

• Sign-in sheets

• Handouts

• PowerPoint
presentation

• Title I Annual
Parent Meeting
documentation

• Title I school-level
compliance report

• Data submitted
via the monthly
parent and Family
engagement
school reports

9 

Content: Provide 
opportunities for parents 
to increase their 
knowledge base, and 
involvement in the 
school via 
meetings/training 
sessions while mutually 
collaborating with and 
supporting other parents 

Activity: Opening of 
School Orientation 
Meeting, annual PHP 
Implementation Training- 
Initial, and Refresher, 
Mid-Year Meeting, End-
of-Year Meeting 

Family Liaison 
Officer, Family 
Support 
Specialists and 
selected 
Department of 
Family Support 
Services staff 

Data collected through the 
completion of exit 
surveys, ongoing needs 
assessments, and PHP 
case reviews will be used 
to address specific needs 
that may contribute to 
improving the attendance 
and academic 
achievement of students 

Monthly • Complete PHP
Referral Form

• Case Management
Report via Integrated
Student Information
System

• SharePoint
Collaboration
System
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STAFF TRAINING 

Count 
Content and Type of 

Activity 

Person(s) 

Responsible 

Anticipated Impact on 

Student Achievement 
Timeline 

Evidence of 

Effectiveness 

1 

Content: Provide technical 

assistance, support, and 

monitoring for school site 

staff to provide an effective 

parent and family 

engagement program 

Activity: Title I 

Administration Accountability 
and Technical Assistance 
Team (A-TAT) 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and 

selected Title I 

staff 

Enhanced schoolsite staff 

capacity to support student 

academic achievement via 

technical assistance and 

support 

August 2022-

June 2023 

• Electronic
communications

• Training session
agendas

• Sign-in sheets

• Handouts

• PowerPoint
presentations

• Title I school-level
compliance
reports

2 

Content: Share information 

with staff assigned to 

provide support to Title I 

schools regarding the 

requirements of ESSA, 

Section 1116, as well as 

best practices and strategies 

to increase parent and 

family engagement 

Activity: Parent and 
Family Outreach and 
Compliance Unit Staff 
Meetings 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and 

selected Title I 

staff 

Enhanced District staff 

understanding regarding the 

implementation of the Title I 

Parent and Family 

Engagement Program, in 

support of student academic 

achievement 

August 2022-

June 2023 

• Agendas

• Sign-in sheets

• Handouts

3 

Content: Provide 
informational meetings, 
training/workshops to assist 
schools in effectively 
implementing the Title I 
Parent and Family 
Engagement Program 

Activity: M-DCPS Meetings, 

Training Sessions, and 

Workshops/Webinars 

Selected District 

staff 

Enhanced schoolsite staff 
understanding regarding the 
requirements of the Title I 
Parent and Family 
Engagement Program, in 
support of student academic 
achievement 

August 2022-

June 2023 

• Agendas

• Sign-in sheets

• Handouts

• PowerPoint
presentations
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  2022-2023 

Count 
Content and Type of 

Activity 

Person(s) 

Responsible 

Anticipated Impact on 

Student Achievement 
Timeline 

Evidence of 

Effectiveness 

4 

Content: Inform staff of their 
school’s participation in Title 
I Schoolwide, Part A 
programs, and explain 
requirements of ESSA with 
emphasis on student 
academic achievement 
through parent and family 
engagement and provide an 
overview of federal programs 
such as migrant and Project 
UP-START 

Activity: Title I training 
sessions for schoolsite 
compliance facilitators 

Department of 

Title I 

Administration and 

schoolsite 

administrators 

Enhanced staff 
understanding of the 
requirements of ESSA with 
emphasis on supporting 
student academic 
achievement through parent 
and family engagement 

By the end of 

October 2022 

• Agendas

• Sign-in sheets

• Handouts

• Virtual
resources/webinars
on Title I website

5 

Content: Offer a variety of 

robust, high-quality staff 

development opportunities to 

enable the CIS/CLS to 

effectively support and 

engage parents and families, 

deliver essential information 

to parents on the availability 

of District, school, and 

community resources, and 
compile all supporting 

documentation regarding 

Title I parent and family 

engagement 

Activity: Title I CIS/CLS 

training centers 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and 

selected Title I 

staff 

Enhanced CIS/CLS’ skills as 

school ambassadors, in an 

effort to support student 

academic achievement 

through effective parent and 

family engagement 

August 2022-

June 2023 

• Electronic
communications

• Agendas

• Sign-in sheets

• Handouts

• PowerPoint
presentations

• Completed
compliance
reports

• Webinar on Title I
website
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 2022-2023 

Count 
Content and Type of 

Activity 
Person(s) 

Responsible 

Anticipated Impact on 

Student Achievement 
Timeline 

Evidence of 
Effectiveness 

6 

Content: Promote 

adherence to local, state, 

and federal mandates 

regarding the 

implementation of the Title I 

Program 

Activity: Training for 
principals of schools 
implementing the 2022-2023 
Title I Schoolwide Program 

Department of 
Title I 
Administration 
Administrative 
Director, District 
Director, 
Executive 
Director, and 
selected Title I 
staff 

Enhance principals’ 
understanding regarding the 
requirements of  ESSA, in 
support of student academic 
achievement through parent 
and family engagement 

September 
2022 - October 
2022 

• Electronic
communications

• Agendas

• Sign-in sheets

• Handouts

• PowerPoint
presentations

• Principal Assurance
FM-7560 document

7 

Content:  Provide support 
and training in 
comprehending and 
implementing the PHP 
initiative 

Activity:  Ongoing technical 
assistance, support, and 
monitoring 

Family Liaison 
Officer and Family 
Support Services 
staff 

Increased staff ability to 
support student academic 
achievement via technical 
assistance, support and 
monitoring 

August 2022-
June 2023 

• Electronic
communications

• Initial school
visit

• Follow-up
school visit
checklists

COMMUNICATION AND ACCESSIBILITY 

The M-DCPS LEA-wide (District) Title I PFEP will be provided to schools, in English, Spanish, and Haitian-Creole, to offer full 
opportunities for the participation of all parents. The schools' Annual Parent Meeting About the Benefits of the Title I Schoolwide 
Program  and/or parental meetings minutes and agendas will reflect discussions of the current LEA-wide Title I PFEP, the Title I 
School-level PFEP, and Title I School-Parent Compact, and allocation for parent and family engagement funds. The District will 
make as many attempts as needed to inform parents of the importance of their participation, via the following means of 
communication: School Messenger and text telephone messages to homes of parents of students participating in the Title I 
Schoolwide Program; direct mail to homes; Title I parent newsletters; Title I school marquee (where applicable); flyers sent home 
via student backpack; newspaper advertisements; social media; television and/or radio announcements or other electronic 
correspondence.  

Reasonable efforts will be made to assist parents in their primary language and parents with special needs, to provide them with 
information regarding the rights of English Learners (EL) and children with exceptionalities. Parents are made aware of the 
availability of simultaneous translation services in Spanish and Haitian-Creole at all Title I DAC meetings. Title I DAC and PAC 
meeting announcements are electronically provided to the schoolsite CIS/CLS, or designee to disseminate to all parents. These 
meeting announcements include special needs notifications that are returned to the Department of Title I Administration, thus 
helping to increase the participation of parents with special needs. Parents are provided the opportunity to submit suggestions and 
feedback during parent meetings. Suggestions and feedback are reviewed by staff and implemented as appropriate.  

Additional opportunities for parents will be provided through the Migrant Early Childhood Learning Program (MECLP), Migrant 
Achievement Resources (MAR), Migrant Academic Planning and Achievement (MAPA), and supportive services. Parent 
participation in workshops, parent-teacher conferences, and other school-community activities are infused to include parents as 
partners in their child’s educational  development. Family literacy programs are also part of the Family Resource Center  and local 
Migrant Education Program.   

The following District and school communications will be sent in English, Spanish, and Haitian-Creole: Title I Parent Notification 
Letter, Title I School-Parent Compact, Parent's Right-To-Know Information, Annual Parent Meeting About the Benefits of the Title 
I Schoolwide Program  Notice, school newsletters, parent training flyers and notifications, and on the academic performance of 
Title I students on English Language Arts, Mathematics, Science, and Social Studies state assessments. Information about state 
assessments can be found at https://www.fldoe.org/. 
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 2022-2023 

DISCRETIONARY ACTIVITIES TO BUILD PARENTS' CAPACITY FOR INVOLVEMENT IN THE SCHOOL 

Count Activity 
Description of Implementation 

Strategy 

Person(s) 

Responsible 

Anticipated Impact on 

Student Achievement 
Timeline 

1 

Train parents on 
enhancing the 
involvement of other 
parents [Section 

1116(e)] 

The Parent Academy 

training/workshops help parents 

become full partners in their  

child’s education 

Family Liaison 

Officer, Dept. of FSS 

staff, The Parent 

Academy staff, and 

selected Title I staff 

Increased parent and 

family engagement, 

thereby enhancing the 

academic achievement of 

students 

August 

2022- 

June 2023 

2 

Schedule flexible 
meetings or conference 
calls with parents unable 
to attend regularly 
scheduled meetings at 
the school [Section 
1116(e)] 

Schools implementing the Title I 

Schoolwide Program are 

encouraged to schedule 

meetings and/or webinars at 

different times and days 

throughout the school year 

and/or provide opportunities for 

parents to participate via varied 

modalities and/or conference 

Zoom or virtual meetings calls, 

to maximize parental 

participation 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and selected 

Title I staff 

Increase parent and family 

engagement by maximizing 

the participation of parents 

who are unable to attend 

regularly scheduled 

meetings, that may further 

help to support the 

academic achievement of 

students 

August 

2022- 

June 2023 

3 

Adopt and implement 

model approaches to 

improve parent and 

family engagement 

[Section 1116(e)] 

Members of  A-TAT schedule 
technical assistance and 
support meetings/webinars 

The CIS/CLS training centers 
provide professional 
development designed to 
enhance skills as school 
ambassadors 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and selected 

Title I staff 

Enhance schoolsite staff 

capacity to empower 

parents with information, 

resources and services, 

thereby supporting the 

academic achievement of 

students 

August 

2022- 

June 2023 

4 

Establish a Parent 

Advisory Council (PAC) 

in each region to provide 

advice on all matters 

related to parent and 

family engagement in 

Title I, Part A programs 

[Section 1116(e)] 

Title I PAC Executive Board 
advises the Department of Title I 
Administration on matters 
related to parent and family 
engagement in Title I schools 
and supports the planning and 
implementation of the Title I 
Schoolwide Program 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and selected 

Title I staff 

Promote student learning 
via a fostered family 
environment by facilitating 
information dissemination 
on resources and services 
available through the 
District 

August 

2022- 

June 2023 

5 

Establish an LEA-wide 

District Advisory Council 

(DAC) to provide advice 

on all matters related to 

parent and family 

engagement in Title I, 

Part A programs [Section 

1116(e)] 

Title I DAC Executive Board 
advises the Department of Title I 
Administration on matters 
related to parent and family 
engagement in Title I schools 
and supports the planning and 
implementation of the Title I 
Schoolwide Program 

Department of 
Title I 
Administration 
District Director, 
Executive 
Director, and selected 

Title I staff 

The creation of a parent-
centered advisory council 
for the facilitation and 
dissemination of 
information, resources and 
services available through 
the school and the District, 
in order to foster a family 
environment that promotes 
learning 

August 

2022- 

June 2023 
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 2022-2023 

Count Activity 
Description of Implementation 

Strategy 

Person(s) 

Responsible 

Anticipated Impact on 

Student Achievement 
Timeline 

6 

Facilitate webinars and 
training sessions on 
topics designed to 
encourage and maximize 
parental engagement in 
collaboration with the 
Department of FSS and 
The Parent Academy 

The implementation of webinars 
and training sessions will be 
evaluated annually via the Title I 
Parent/Family Engagement 
Survey and the Title I 
Evaluation, conducted by the 
District’s Office of Program 
Evaluation 

Family Liaison Officer, 
Dept. of FSS staff, 
and The Parent 
Academy staff 

Enhanced parents’ ability 
to assist and advocate for 
their children in an 
effective manner and 
promote the importance of 
a positive relationship 
between parents and 
school personnel in order 
to achieve better learning 
outcomes for students 

August 
2022- 
June 2023 

2021-2022 BUILDING CAPACITY SUMMARY 

Count Content and Type of Activity 
Number of 

Activities 

Number of 

Participants 

Anticipated Impact on Student 

Achievement 

1 

Content: DAC Executive Board members provided 

recommendations on goals and steps needed to improve the 

Title I Program; developed and reviewed the Title I Parent 

and Family Engagement Plan (PFEP) jointly with the LEA; 

and assisted in informing parents of the Title I Annual 

Parent Meeting, District meetings, and other parent 

meetings, as appropriate 

Activity: DAC Executive Board Meetings 

5 90 

Strengthened relations between 

parents and the school in 

meaningful ways that supported 

academic achievement 

2 

Content: Participants developed and reviewed jointly with 

the Department of Title I Administration, the District PFEP; 

received information regarding the requirements of the Title I 

Program, and parent’s right to be involved; and were 

empowered with information, resources and services 

available through the school, the District, and the community 

Activity: Title I DAC General Meetings 

3 1,284 

Strengthened relations between 

parents and the school in 

meaningful ways that supported 

academic achievement 

3 

Content: Developed and reviewed the LEA-wide Title I 

PFEP jointly with the Department of Title I Administration; 

received information regarding the requirements of the Title I 

Schoolwide Program, and parent’s right to be involved; 

provided information, resources and services available 

through the school, the District, and the community 

Activity: Title I PAC Meetings 

10 1,884    

Strengthened partnerships 

between parents and the school 

in meaningful ways that 

supported academic 

achievement 
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 2022-2023 

Count Content and Type of Activity 
Number of 

Activities 

Number of 

Participants 

Anticipated Impact on Student 

Achievement 

4 

Content: Collected information on how Title I schools are 

supporting parent and family engagement in their child’s 

education 

The information gathered has been used in the development 

of the 2022-2023 District and Title I School-level PFEP 

Activity: 2021-2022 M-DCPS Title I Parent and Family 

Engagement Survey and 2021-2022 School-level Parent 

and Family Engagement Survey 

1 4,794      

Gathered parents' feedback and 

suggestions on ways to improve 

the academic achievement of 

students 

5 

Content: Provided support to parents of children 

participating in the Title I Schoolwide Program by expanding 

their knowledge and skills in ways that contributed to their 

child’s well-being and overall academic success 

Activity: Title I Neighborhood Resource Center (NRC) 

134 3,437 

Implemented programs and 

activities that supported student 

academic achievement 

6 

Content: Provided monthly activities, workshops, resource 
materials and support to enhance parents and caregivers’ 
abilities to better support student learning 

Activity: Schoolsitep resource centers 

322 62,482 

Implemented programs and 

activities that supported student 

academic achievement 

7 

Content: Enhanced student-teacher relationships; 

increased parent and family engagement and assisted with 

building parental capacity for involvement to support student 

academic achievement 

Activity: Challenging Higher Education for Students in our 

Schools (CHESS) Program 

70 7,031 

Implemented programs and 

activities that supported student 

academic achievement 

8 

Content: Afforded parents and family members of students 
in schools implementing the Title I Program additional 
opportunities to participate in the education of their children 

Activity: DAC Talk, News for Title I Parents 

1 2,000 

Designed to showcase parent 

advisory updates, current 

trends in education and articles 

that supported student 

academic achievement 

Content: The District informed parents of their child’s school participation in Title I, Part A programs and explained the requirements 
of the program. Approximately 3,499 parents attended one or more activities during the 2021-2022 school year representing the 
103 Title I private schools throughout the District participating in the Title I Non-Public Schools Program. Furthermore, these 
activities made a positive impact on student achievement, fostered family literacy and a love for learning. Moreover, a 2.0 
percentage academic growth in the basic skills areas was realized by the conclusion of the 2021-2022 school year.  The Handbook 
on Family and Community Engagement (Retrieved from https://www.schoolcommunitynetwork.org/downloads/FACEHandbook.pdf) 
contains some of the research that supports the aforementioned activities. The implementation of these activities will be evaluated 
annually via the Title I Parent and Family Engagement Survey and the Title I Evaluation, conducted by the District’s Office of 
Program Evaluation. 
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 2022-2023 

2021-2022 BARRIERS WHICH HINDERED PARTICIPATION BY PARENTS 
IN PARENT AND FAMILY ENGAGEMENT ACTIVITIES 

Count Barrier Steps the School Will Take to Overcome 

1 Parents’ work schedule/time conflict 

With the District's assistance and monitoring, schools will be required to offer a 

flexible number of meetings and virtual webinars in the morning, afternoon, 

evening and on different days of the week which provide opportunities to reduce 

conflicts with parent work schedules, to foster parental participation at these 

events. 

2 
Accommodations for parents with 

special needs 

With the District's assistance and monitoring, schools shall provide equitable 

opportunities for the participation of parents with special needs by making the 

necessary accommodations ( i.e., offering virtual meetings). 

3 Collaboration with community partners 

The District will provide coordination, technical assistance and other support 
necessary to assist with and build the capacity of staff in planning and 
implementing effective parent and family engagement activities. Organization(s) 
with a track record of effectiveness in engaging and involving parents and 
families will be contacted to help build the capacity of staff or is relate meaningful 
parent and family engagement. 

2021-2022 BEST PRACTICES 

Count Content/Purpose Description of the Activity 

1 

Content: Provided webinar and virtual 

training sessions for parents and 

families via the Title I NRC, the Title I 

DAC, and PAC 

Purpose: Parent workshops/training/ 

meetings to build parent capacity 

To overcome previously identified transportation barriers, the Department of Title 
I Administration conducted in-person and virtual meetings, training sessions, and 
workshops for parents and families at the Title I Neighborhood Resource Center 
(NRC). Parents and families were also provided opportunities to attend the Title 
I District Advisory Council (DAC) General Meetings held at various schools 
throughout the District via Zoom.  Parents and families were also provided with 
bus transportation to attend the Title I District Advisory Council (DAC) General 
Meetings held at various schools throughout the District. Additional 
transportation barriers were overcome by providing parents and families the 
opportunity to participate in workshops/training via virtual conference meetings. 

2 

Content: Provided certificate-based 
training for parents and families at the 
Title I NRC 

Purpose: Parent workshops/training/ 
meetings to build parent capacity 

Provided certificate-based educational workshops/training to parents and 
families at the Title I Neighborhood Resource Center (NRC) and Title I school 
site parent resource centers throughout the District whereby parents received 
certificates for successfully completing all requirements as specified by the 
program. The participation of parents/families in these specialized 
workshops/training helped to enhance their ability to support the overall well-
being of their family. Three (3) certificate-based training sessions regarding; 
What Every Adult Needs to Know About Child Sexual Abuse, Epilepsy, and 
Diabetes Educational Empowerment provided parents and families with the tools 
and knowledge to keep their children safe from sexual perpetrators and to live 
healthier lives. 

3 

Content: Technology Training for Title I  
CIS/CLS 

Purpose: Professional Development 

The Department of Title I Administration and the Title I NRC staff provided 
training on Utilizing Community Partners to Engage Parents and Families for 
Virtual Learning Success to Title I CIS/CLS’s.  The training expanded their 
knowledge of local community agencies that are available to provide free virtual 
webinars, programs, and other services that help strengthen parent and family 
engagement. 
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 School Year: 2022-2023 

Dear Parents/Guardians: 

In compliance with the federal McKinney-Vento Homeless Assistance Act, as reauthorized in 2015 by 
Every Student Succeeds Act (ESSA), States and Local Educational Agencies must ensure that children 
and youths living in unstable housing situations have equal access to the same free, appropriate public 
education, as provided to other children and youths. Based on the 2022-2023 Project UP-START Student 
Eligibility Questionnaire (FM-7378) that you completed and submitted to the District, your child has met 
the Program’s eligibility requirements and has been enrolled in Project UP-START for this school year. 
Please note that FM-7378 must be completed each school year in order to be enrolled in the 
Project UP-START Program. 

During the 2022-2023 school year, your child will have access to quality educational and support services 
to ensure that he/she has an opportunity to meet the same challenging State academic standards to 
which all students are held. The support that Project UP-START is able to provide to your child includes 
but is not limited to the following services: 

• Monitoring of your child’s attendance to school and his/her academic performance, conducted

by the School UP-START Liaison in conjunction with District’s UP-START staff members;

• Case management assistance;

• Transportation requests to School of Origin if over two (2) miles from the nighttime residence;

• Referrals to “The Shop,” operated by the Office of Community Engagement for school

supplies, food, clothing and toiletries;

• Referral to community agencies; and

• College transition support if your child is in his/her Senior year of high school.

If you would like more information regarding the Project UP-START Program, you may contact the UP- 
START Liaison at your child’s school, or by calling 305 995-7318, or by emailing 
projectupstart@dadeschools.net, or access the information on the Miami-Dade County Public Schools, 
Project UP-START’s website at http://ProjectUpStart.dadeschools.net. 

Thank you for your continued interest in your child’s education. 

Sincerely, 

Ms. Amy O. Christopoulos, Director of Community Outreach 

Department of Title I Administration, Project UP-START 

Cc: Mr. Edgardo L. Reyes 
       Mr. Pedro Arteaga 

APPENDIX II
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Curso escolar: 2022-2023 

Estimados Padres de Familia/Tutores: 

En cumplimiento con la ley federal de asistencia para personas sin hogar McKinney-Vento Homeless Assistance 
Act, de acuerdo con la nueva autorización en el 2015 por la Ley Cada Estudiante Triunfa (Every Student 
Succeeds, ESSA), las agencias educacionales locales y estatales deben asegurar que los niños y adolescentes 
que estén experimentando condiciones de vivienda inestables tengan el mismo acceso a la misma educación 
pública gratuita y adecuada, tal como se proporciona a otros niños y adolescentes. Basado en el 2022-2023 
Cuestionario de Elegibilidad de Estudiantes del Proyecto "UP-START" que completó y envió al Distrito, su 
hijo/hija cumplió con los requisitos de elegibilidad del Programa y ha sido matriculado en el Proyecto "UP-START" 
para este curso escolar. Por favor, tenga en cuenta que el formulario FM-7378 debe completarse cada 
curso escolar para poder ser matriculado en el Programa del Proyecto "UP-START".  

Durante el curso escolar del 2022-2023, su hijo/hija tendrá acceso a servicios educacionales y de apoyo de 
calidad para asegurar que tenga la oportunidad de cumplir con los mismos estándares académicos desafiantes 
del estado, a los que están sujetos todos los estudiantes. El apoyo que el Proyecto "UP-START" puede 
proporcionar a su hijo/hija, incluye, entre otros, los siguientes servicios: 

• Monitoreo de la asistencia escolar de su hijo/hija y su desempeño académico, conducido por el

Especialista de Enlace de UP-START de la Escuela, junto con los miembros del personal de “UP-
START” del Distrito;

• Asistencia en la administración de casos;

• Solicitudes de transporte a la Escuela de Origen (School of Origin) si están a más de dos (2) millas

de distancia de la residencia nocturna;

• Remisión a "The Shop", operado por la Oficina de Participación de la Comunidad (Office of
Community Engagement) para obtener útiles escolares, alimentos, ropa y artículos de higiene;

• Remisión a agencias comunitarias; y

• Apoyo de transición a la universidad si su hijo/hija está en su último año de escuela secundaria.

Si desea obtener más información acerca del Programa del Proyecto “UP-START”, puede comunicarse con el 
Especialista de Enlace de “UP-START” en la escuela de su hijo/hija o llamar al 305 995-7318 o enviar un correo 
electrónico a projectupstart@dadeschools.net o acceder a la información en el sitio web del Proyecto “UP-
START” de las Escuelas Públicas del Condado Miami-Dade en http://ProjectUpStart.dadeschools.net. 

Gracias por su continuo interés en la educación de sus hijos. 

Atentamente, 

Ms. Amy O. Christopoulos, Directora de Alcance Comunitario 

Departamento de Administración de Título I, Proyecto “UP-START” 

cc: Mr. Edgardo L. Reyes 
      Mr. Pedro Arteaga  
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Ane Lekòl: 2022-2023 

Chè Paran/Gadyen: 

Pou rete an konfòmite avèk lwa gouvènman federal “McKinney-Vento Homeless Assistance Act” (Akò 
Asistans Sanzabri McKinney-Vento), jan “Every Student Succeeds Act (ESSA)” (Akò Chak Elèv Fè Siksè), 
te re-otorize li an 2015, Ajans Edikasyonèl Eta ak Lokal yo dwe asire tout timoun ak jèn ki ap viv nan 
tranzisyon jwenn menm aksè a edikasyon piblik gratis apwopriye, jan yo bay lòt timoun ak jèn yo. Daprè 
Kesyonè Elijibilite Elèv (FM-7378) Pwojè-UP/START sou Pwogram Timoun ak Jèn ki nan Tranzisyon ou te 
ranpli e soumèt bay Distri a, pitit ou a satisfè demand elijibilite yo e nou anwole li nan pwogram Pwojè 
Up-Start pou lekòl ane sa a. Silvouplè note ou dwe ranpli fòm FM-7378 la chak ane lekòl pou li ka 
anwole nan pwogram UP-START. 

Pandan ane lekòl 2022-2023 an, pitit ou a ap jwenn aksè a bonjan kalite edikasyon ak sèvis sipò pou 
elèv pou asire li jwenn opòtinite pou satisfè menm estanda akademik rijid Eta a menmjan ak tout elèv. Sipò 
Pwojè UP-START kapab bay pitit ou a gen ladan men li pa limite a: 

• Siveyans prezans pitit ou a nan lekòl ak pèfòmans akademik li, Lyezon lekòl UP-START ap fè
an konjonksyon avèk anplwaye UP-START Distri a;

• Asistans nan fason yo ap jere ka a;

• Demand pou transpò pou ale nan lekòl li ye kounye a si distans la plis pase de (2) kilomèt de
kay kote li dòmi an;

• Rekòmandasyon nan "The Shop" (Boutik La), “Office of Community Engagement” (Biwo
Angajman Kominotè) ap jere pou yo ba li founiti klasik, manje, rad ak aktik twalèt;

• Rekòmandasyon bay ajans kominotè yo; ak

• Sipò   pou   tranzisyon   nan   kolèj   si   pitit   ou   a   nan   dènye   ane   lekòl   segondè li.

Si ou ta renmen plis enfòmasyon sou Pwogram Pwojè UP-START la, ou ka kontakte lyezon UP-START 
nan lekòl pitit ou a, oubyen rele nan 305 995-7318, oubyen voye lèt elektwonik nan 
projectupstart@dadeschools.net, oubyen jwenn aksè a enfòmasyon sou sit Entènèt Pwojè UP-START 
Lekòl Leta Miami-Dade County a, nan http://ProjectUpStart.dadeschools.net. 

Mèsi pou enterè ou kontinye genyen nan edikasyon pitit ou. 

Sensèman, 

Ms. Amy O. Christopoulos, Direktè Sansibilizasyon Kominotè 

Depatman Administrasyon Title I, Pwojè UP-START 

Cc: Mr. Edgardo L. Reyes 
          Mr. Pedro Arteaga 
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