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Purpose of This Procedural Manual 
 

  Purpose of this Procedural Manual The purpose of this standard operations procedures manual is to provide a     
step-by-step, systematic approach to managing the rules and guidelines of Federal Programs to ensure consistent 
compliance. The information is used by staff to ensure that Federal programs are being implemented accurately 
and effectively. The step-by-step approach contained in this handbook will promote uniformity in operations as 
Thomasville City Schools (TCS) seeks to carry out official duties and responsibilities. The Georgia Department of 
Education (GaDOE) provides local educational agencies (LEAs) extensive guidance on the overarching requirements 
for federal programs via the onsite monitoring document that is used to ensure that LEAs are meeting all statutory 
requirements of federal programs. It is hoped that this guide will be useful to staff as they strive to ensure 
compliance with all federal programs statutory requirements.  

 

Federal Programs Staff Responsible for Monitoring Federal Programs 

Nathan Espy 
Director of Federal Programs, Consolidated Application, Title IA, Title IIA, Title IVA, Title VB, ESOL, Parent 

and Family Engagement, Coordinator of Federal Programs, Elementary and Secondary School Emergency   

Relief (ESSER) Act, which includes Coronavirus Aid, Relief, and Economic Security (CARES) Act, Coronavirus 

Response and Relief Supplemental Appropriations (CRRSA) Act, and the American Rescue Plan (ARP) Act., 

Private Schools/ES4PS  

Dr. Rhoda Gouin  

 Exceptional Students Education Director 

Cheri Campbell 

 Exceptional Students Education Coordinator 

Dr. Tina McBride 

 Homeless Liaison, Foster Care Contact 

Jeremy Rayburn 

 Coordinator of Title IVB 
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STAFF  
 

 

Contact Information 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

TOPIC CONTACT PHONE 

Title I-A, CNA, SIP and DIP Nathan Espy 225-2600 @ 1008 

Special Education Services Dr. Rhoda Gouin 225-2600 @ 1018 

Translation Services Nathan Espy   225-2600 @ 1008 

Federal Budgets Nathan Espy 225-2600 @ 1008 

Monitoring         Nathan Espy 225-2600 @ 1008 

Time Logs/PARS Nathan Espy 225-2600 @ 1008 

Parent Engagement Catherine Swain 225-2600 @ 1008 

ESOL Nathan Espy 225-2600 @ 1008 

Homeless/Foster Care Dr. Tina McBride 225-2600 @ 1023 

Migrant Education Nathan Espy 225-2600 @ 1008 

Title II-A, IV-A, V-B Nathan Espy 225-2600 @ 1008 

Professional Learning Funded 

By Federal Programs 
Nathan Espy 225-2600@1008 

New Teacher Induction Shauwan Carter 225-2600 @ 1003 

COVID-19 Relief Funds 

CARES, CRRSA, & ARP 
Nathan Espy 225-2600 @ 1008 

Assessment and Accountability 

Coordinator 
Katie McCloud 225-2600 @ 1009 
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Section I: Overarching Requirements for All Federal Programs 

  Thomasville City Schools 
Description of Federal Programs 

Title 1, Part A - The intent of Title I funding is to “help all children have the opportunity to obtain a high 
quality education and reach proficiency on challenging state and academic standards and assessments.”  
The purpose of Title I is to “enable schools to provide opportunities for at-risk and disadvantaged children 
to acquire the knowledge and skills contained in the challenging State content standards and to meet the 
challenging State performance standards developed for all children. Title I, Part A is intended to serve 
students in core academic subject areas only.    
School Improvement 1003a - To provide financial resources to local educational agencies (LEA) on behalf 
of Title I schools identified as Focus.  
Title 1-C, Migrant Education Program - The Migrant Education Program (MEP) is a federally funded 
program designed to support comprehensive educational programs for migrant children to help reduce 
the educational disruption and other problems that result from repeated moves.  
Title II-A, Teacher and Leader Effectiveness - The purpose of the Title II, Part A program is to increase   
academic achievement by improving teacher and principal quality. This program is carried out by: 
increasing the number of PQ teachers in classrooms; increasing the number of PQ principals and assistant 
principals in schools; and increasing the effectiveness of teachers and principals by holding LEAs and 
schools accountable for improvements in student academic achievement. School systems must work to 
ensure that all students, especially children of poverty and of color, have equitable opportunities to be 
taught by highly effective teachers.  
Title III, Part A Language Instruction for LEP and Immigrant Students - Title III is a federally-funded 
program that provides eligible Local Education Agencies with funding to supplement those ESOL services 
already in place. School districts with large EL populations receive direct Title III allocations, while school 
districts with lower incidence populations are grouped into the “Georgia Title III Consortium”. Both ESOL 
and Title III hold students accountable for progress in, and attainment of, English language proficiency. 
Upon attainment of English language proficiency, students exit from supplemental language services.  
Title IV, Part A -Student Support and Academic Enrichment (SSAE) that is intended to improve students’ 
academic achievement by increasing social-emotional skills, health and safety and technology.  
Title IV, Part B – 21st Century Community Learning Centers Program - The purpose of Georgia’s Title IV, 
Part B, 21st Century Community Learning Centers Program is to provide federal funds to establish or 
expand community learning centers that operate during out-of school hours and that have three specific 
purposes:  To provide opportunities for academic enrichment and tutorial services;  to offer students a 
broad array of additional services, programs, and activities to reinforce and complement the regular 
academic program; and, to offer families of 21st CCLC students opportunities for literacy and related 
educational development.   
Title V, Part B – Rural Education Achievement Program - The Rural Education Achievement Program 
(REAP) is designed to assist rural school districts in using Federal resources more effectively to improve 
the quality of instruction and student academic achievement. It consists of two separate programs – the 
Small, Rural School Achievement (SRSA) program and the Rural and Low-Income Schools (RLIS) program.  
Title X, Part C – McKinney-Vento Education for Homeless Children and Youth - The McKinney-Vento 
Education for Homeless Children and Youth program is designed to address the problems that homeless 
children and youth have faced in enrolling, attending, and succeeding in school. Under this program, State 
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educational agencies must ensure that each homeless child and youth has equal access to the same free, 
appropriate public education, including a public preschool education, as other children and youth. 
Homeless children and youth must have access to the educational and other services that they need to 
enable them to meet the same challenging State student academic achievement standards to which all 
students are held. In addition, homeless students may not be separated from the mainstream school 
environment.   
Elementary & Secondary School Emergency Relief (ESSER) Funds- In response to the economic outcome 
of the COVID-19 pandemic in the United States, Congress passed three bills that provided immediate and 
direct financial assistance to state and local educational agencies through the Elementary and Secondary 
School Emergency Relief funds.  These funds were provided to support areas with the greatest need, 
where the academic and non-academic components of school districts had the most significant impact 
due to COVID-19.  As additional funding was provided, the funds were intended to support state and local 
school districts’ efforts to safely reopen schools, address significant gaps in learning, and support 
measures of implementation that will continue to reduce the effects of COVID-19 on students and 
families.  
• Section 18003 of Division B of the CARES Act-Coronavirus Aid, Relief & Economic Security 

(CARES) Act  

▪ Equitable Services: An LEA that receives ESSER funds under the CARES Act (section 

18005) must provide equitable services to non-public school students and teachers in the 

same manner as provided under section 1117 of Title I, Part A of the ESEA.   

• Section 313 of the Coronavirus Response & Relief Supplemental Appropriations (CRRSA) Act 

 •  Section 2001 of the ARP Act-American Rescue Plan (ARP) Act- Section 2001    
● The LEA must reserve at least 20 percent of funds to address learning loss by 

implementing evidence-based interventions and ensure that those interventions 

respond to students’ social, emotional, and academic needs and address the 

disproportionate impact of COVID-19 on underrepresented student subgroups.  

● Maintenance of Equity: The ARP contains LEA maintenance of equity 

requirements for FYs 2022 and 2023. The ARP Act ensures that schools and LEAs 

serving large proportions of historically underserved students receive an 

equitable share of state and local funds as the nation continues to respond to the 

COVID-19 pandemic’s impact. 

● LEA Safe Return to In-Person Instruction Plan (LEA ARP Application): An LEA that 

receives ARP ESSER funds must publicly make a plan for the safe return to in-

person instruction and continuity of services on its website. Before making the 

plan publicly available, the LEA must seek public comment on the plan. 

● Six-Month Review: The LEA assures, during the period of the ARP ESSER award 

established in section 2001(a) of the ARP Act, that the LEA will periodically, but 

no less frequently than every six months, review and, as appropriate, revise its 

plan. The LEA will seek public comment on the development of its plan; the LEA 

will seek public input and take such information into account in determining 

whether to revise its plan and, if it determines revisions are necessary, on the 

revisions it makes to its plan. 

 

Part 1: District Monitoring of Programs 
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Thomasville City Schools monitoring process consists of the following major components:  
 

Program Requirements 
U.S. Department of Education mandates that the content and performance standards for all 
students reflect the same expectations generally held for all children. School reform is 
encouraged to support school wide projects. Federal programs are monitored by the state to 
determine the effectiveness of the entire program as well as individual student progress. It is 
mandated that instruction be individualized; therefore, diagnostic information must be 
obtained to plan each student’s program. 
 

Monitoring is an essential component of ensuring that all facets of federal programs are being 
implemented as prescribed by the Every Student Succeeds Act (ESSA), which reauthorizes the 
Elementary and Secondary Education Act of 1965 (ESEA) and No Child Left Behind (NCLB). It is a 
process of systematically providing technical assistance and collecting data to provide 
information that can guide program implementation. Monitoring of federal programs is 
conducted to ensure that all children have a fair, equal, and significant opportunity to obtain a 
high-quality education. Monitoring emphasizes accountability for using federal resources 
wisely. 

 
Thomasville City Schools Federal Programs makes use of monitoring as a means of regular 
observation and recording of activities taking place in schools. Critical to this process is the 
feedback provided to schools that can assist in improving student academic achievement. 
District monitoring addresses the following: 

● Ensuring that all activities are carried out in accordance with federal compliance guidelines 
● Monitoring inventory and equipment usage 
● Attainment of academic achievement goals 
● Compliance with budgetary guidelines 

 

The Georgia Department of Education requires that Thomasville City Schools monitor the 
implementation of federal programs and the expenditure of all funds associated with the 
program. The specific requirements are as follows: 

a.    Thomasville City Schools Director of Federal Programs works with the school 
level administrators and other directors and coordinators to ensure that all 
the requirements of the federal programs are implemented.  During the 
Annual System-Wide Strategic Planning Meeting, all the system data from the 
current school year is gathered for the comprehensive needs assessments 
which includes each required component of the federal program 
implemented during the previous school year.  This includes achievement, 
perception, demographic, and equity data.  Stakeholders from central office, 
schools, parents, higher education, and the community are represented at 
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this meeting.  One of the outcomes of this meeting is the review and revision 
of the Strategic Plan and the Comprehensive LEA Implementation Plan (CLIP) 
which outlines the goals and objectives (including those to address the equity 
gaps) for the upcoming school year and defines activities to be conducted to 
reach these goals.   

b.    Federal Program Staff will undergo training from GaDOE and other sources to 
maintain proficiency in federal programs compliance requirements. 

c.    Federal Program Staff will provide technical assistance to local schools. 

d.    Federal Program self-monitoring will include monitoring all program expenditures to 
verify that all program expenditures comply with Federal Program requirements. 

e.    Federal Program Staff will maintain all documentation LEA may need for 
future auditing/monitoring per the LEA Monitoring Form, which is issued 
annually by GaDOE. 

f.    In years when LEA does not receive an on-site visit, Federal Program Staff will 
complete the Self- Assessment Checklist and submit it to the Georgia Department of 
Education (GaDOE). 

g.    LEA will undergo monitoring by GaDOE on a four-year cycle. LEA/Program 
Director(s) will participate in training and technical assistance updates as 
provided by GaDOE prior to monitoring visit. 

h.    After the on-site monitoring visit/on-line monitoring through Title I Crate, the LEA will 
receive a comprehensive monitoring report, which will contain recommendations, 
findings, and required actions. If a Corrective Action Plan is required, the LEA/Program 
Director(s) will respond in a timely manner with a Corrective Action Plan, which must 
be approved by GaDOE. The appropriate Federal Program Education Program 
Specialist will monitor implementation of the Corrective Action Plan. 

i.    Once the school level parent and family engagement plan, compacts, and school 
improvement plans (if applicable) have been developed at the school level with 
stakeholder involvement, the federal program director reviews each using the GaDOE 
checklists. Written and/or verbal feedback is provided to the parent engagement 
coordinators on suggestions for improvement.  The central office and school 
leadership teams work collaboratively through emails, phone calls, as well as informal 
and formal meetings.  

j.    Prior to the beginning of the school year, principals submit program sheets for each 
employee assigned to their school.  The program sheet includes the name of the 
employee, the position for the upcoming year, job code, and the subject and 
certificate code subject taught. These program sheets are sent to the Human 
Resources Director who inputs the information into the CPI program.  The certificate 
of each teacher and paraprofessional is checked on the PSC website to verify the 
certification field codes.  If a teacher does not have the content, service area (for 
special education), and grade level for the subject they are assigned to teach, the 
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Director of Federal Programs verifies that the teacher is professionally qualified (PQ) 
based upon the local PQ requirement outlined in the CLIP.  If the teacher does not 
meet local PQ requirements, the principal is consulted.  If the teacher cannot be 
moved to a position in which he/she is qualified, a 20-day notice is sent to the parents 
of each student in that particular class by the principal.  The notice will be sent to the 
parents prior to 10 business days after the 4 consecutive weeks of the teacher not 
being PQ.  The GaDOE 20-day notification template will be used and will contain the 
day/month/year of notification, the name of the teacher, the grade level and course 
that the teacher is teaching, the name of the district and school 

 

Monitoring of Expenditures  

The Federal Programs Director and Director of Exceptional Student Education, work collaboratively 
with the Budget and Finance Department to monitor budgets and run necessary reports. 
Monitoring of each budget status is performed continuously to verify expenditures and verify that 
requisitions are coded and paid from the appropriate program budget. 
 

a. School level federal budgets are reviewed with principals during face-to-face meetings, 
through phone calls and emails throughout the year to ensure that expenditures are 
allowable, allocable, and address the needs outlined in the CLIP, and school improvement 
plans. 

b. Purchase orders generated at the school level are approved by the principal and forwarded 
to the Federal Programs Administrative Assistant who seeks the approval of the purchase 
order from the Director of Federal Programs.   

c. The director reviews the purchase order in collaboration with the federal program 
coordinator to ensure the expenditure is aligned with the school improvement plan and/or 
the CLIP and is an allowable expense, and funds have been budgeted for the expense.   If 
concerns are raised, the director calls or emails the principal to offer guidance on the 
purchase order.   

d. If the director approves the expense, the funding source is provided, and it goes to the 
Coordinator of Federal Programs who double checks the expenditure and the funding 
source.  

e. If approved, the coordinator signs the purchase order and forwards it to the financial 
department where it is again checked to ensure that the expense is allowable, and funds 
are available in the budget.   

f. Once approved by the finance department, the purchase order goes to the superintendent 
for final approval.   

g.  The Director of Federal Programs receives a budget summary from the finance 
department on a regular basis (at least every other month) in order to continually monitor 
the expenditures of each federal program.  

h. Periodic certifications are obtained twice during the school year to ensure that the 
instructional coaches, paraprofessionals, and teachers (paid 100% out of one federal 
program) only carried out activities allowable under that specific federal program.   

i. CARES/CRRSA/ARP budgets are reviewed by the Director of Federal Programs as purchases 
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are made and as a whole at least every other month to ensure that the expenditures align 
to the previously approved budget for the grant period.   

j. Employees who are paid out of more than one funding source with at least one of the 
sources being a federal program, complete a monthly after the fact Personnel Activity 
Report (PAR) to confirm that their federal program activities are allowable. At least 
quarterly the PARS for split funded employees are reviewed to ensure the percent of their 
federal program approved activities is at least equal to the percent of their salary/benefits 
being paid out of the federal program.   

k.  Both the periodic certification and the PARS are reviewed by the Director of Federal 
Programs. If non-compliance issues are found, it is addressed with the 
principal/supervisors who addresses it with the employee and corrections are made.  This 
may involve the transfer of expenditures to a non-federal funding source or changes in the 
duties of the employee as appropriate.   

l. At the end of the program year, the Director of Federal Programs and the Finance 
Department collaborate on the completion reports for the federal programs and state and 
local fund reports to ensure that Thomasville City Schools has met Maintenance of Effort 
and is within the carry over cap.  If this is not the case, the Director of Federal Programs 
consults with the specific Federal Program Specialist for guidance.  That guidance is 
implemented. 

Georgia Department of Education (GaDOE) Monitoring of Expenditures  

1. Monitoring of Expenditures – Local educational agencies (LEAs) must submit for 
approval an annual budget through the Consolidated Application process. Federal 
Program Specialists review each application and budget to ensure that expenditures 
are appropriate for the program area before approving LEA budgets. Once budgets 
are approved, Federal Program Specialists track how well LEAs are requesting funds 
for expenditures to ensure that LEAs are likely to meet the expenditure 
requirements for federal funds. 

2. Single Audit – LEAs with single audit findings are flagged for technical assistance. 

3. On-site Monitoring – An SEA on-site Cross-Functional Monitoring Team visits a LEA to 
apply the criteria included in the LEA Monitoring Form. 

4. Self-Monitoring Checklist – LEAs not receiving an on-site visit complete the Self-
Assessment Checklist and submit it to the Georgia Department of Education 
(GaDOE). 

 

The Georgia Department of Education criteria for on-site monitoring: 
● LEAs are monitored on a four-year cycle. Approximately one-fourth of the LEAs are 

monitored each year. 
● LEAs with audit or monitoring findings requiring a return of monies or receiving a high 

number of complaints from parents and other stakeholders are monitored within the 
year of the LEA audit or monitoring report and the written complaint. 
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Federal Program Specialists must follow the Division protocol when conducting an on-site 
monitoring of an LEA. A copy of all documentation is maintained with the SEA. 
 

On-Site Monitoring  
Monitoring of Title I schools is a critical component of ensuring that schools are compliant with 
federal expectations. Prior to the beginning of the new school year, the district Director of 
Federal Programs holds a meeting with each Title I principal for an orientation. Principals 
receive training on policies, procedures, and guidance for operating a Title I program.  

Principals are given detailed information on expectations and copies of program guidance. 
Specific training is provided in all facets of Federal Programs. Documentation is provided for 
each principal and discussed in detail by the Director of Federal Programs. The documentation 
includes information related to timelines, budget forms, inventory information, schoolwide 
implementation, parental involvement, internal controls, fraud policy and other areas of 
Federal Programs as appropriate. The Director of Federal Program ensures that principals 
understand what expenditures are allowable, allocable and address the intent and purpose of 
their School Improvement Plan and the CLIP. Monthly Principal’s technical assistance meetings 
are held with Title I principals. Specific budget information is given out at these meetings.  
Phone calls and emails are a daily occurrence between Federal Programs staff, and Title I school 
staff. The Director of Federal Programs notes corrections to plans for Principals and Leadership 
Teams. Once the corrections have been made, the corrected copy is submitted to the Director 
of Federal Programs. 

In addition to meeting with principals, the Director of Federal Programs meets with the Title I 
Parental Engagement Coordinators at the beginning of each year. These meetings are an 
opportunity to discuss Title I in detail and an opportunity to discuss content specific information 
with each of the above. Phone calls and emails are a daily occurrence between the Director of 
Federal Programs and Title I Parent and Family Engagement Coordinator. All Title I services are 
supplemental. This process is monitored through on-going technical assistance, site visits, and 
through the budgeting process. 

 

Onsite Monitoring Procedures 
During system-wide administrative meetings, the Director of Federal Programs along with the 
other program coordinators provide updated information to principals and department leaders 
on federal program requirements.  Each federal program coordinator visits each school at least 
quarterly to provide monitoring and additional on-site support with the implementation of the 
specific federal program requirements and activities. Walk-throughs, attendance at 
professional learning activities, discussions with teachers, meetings with principals and/or 
classroom observations are conducted at least quarterly at each school.  Any concerns are 
communicated to the principal of the school (if he/she is not in attendance).  At least twice a 
year, the Director of Federal Programs and/or the specific federal program coordinator meet 
with the principal of each school to review their federal program, the school budget, answer 
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questions, and/or provide guidance.  Visits are conducted to monitor afterschool and summer 
programs. Feedback will be provided to the principals via checklists and descriptive information 
(In back of manual). In addition, emails, staff meetings, and phone conversations take place 
throughout the year as a means of providing on-going monitoring and communication with 
each Title I school. 

 

Preparation Prior to On-Site Visit 

System training on federal programs procedures and the on-site visits are conducted 
throughout the school year.  During each system Administrative Meeting, technical assistance 
and updates are given to principals on the requirements of federal programs and the on-site 
visits.  A Checklist document is provided to principals throughout the year and provides 
technical assistance on federal programs.  Prior to the monitoring date, individual technical 
assistance meetings may be scheduled as requested by the school.   

 

Feedback and Follow-Up to On-Site Visit 

After the on-site monitoring visit, a copy of the final checklist is provided to the school within 
30 business days of the on-site visit.  The report contains the items monitored, the results, 
recommendations, and required actions (if applicable).  The areas in which the school has met 
compliance or met with recommendations require no further action.  Only the areas that are 
marked as “did not meet” require a corrective action.   The school must complete the corrective 
action within the timeline detailed in the corrective action plan.  The school must submit all 
documentation that is required in the corrective action plan to the Director of Federal Programs 
who monitors the implementation of the school’s corrective action and recommends 
appropriate alternative strategies when the actions are not being implemented in a timely 
manner.  Any school failing to correct deficiencies is subject to a delay of funds until corrections 
are made and approved by the Director of Federal Programs in collaboration with the specific 
federal program coordinators. 

 

Monitoring Checklist  

The Director of Federal Programs and the federal program coordinators use many program 
checklists to ensure that all components are included in the federal program documents 
(School Improvement Plan, Parent and Family Engagement Plan, School and Parent Compacts).  
If any components need to be revised, corrective feedback is given to the principal.  Technical 
assistance is provided as needed in order for the correction to be implemented.  The Director of 
Federal Programs and coordinator of specific federal programs continue to use the checklists 
and give feedback until the plans and compacts meet compliance. 

 

Self-Monitoring Checklist 

If a specific federal program is not receiving an on-site monitoring visit during the year, it will 
conduct a self-monitoring using the Cross-Functional Monitoring document.  The 
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documentation will be available to the Georgia Department of Education (GaDOE) if requested. 

 
 
 
 
Timeline 

June/J
uly 

Review/revise CLIP based upon collaboration with federal programs and input 
from the Strategic Planning Meeting 

Present the Strategic Plan/CLIP developed with stakeholders at summer 
administrative meetings 

Approve Parent and Family Involvement Plan based upon input gathered 
throughout the year and the planning meeting held in May/June 

Submit CLIP through SLDS 

Attach RAMP in Consolidated Application 

Review and update federal program manual  

Review the importance of parent involvement with principals 

Review professional qualifications with principals 

Review the qualifications of the upcoming school year’s teachers and 
paraprofessionals 

Review budget detail reports 

Review previous month’s Split Time Log  

Complete Identification of High-Risk Schools to determine the monitoring visits 
schedule 

Review Periodic Certifications and PARs 

Attend federal programs conference 

Review/revise Homeless Policy as needed  

Review program sheets and input information into CPI 

Identify teachers who do not meet PQ and will need 20-day notifications 

Present budget to board for approval prior to June 30th 

 
 
 
 
 

Augus
t 

Revise CLIP as requested by federal program specialists 

Attend Open Houses at schools 

Review Professional Qualifications of teachers and prepare 20-day notices to be 
sent out as needed. 

Provide Ethics training for administrators and teachers through Compliance 
Director 
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Review Fraud, Waste, Abuse, and Corruption procedures with principals/ 
department supervisors along with financial guidance which includes conflict of 
interest who in turn train all employees on these   

Provide technical assistance on federal program documents (school improvement 
plans, Parent and Family Engagement Plans, IEPs, eligibilities, compacts) 

Provide training on special education procedures 

Identify homeless students and provide needed services 

Attend federally funded professional learning at schools 

Submit Continuation of Services Data (if applicable) in Portal 

Attend regional technical assistance trainings 

Conduct walk-throughs at schools 

Review SIPs and request revisions as needed. 

Identify English learners for participation in Federally funded supplemental (i.e., 
in addition to ESOL services) English language assistance programs. If applicable, 
send parents/guardians of selected students the Title I Parent Notification of 
Student Eligibility for Supplemental Language Support Services within the first 
thirty (30) days of the school year or enrollment. 

Review IEPs and eligibilities 

Review program sheets and input information into CPI 

Identify teachers who do not meet PQ and will need 20-day notifications 

Work with finance to calculate MOE for special education 

Review detail expenditure reports for federal programs 

Begin developing federal program budgets 

Conduct Child Find in community child development centers and run notice in 
paper for Child Find 

 
 
 

Sept 

Provide technical assistance for Annual Title I Meetings 

Attend Schools' Annual Title I Meetings 

Verify that principals have sent 20-day notifications to parents of non-PQ 
teachers 

Provide Technical Assistance for School Improvement Plans, budgets, and federal 
program requirements (as needed) 

Align August substitute report with professional leave forms to identify federal 
funding source for subs (if applicable).  Submit sub report to Payroll for creation 
of substitute PARs 

Review SIPs and request revisions as needed. 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Discuss budgets with principals and federal program coordinators and develop 
budgets based upon federal program documents (Equity Plan, Needs Assessment, 
Schoolwide Plans, and CLIP) 
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Submit budgets and required documentation through Consolidated Application 

Request after the fact split time log (Time and Effort PARs) for 
teachers/paraprofessionals who are split funded through at least one federal 
program. 

Review detail expenditures 

Revise budgets based upon GaDOE program specialists’ feedback (if needed) 

Resubmit budgets as appropriate 

Review eligibilities and IEPs 

Work with Finance and HR to prepare Certified/Classified Personnel Information 
(CPI) 

Submit Timeline report in special education Portal 

Prepare/conduct quarter 1 on site school monitoring visit 

 

 
Octob

er 

Review detail expenditures 

Review eligibilities and IEPs 

Conduct Quarter 1 on-site school monitoring visit 

Review split time logs for previous month 

Work with Finance and HR to prepare Certified/Classified Personnel Information 
(CPI) 

Work with schools and data collections to submit special education, ESOL, and 
gifted FTE and student class information. 

Attend Cross Functional Monitoring training (if applicable) 

Review purchase order requests to ensure alignment with specific federal 
program documents (Needs Assessment, CLIP, Equity Plan, school improvement 
plans, budget) and are allocable and allowable for the specific federal program 

Send out invitations for private school consultation meeting for participation in 
federal programs for the following school year 

Complete Neglected and Delinquent Survey 

Complete substitute report 

Review and send PARs to principals/supervisors for approval for substitutes 

Work with Finance Department on Completion Report 

Schedule quarterly impact checks on CLIP, Strategic Plan, and Equity Plan 
activities 

Review 1st quarter benchmark results 

 

Nove
mber 

Review detail expenditures 

Six Month ARP Review 

Review eligibilities and IEPs 

School visits to observe federal program and budgeted professional learning 

Review October Split Time Logs  

Request after the fact split time log (Time and Effort PARs) for 
teachers/paraprofessionals who are split funded through at least one federal 
program. 
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Align October substitute report with professional leave forms to identify federal 
funding source for subs (if applicable).  Submit sub report to Payroll for creation 
of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Disseminate Climate Surveys  

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 

Provide technical assistance on federal programs and budget amendments as 
needed 

Conduct impact checks if not held in October. 

Complete Title VB Reap Evaluation report in Con App 

Hold private school initial consultation meeting 

 

Dece
mber 

Review detail expenditures 

Review eligibilities and IEPs 

School visits to observe federal program and budgeted professional learning 

Review November Split Time Log  

Align November substitute report with professional leave forms to identify 
federal funding source for subs (if applicable).  Submit sub report to Payroll for 
creation of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Provide technical assistance on federal programs and budget amendments as 
needed 

Submit budget amendments for carry-over funds 

Conduct 2nd Quarter On-site monitoring visit to school 

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 

 
 

Januar
y 

Review detail expenditures 

Review eligibilities and IEPs 

School visits to observe federal program and budgeted professional learning 

Review December Split Time Log 

Align December substitute report with professional leave forms to identify 
federal funding source for subs (if applicable).  Submit sub report to Payroll for 
creation of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 
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Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the program 

Send Periodic Certification forms to principals for 100% federally funded 
teachers/paraprofessionals 

Submit federal and budget amendments for carry-over funds 

Determine components needed for annual needs assessment 

Conduct impact check for 2nd quarter if not completed in December (CLIP, 
Strategic Plan, SIP) 

Review in-field information for teachers and paraprofessionals in portal 

Conduct walk-throughs, attend school meetings, provide technical assistance as 
needed to principals 

 

Febru
ary 

Review detail expenditures 

Review eligibilities and IEPs 

School visits to observe federal program and budgeted professional learning 

Review January Split Time Log  

Align January substitute report with professional leave forms to identify federal 
funding source for subs (if applicable).  Submit sub report to Payroll for creation 
of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 

Review professional qualification and in-field with principals 

Send out surveys needed for Needs Assessment 

Determine staffing projections and instructional budgets based upon FTE and 
enrollment 

Submit documentation for Cross-Functional Monitoring visit (if applicable) 

Prepare for CPI and FTE reporting 

 

March 

Review detail expenditures 

Review eligibilities and IEPs 

School visits to observe federal program and budgeted professional learning 

Review February Split Time Logs 

Conduct Federal Programs Inventory 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 
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Gather information for Needs Assessment 

Conduct 3rd quarter On-Site Monitoring 

Present FY23 instructional budgets and staffing projections to principals 

Submit and implement corrective action plan for finding from Cross-Functional 
Monitoring visit (if applicable) 

Provide Technical Assistance for Parent and Family Engagement Plans, compacts, 
budgeting, school improvement plans 

Conduct quarterly impact checks on CLIP, Strategic Plan, and Equity Plan activities 

Schedule Strategic Planning Meeting for May/June 

Submit CPI and FTE data for submission by Student Information System Specialist 

Schedule home school parent meeting 

Review/analyze equity data 

 

April 

Provide Technical Assistance for Parent and Family Engagement Plans; Compacts; 
budgeting; summer programs; budgets 

Review detail expenditures 

Six Month ARP Review 

Review eligibilities and IEPs 

School visits to observe federal program and budgeted professional learning 

Review March Split Time Log 

Align March substitute report with professional leave forms to identify federal 
funding source for subs (if applicable).  Submit sub report to Payroll for creation 
of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 

Gather information for Needs Assessment 

Send Postsecondary Outcome student list to case managers for follow up on 
selected students. 

Prepare budget amendments as needed 

Schedule and advertise the proportionate share meeting with parents of home-
schooled students with disabilities and private schools within XXX County 

Advertise the Strategic Planning Meeting.  Ensure all principals invite all parents 
to the meeting using at least two methods 

  

  

May 

Submit amendment if needed 

Review detail expenditures 

Review eligibilities and IEPs 
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School visits to observe federal program and budgeted professional learning 

Review April Split Time Log  

Align April substitute report with professional leave forms to identify federal 
funding source for subs (if applicable).  Submit sub report to Payroll for creation 
of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 

Gather information for Needs Assessment 

Conduct consultation meeting with parents of home-schooled students with 
disabilities and private schools within XXX County on proportionate share 
services 

Conduct 4th quarter On-Site Monitoring 

Submit Periodic Certification forms to principals for after the fact completion 

Review multiple selection spreadsheets for summer programs and confirm plans 
for summer school 

Collect Post-Secondary Outcome Survey information and prepare to upload to 
portal 

Hold Strategic Planning Meeting during which the following is done: Needs 
Assessment, revise Strategic Plan, CLIP, specific federal program documents, and 
review/revise Homeless policy.  Schools may review and update their needs 
assessment and school improvement plan at this meeting also 

 
 

June 

Review/analyze results of standardized assessments  

Monitor summer school programs 

Review detail expenditures 

Review eligibilities and IEPs 

Review May Split Time Logs 

Align May substitute report with professional leave forms to identify federal 
funding source for subs (if applicable).  Submit sub report to Payroll for creation 
of substitute PARs 

Review monthly Personnel Activity Reports (PARs) and submit to principals for 
approval 

Review purchase order requests to ensure alignment with specific federal 
program documents and are allocable and allowable for the specific federal 
program 

Collect after the fact periodic certifications for federally funded Instructional 
coaches 

Collaborate with federal program coordinators to update questions in their 
school improvement plans, CLIP, and other federal program documents based 
upon information gathered at the planning meeting with stakeholders. 

Determine the Effectiveness of federal program activities 
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Attend Federal Programs conference 

 

Schedules 
June- August 
 

• Review/Revise CLIP based upon collaboration between federal programs and stakeholders 
● Submit CLIP to SLDS 
● Revision/Completion of source documentation to verify program effectiveness 
● Schools use summative tests results, parent survey results, and other needs assessment 

data to revise their Schoolwide and/or School Improvement Plans. Schools involve various 
stakeholders in the analysis of this data and in the planning for the upcoming year. 

● The Federal Programs Director conducts the Principals/Instructional Coaches first meeting 
of the new school year to discuss/reiterate Title I guidelines and requirements for the 
upcoming school year. The Director of Federal Programs, Parent and Family Engagement 
Coordinator, Special Education Director, Director of Curriculum, Learning and Assessment 
and Homeless Liaison all share information. 

● June or July-Leadership Summit 
● June- Director of Federal Programs and staff attend annual state Title Programs Conference 
● Principals present their Schoolwide plans and their School Improvement Plans to the 

Director of Federal Programs and the Curriculum and Assessment Team. Budgets are 
reviewed to ensure that funds are being spent according to the plan and the plan has all 
the necessary components. Guidance to include: 

o Agendas and sign in sheets 
o Test security 
o Equity Plan 
o Professional Qualifications and In-Field 
o School improvement plan compliance checklist 
o Multiple Selection Spreadsheet 
o Inventory 
o Title III, I-C reminders and updates 
o Compliance Director – Code of Ethics, Fraud, Waste, Abuse, Corruption, Conflict of 

Interest 
● Present budget to board for approval 
● Identify English learners for participation in Federally funded supplemental (i.e., in addition 

to ESOL services) English language assistance programs. If applicable, send 
parents/guardians of selected students the Title I Parent Notification of Student Eligibility 
for Supplemental Language Support Services within the first thirty (30) days of the school 
year. 

● The Homeless Liaison contacts every school to update the system homeless list and to 
consult regarding the needs of homeless students in our non-Title I schools. The liaison also 
makes sure that every school has up-to-date homeless contact information posted. 

● Present Fraud, Waste and Abuse PPT to entire staff 
● Review Professional Qualifications of teachers in order to prepare 20-day notifications 
● The Foster Care Liaison contacts every school to update the system foster care list and to 
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consult regarding the needs of foster care students.  
● August-September-  The Title I, Part A Parent and Family Engagement Coordinator reviews 

Title I School-Parent Compacts using the checklists provided by the GaDOE. The Parent and 
Family Engagement Coordinator provides feedback to principals before final copies are 
printed.  The coordinator also files copies of these documents in the Federal Programs 
Office.  Final copies of compacts are shared with families before the end of October. 

● August-September- Title I notifications for parents of English Language learners sent home 
● August-September- Parent and Family Engagement Coordinator works with Parent 

Advisory Committee and community partners to plan activities for all Title I Parent 
Engagement activities. 

● August-October- Principals’ Attestations and Assurances (Title IA & Title IIA)  
● August – June- The Homeless and N&D programs are monitored by the Director of Federal 

Programs and Homeless Liaison.  
 
September-October 

● 20-day notifications sent to parents by principals (if needed) 
● Annual Title I meetings are held 
● Obtain copies of signed Compacts from each school. 
● Federal budgets prepared and submitted 

● FTE sheets due to central office the 2nd week in October 

● Review progress on CLIP, SIP, Equity Plan, and Strategic Plan activities 
● Complete 1st Quarter On-Site Monitoring Visit 

● Central Office Leadership participates in walk-through monitoring in each school in the 

district. Walk-throughs are announced and unannounced observations to monitor 

implementation of system initiatives, system and/or Title IA funded professional learning 

implementation and school improvement plan strategies. The Director of Federal Programs 

is a member of the walk-through team. Federal programs staff members also visit schools 

and N&D facilities to offer support and monitor implementation of resources. 
 
November-December 

● Complete ES4PS 
● Hold meeting with interested Private Schools to review information 
● Complete N&D survey 
● Complete 2nd Quarter On-Site Monitoring Visit 
● Director of Special Education attend G-CASE 
● Complete the Title VB REAP Evaluation in the Consolidated Application once the 

completion report has been submitted 
● Central Office Leadership participates in walk-through monitoring in each school in the 

district. Walk-throughs are announced and unannounced observations to monitor 
implementation of system initiatives, system and/or Title IA funded professional learning 
implementation and school improvement plan strategies. The Director of Federal Programs 
is a member of the walk-through team. Federal programs staff members also visit schools 
and N&D facilities to offer support and monitor implementation of resources. 
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January-February 
● Completion of first semester Periodic Certifications 
● Periodic Certifications due by January 31st 

● Budget amendments to account for carry-over funds and changes in needs of school 

(schoolwide plan update) due 

● Submit budget amendments and revise until approved by GaDOE 

● Special education projections due to central office by January 20th 

● Review progress on CLIP, Equity Plan, and Strategic Plan activities through impact checks 

● Staffing for upcoming school year presented to principals 

● Central Office Leadership participates in walk-through monitoring in each school in the 

district. Walk-throughs are announced and unannounced observations to monitor 

implementation of system initiatives, system and/or Title IA funded professional learning 

implementation and school improvement plan strategies. The Director of Federal Programs 

is a member of the walk-through team. Federal programs staff members also visit schools 

and N&D facilities to offer support and monitor implementation of resources. 
  

 March-May 

● Community Input Meetings for CLIP, Parent Engagement Policies and Compacts 
● Inventory all items purchased by federal programs. The Title I Staff will conduct each 

building’s inventory every other year.  Principals or other designated staff will conduct the 
building’s inventory during the years Federal Programs Staff does not.   

● Mandatory student/parent handbook information is updated by the Director of Federal 
Programs (Parents “Right to Know”, FERPA/PPRA) 

● Homeless Surveys, Parent Surveys, Teacher Surveys, Administrator Surveys, Support Staff 
Surveys 

● Completion of second semester Periodic Certifications 
● Revise Thomasville City Schools Parent and Family Involvement Plan based upon input 

gathered throughout the year and the planning meeting held in April-May 
● Update CLIP, Equity Plan for upcoming school year 
● The Federal Programs Director, along with the Human Resources Director and Director of 

Curriculum and Assessment, compile needs assessment data to be used in the revision of 
the Equity Plan. 

● After the Fact Periodic Certifications for teachers due by May 30 

● Effectiveness Measures due to Federal Program Director 
● Central Office Leadership participates in walk-through monitoring in each school in the 

district. Walk-throughs are announced and unannounced observations to monitor 
implementation of system initiatives, system and/or Title IA funded professional learning 
implementation and school improvement plan strategies. The Director of Federal Programs 
is a member of the walk-through team. Federal programs staff members also visit schools 
and N&D facilities to offer support and monitor implementation of resources. 

 
Ongoing Schedules 

● The Parent and Family Engagement Coordinator holds monthly meetings with the Family 
Liaisons and the Parent Advisory Council.  
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● Budgets and purchase orders are reviewed monthly by the Director of Federal Programs to 
assist schools in spending the funds as planned. 

● The Director of Federal Programs and staff provide technical assistance and meet regularly 
with principals. 

● Review of comprehensive needs assessment and school improvement data and plans in 
conjunction with other central office staff 

● Monitoring: The Director of Federal Programs requests school expenditure reports from 
the business office at least once a month. The reports are reviewed for expenses and 
marked with different color highlighters to indicate the expenditure representing the 
intent and purpose of each Title program. If the school/s is/are not expending the funds to 
meet the intent and purpose of the Title Program, the federal programs 
coordinator/superintendent will discuss with the school administrator and determine the 
cause. The federal programs coordinator, superintendent and school administrator will 
work on making sure expenditures are meeting the intent and purpose of the Title 
programs. 

● School Improvement Plans (SIPs) include data which drives student achievement and are 
monitored by federal programs and the curriculum and instruction Team.  Based on 
continuous data analysis, principals and leadership teams make changes to the school 
improvement plans.  

● Feedback on the schoolwide plans (SWP) are sent to each principal.  Corrections to the 
plans are made as needed by principals and updated copies are sent to the federal 
programs office. 

● Data is compiled, reviewed, and discussed during Administrative Meetings, Technical 
Assistance and Board of Education meetings.  Schools meet and analyze data with the 
intent of improving instruction. Principals review data with their leadership teams to 
identify and address areas in need of improvement. All Title I schools provide data, paper 
or electronic, as well as post data that are used during the data analysis process. School 
leaders discuss this information with all staff to ensure they fully understand the data 
presented. 

 
List of documentation kept verifying that federal programs are being monitored 

*Includes ARP monitoring  
● Minutes meetings 
● Agendas and sign in sheets 
● Program sheets 
● CPI report 
● FTE IEP and Services Alignment Sheets 
● FTE reports 
● *Expenditure detail reports 
● *Expenditure summary reports 
● Schoolwide Program Compliance Checklists for each school 
● Budget checklists 
● Parent Student School Compact Checklists 
● Parent Student School Compact Distribution Checklist 
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● Parent and Family Engagement Plan Checklists 
● Parent and Family Engagement Plan Distribution Checklists 
● Impact check documents 
● *On site monitoring documents 
● *Professional leave forms 
● Follow-up survey for professional leave 
● IEP feedback sheets 
● Emails 
● Notes from phone calls 
● 20 Day notifications (if applicable) 
● *Supplemental Servicers Source Documentation 
● New Participant Reports 
● Screenshots 
● Social Media Posts 
● Pictures 
● Capacity Building for Staff Checklist 
● Capacity Building for Parents Checklist 

Needed Corrective Actions at Schools (Identified by LEA)  

The Director of Federal Programs works with the principal to address any corrective action 
required.   Corrective feedback is given to the principal and technical assistance is provided as 
needed for the correction to be implemented.  The Director of Federal Programs continues to use 
the checklists and give feedback until the plans and compacts meet compliance.   

 

During the on-site monitoring if areas are identified as “did not meet” a corrective action 
plan is developed.   The school must complete the corrective action within the timeline detailed in 
the corrective action plan.  The school must submit all documentation that is required in the 
corrective action plan to the Director of Federal Programs who collaborates with the coordinators 
of the specific federal program.  That coordinator monitors the implementation of the school 
corrective action and recommends appropriate alternative strategies if the actions of the school 
are not being implemented in a timely manner.  Any school failing to correct deficiencies is subject 
to a delay of funds until corrections are made and approved by the Director of Federal Programs in 
collaboration with the specific federal program coordinators. 

In addition, professional learning is used as a preventive measure to ensure that all 
personnel have a clear understanding of all expectations for every component of the various 
federal programs. Federal program coordinators, along with other district level staff and outside 
consultants, provide ongoing training as a means of ensuring the system and schools are in 
compliance. A reasonable timeline for addressing corrective actions will be agreed upon by school 
and district leaders and adhered to by all parties. 

 

Identification of High-Risk Schools 
Schools are monitored on-site on a quarterly cycle.  Thomasville City Schools uses a monitoring 
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program, Title I Crate; 806 Technologies which is a platform for designated school personnel to 
upload required monitoring documents. In addition to a quarterly checklist, the Director of Federal 
Programs can review monthly reports from Title I Crate to verify that requirements are being met. 
During the summer of each year, the Director of Federal Programs completes a risk assessment of 
each school to determine the order in which schools will be monitored.  Schools are monitored in 
order of those with the most points. Consideration is given to the following:  
  

● Schools having a new principal (less than 3 years) not familiar with program 
implementation and federal guidelines (5 points) 

● Schools having issues with the timeliness of documents (5 points).  
● Schools with evidence of serious or chronic compliance problems (5 points) 
● Schools with financial monitoring or audit findings (5 points).  
● Schools with a high number of complaints from parents and other stakeholders about 

program implementation (5 points).  
● School having a new bookkeeper (less than 3 years) (5 points). 
● Schools with personnel not included in the R/AMP (5 points). 
● Schools which were not monitored the previous year due to COVID (10 points). 
● Schools not attending technical assistance training sessions (2 points).  
● Schools with less than 50% of grade levels not meeting MAP Growth Projections (5 points 

per grade level) 
● Schools with less than 50% of their subgroups (SWD, EL, Black, White, ED) (5 points per 

subgroup) 
● Schools on the TSI/CSI or Promise School List (5 points) 

 

 

Additional Specific Federal Program Monitoring Procedures 

Title I, Part A 
Monitoring of the Implementation of the Equity Plan 

The Equity Plan Action Steps are embedded in the CLIP in the SLDS platform.  The Director of 
Federal Programs monitors the implementation of the action steps in a variety of ways. 
Professional learning requests, purchase orders for registrations/consultants, and travel forms are 
reviewed by the Director of Federal Programs who reviews the CLIP which includes the Equity 
Action Steps and the School Improvement Plans to ensure alignment with these documents.  
Impact checks are completed three times a year during which progress on the Equity Action Steps 
is reviewed and documentation collected.  Expenditures are reviewed at least quarterly to 
determine which action steps have been implemented.  After the first quarter if documentation of 
action steps being implemented have not been gathered, the Director of Federal Programs will 
discuss them and the plans for their implementation during principal meetings.  
 

Effectiveness of the Equity Plan 
The Equity Plan is reviewed, and data collected analyzed to determine the effectiveness of the 
Equity Activities.  The Effectiveness of the activities is monitored throughout the year using 
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professional learning surveys and MAP (Measures of Academic Progress) quarterly results.  At the 
end of the year, evidence (outlined in the action step) is analyzed to determine if the  

● strategy was effective and the equity gap has been eliminated 
● intervention was effective, but activities/strategies need adjusting 
● intervention was not effective and the activities/strategies need adjusting 
● interventions were not effective, and the activities/strategies will be abandoned. 

All source documentation is maintained in files, both hard copy and electronically, in the Federal 
Programs office.   
 
 

Monitoring of School Improvement Plan Action Steps  
The School Improvement Plan Action Steps are monitored using a variety of methods.  The specific 
action steps are monitored by the LEA leadership to ensure that activities are being implemented.  
Professional learning opportunities are communicated to the principals during monthly principals’ 
meetings, face to face meetings, monthly administrative meetings, phone calls, and emails so 
teachers can register for the events.  Professional Leave Requests are reviewed and approved by 
the professional learning coordinator who ensures that the requests are included in the School 
Improvement Plan or the CLIP.  Purchase orders for registrations and consultants are reviewed by 
the director and coordinator of federal programs and the specific federal program coordinator as 
another method for ensuring professional learning is being provided. A follow-up survey is 
conducted when teachers return from the professional learning event to ensure it was meaningful 
and how they plan to use the information from the professional learning in their classrooms.  
Follow-ups with consultants are held by the principals, Assistant Superintendent, Superintendent, 
and Director of Special Education to receive feedback and determine what next steps (not 
included in the plans) are needed.  Budget expenditures are regularly reviewed by program 
coordinators to ensure that the activities in the School Improvement Plans are being 
implemented.  Walk-throughs are conducted three times a year (fall, winter, and spring) with each 
school and central office leaders to monitor the implementation of the CLIP activities and the 
School Improvement Plans.  Technical assistance is provided as needed to ensure that all action 
steps are being implemented and if additional support is needed it is scheduled. 
 

Title I, Part C 
See Title I, Part C specific procedures on page 98 
 
Title III, Part A 
See Title III, Part A specific procedures on page 91 
 
IDEA 
For additional procedures, please see the Thomasville City Schools Special Education Procedures. 

 

 
Monitoring of Schoolwide programs/School Improvement Plans 
Thomasville City Schools provides a schoolwide program in each of its Title I schools. There are 5 
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schools in Thomasville City Schools and the following schools are designated as Title I schools: 
● Thomasville High 
● MacIntyre Park Middle 
● Harper Elementary 
● Scott Elementary 

 
Each school develops its own schoolwide program based upon the CLIP and the individual school’s 
needs assessment. All parents are invited and encouraged to participate in the schoolwide 
planning process. The principal completes the needs assessment and school improvement plan 
through the SLDS platform.  The previous years’ School Improvement Plan (SIP) may be cloned for 
the current year and then revised to meet their school’s current needs with input from 
stakeholders.  Once the plan has been completed, it is sent to the Director of Federal Programs 
who uses the GaDOE School-Wide Compliance Checklist to ensure it contains all required 
components.  The checklist (unsigned) is provided to the principal with specific feedback. The 
principal along with core stakeholders make the revisions and send the plan back to the Director 
of Federal Programs who again uses the checklist to review it. This process continues until the 
Schoolwide/School Improvement Plan has been approved. Once the plan has been approved, the 
checklist is signed by the principal and the Director of Federal Programs.  The School Improvement 
Plan and is uploaded to the attachment tab of the Consolidated Application.   Feedback is given to 
the principal who makes any required changes. The Schoolwide plan is presented at the annual 
Title I meeting and is available at the school’s office and posted on the school’s website. When 
revisions are made the updated plan is posted on the website and available in the office.   The plan 
is updated throughout the year as needs of the school change.  Whenever the plan is updated, a 
copy is sent to the Director of Federal Programs who reviews/approves it and uploads it in the 
portal.  The school may not expend funds for activities not included in the School Improvement 
Plan or the CLIP.   
 
Federal budgets are reviewed with principals during face-to-face meetings, through phone calls 
and emails throughout the year to ensure that expenditures are allowable, allocable, and address 
the needs outlined in the CLIP and school improvement plans.  The Director and Coordinator of 
Federal Programs review each purchase order to ensure alignment with the School Improvement 
Plans and provide the funding code for the purchase order.  At least every other month, a detailed 
expenditure report is reviewed by the Director and/or Coordinator of Federal Programs as 
additional monitoring of federal budgets. 
 
During on-site monitoring visits to schools and Impact checks conducted quarterly, the School 
Improvement Plan activities documentation is gathered to ensure that activities are being 
implemented.  If technical assistance is needed a corrective action plan is developed.  The school 
must complete the corrective action within the timeline detailed in the plan.  The school must 
submit all documentation that is required in the corrective action plan to the Director of Federal 
Programs who collaborates with the coordinators of the specific federal program.  That 
coordinator monitors the implementation of the school corrective action and recommends 
appropriate alternative strategies if the actions of the school are not being implemented in a 
timely manner.  Any school failing to correct deficiencies is subject to a delay of funds until 
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corrections are made and approved by the Director of Federal Programs in collaboration with the 
specific federal program coordinators. 
 

Part 2.  Consolidated LEA Improvement Plan (CLIP) 

Comprehensive Needs Assessment Process 
Thomasville City Schools utilizes a variety of data sources to make decisions that will affect 

student learning and teacher effectiveness. Our needs assessment process includes examining 
student achievement data, perception data from stakeholder surveys, professional learning plans, 
teacher recruitment and retention data, professional qualification and in-field data for certified 
and classified staff, class size data, peer walkthrough data, TKES data, and verbal input from 
stakeholders. Each school conducts a Comprehensive Needs Assessment Stakeholder meeting that 
includes parents, teachers, paraprofessionals, administrators, community members, and other 
support staff. Once the input is collected from the schools, a series of meetings are held at the 
school and district level to consider all the prior stakeholder input and data to make decisions 
regarding prioritized needs and equity concerns. Stakeholders participating in our needs 
assessment process include all members of the district administrative team, administrators and 
teachers from each school level, paraprofessionals, instructional coaches, counselors, all parents 
(including parents of homeless, disadvantaged, migrant, English learners, and Students with 
Disabilities), community members, and higher education representatives. The results of this needs 
assessment determine any prioritized areas of need/inequity and guide the development of plans 
and expenditure of funds. 

 
Data for the needs assessment is gathered throughout the school year to determine areas of 

strengths, needs, and progress being made. Multiple stakeholders are involved in this needs 
assessment. Parents and community members are given the opportunity to provide input and give 
feedback on the school programs, teachers, and parent involvement at the Board of Education 
Work Sessions, Parent Advisory Councils/School Councils, and at various parent involvement 
activities. A parent survey is conducted in the spring to gather additional information. Teachers 
and paraprofessionals provide feedback through leadership meetings, professional learning 
communities, evaluations after professional learning. A teacher and administrator survey are 
conducted in the spring to gather additional perception data. Throughout the school year 
achievement data is analyzed through professional learning communities and central office staff. 
Higher education partners, consultants, and staff give feedback through debriefings and 
evaluations after walk-throughs, evaluations, and professional learning activities. The 
Superintendent (Human Resources) and principals gather information on vacancies, professionally 
qualified and in-field status of teachers throughout the year as schedules change. Class sizes and 
teacher schedules are reviewed by the principal of each school, the Information Specialist, and the 
Director of Teaching and Learning at the beginning of the school year, in October, January, and 
March. Projections for the following year are reviewed collaboratively with the principal, Director 
of Teaching and Learning and the Superintendent in the spring to identify needs for the next 
school year. Each spring/summer our system has a Strategic Planning Work Session where all 
stakeholders are invited to review the results of the annual needs assessment conducted 
throughout the year.  
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Data Review 
Data for the needs assessment is gathered throughout the school year to determine areas of 

strengths, needs, and progress being made. Multiple stakeholders are involved in this needs 
assessment. Parents and community members are given the opportunity to provide input and give 
feedback on the school programs, teachers, and parent involvement at the Board of Education 
Work Sessions, Parent Advisory Councils/School Councils, and at various parent involvement 
activities. A parent survey is conducted in the spring to gather additional information. Teachers 
and paraprofessionals provide feedback through leadership meetings, professional learning 
communities, and evaluations after professional learning. A teacher and administrator survey are 
conducted in the spring to gather additional perception data.  

 
Throughout the school year achievement data is analyzed through professional learning 

communities at the schools and central office. Consultants, and staff give feedback through 
debriefings and evaluations after walk-throughs, evaluations, and professional learning activities. 
The Superintendent and principals gather information on vacancies and professional qualifications 
as well as in-field status of teachers throughout the year as schedules change. Class sizes and 
teacher schedules are reviewed by the principal of each school, the Information Specialist, and the 
Director of Federal Programs at the beginning of the school year, in October, January, and March. 
Projections for the following year are reviewed collaboratively with the principal, Director of 
Federal Programs, Assistant Superintendent, and the Superintendent in the spring to identify 
needs for the next school year.  

 
Each spring/summer our system has a Strategic Planning Work Session where all 

stakeholders are invited to review the results of the annual needs assessment conducted 
throughout the year. Thomasville City Schools has a firm belief that all students, including 
disadvantaged and minority students, should be taught by professionally qualified, effective 
teachers who meet the diverse needs of their students. 

 
In addition to the data review at the system wide planning meeting, data is reviewed 

throughout the school year.  Thomasville City Schools conducts a district-wide academic and 
behavioral assessment to determine the needs of students.  The MAP assessment is administered 
to all non-GAA students in grades Kindergarten through 12th grade and provides useful 
information regarding students’ reading comprehension skills.  Additionally, all students are 
assessed on the state health screener in the spring. Administrators and teachers review the results 
of these assessments to identify learners who need support beyond the regular classroom 
instruction.  

 
Teachers are reminded of their access to the State Longitudinal Data System (SLDS) to review 

available assessment data for all students in their classes.  Teachers analyze the data, design, and 
adjust instruction to maximize student achievement, and plan for differentiation to meet 
individual needs of students.  Specifically, teachers and administrators review the Georgia 
Milestones results, the MAP data, and other state required assessments on each student for a 
comprehensive check on the students’ academic requirements.  Common assessments and 
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benchmarks are analyzed during Professional Learning Communities (PLCs) and collaborative team 
meetings to plan re-teaching, small group instruction, and referrals for additional interventions. 

 
Through ongoing informal assessments (such as questioning techniques and tickets out of 

the door) teachers assess student’s knowledge and skills and use the information to make 
instructional decisions such as providing additional support or if re-teaching is necessary to meet 
the needs of the students.  

 
The progress of students who need additional support is monitored through the Multi-Tiered 

System of Supports on a regular basis to determine if the interventions are being successful or if 
more intensive support is needed. 

 
Throughout the school year as data becomes available, results are disaggregated and 

reviewed at impact checks, parent involvement meetings, Board of Education meetings, Annual 
Title I meetings, and parent conferences.  Principals review their school data (including common 
assessments and benchmarks results) with the faculty, parents, and staff during regularly 
scheduled meetings.  

  

Comprehensive LEA Improvement Plan (CLIP)  
Thomasville City Schools submits one comprehensive application for funding for numerous 

federal and state programs. Each year, the Director of Federal Programs submits the CLIP to the 
Georgia Department of Education through the SLDS (Student Longitudinal Data System) in order to 
budget federal funds.  

 

Initial Process 
The Strategic Plan/CLIP which includes the goals, actions/strategies, artifacts, methods of 

evaluation, persons responsible, and other components of an action plan, is based upon the 
results of the needs assessment. During the Strategic Plan/CLIP planning meeting, the 
comprehensive needs assessment is completed for the system and each federal program, the 
current Strategic Plan/CLIP is reviewed and recommendations for updates are gathered.  All 
parents of students being served by Thomasville City Schools are invited and encouraged to 
attend, as well as business partners, community members, teachers, paraprofessionals, staff, 
administrators, and higher education partners.  Invitations are made in person, by email, flier, 
website, social media, and an announcement is made at a Board of Education meeting.  An agenda 
and sign-in sheets are created for this meeting, which is held in late spring/early summer. After 
the planning meeting, the Director of Federal Programs works with the coordinators of the various 
federal programs to ensure the CLIP requirements of each program have been met. Thomasville 
City Schools works through the Comprehensive Needs Assessment and District Improvement Plan 
through SLDS. The Parent and Family Engagement Policy which was reviewed and updated during 
the Strategic Planning Meeting, as required under Sec. 1112 of ESSA, is uploaded.  The Foster Care 
Transportation Plan is also reviewed, updated, and uploaded. The Title I-C Coordinator reviews 
and updates the Title I, Part C – Education of Migratory Children Identification and Recruitment 
Plan, if required and it is also uploaded through the SLDS platform. Once the CLIP has been 



 

34 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

updated, it is submitted to GaDOE through the SLDS platform by the Director of Federal Programs 
in accordance with the GaDOE timeline.  Once approved by GaDOE, copies are made available at 
each school and in the central office.  It is also made available to the public at Community Day and 
on the website.   

 

Review Process   
The CLIP is reviewed throughout the year to ensure that action steps are being implemented 

and if it continues to meet the needs of the school system.  Review of plans are held each fall, 
winter and spring.  Prior to each monitoring check, the Director of Federal Programs sends each 
principal and federal program coordinator a monitoring check document with each action step 
identified along with suggested documentation that can be used to verify the implementation and 
effectiveness of the activities.  An impact check is held at each school and at the central office.  
During the school impact meetings, the principal along with other faculty members present the 
school data and discuss the implementation and/or barriers found to implementing the action 
steps in the CLIP and SWP.  Barriers are discussed and a plan forward for implementation is agreed 
upon. If needs change throughout the school year, the CLIP will be revised and resubmitted to 
GaDOE for approval.  In addition, the Director of Federal Programs submits the ongoing progress 
of the CLIP in SLDS for the Program Specialist to review. Feedback is given to the school system 
from the Program Specialist when necessary. 

 
Revision Process 
If GaDOE requests revisions to the CLIP, the Director of Federal Programs consults with the 

federal program coordinator to make the needed revisions and resubmits it.  Once all requested 
revisions are made and the CLIP is approved, the Director of Federal Program in collaboration with 
the federal program coordinators begins submitting budgets for various programs. The updated 
Strategic Plan/CLIP is posted on the system website.   

 
If needs change throughout the school year, the CLIP will be revised and resubmitted to 

GaDOE for approval.  If revisions are requested by GaDOE, the Director of Federal Programs 
consults with the federal program coordinator to make those revisions and resubmits it.  Once all 
requested revisions are made and the revised CLIP is approved, the Director of Federal Programs 
in collaboration with the various federal programs coordinators will amend any budgets needed 
for the various programs and post the CLIP on the system website.   

 

Assurances  
The Superintendent signs off on the consolidation application which includes her agreement 

to each program’s assurance.  This is required by Sec. 8306 of the Elementary and Secondary 
Education Act of 1965 (ESEA) as amended by Every Student Success Act of 2015 (ESSA).   

 

GEPA Assurance 
Section 427 of the United States Department of Education's General Education Provisions 

Act (GEPA) requires each applicant for funds (other than an individual person) to include in its 
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application a description of the steps the applicant proposes to take to ensure equitable access to, 
and participation in, its federally assisted programs for students, teachers, and other program 
beneficiaries with special needs. Thomasville City Schools complies with this requirement by 
completing a written statement in the consolidated application prior to October 1st describing the 
steps we take to ensure equitable access to, and participation in, its federal programs. 

 

Prayer Certification 
In accordance with Sec. 8524 of the Elementary and Secondary Education Act of 1965 (ESEA) 

as amended by the Every Student Success Act of 2015 (ESSA), by October 1st of each fiscal year, 
Thomasville City Schools Superintendent reviews and completes the Prayer Certification in the My 
GaDOE Portal. 

 

 
Selection of Evidence Based Interventions 
Evidence-based interventions are required for strategies and interventions being supported 
through federal funds.  As needs are identified through the comprehensive needs assessment, 
action steps are developed to address those needs.  Principals are responsible for identifying 
which strategies/interventions will be utilized for which population of students to get the 
maximum results.  Using various websites like What Works Clearinghouse, Evidence for ESSA, Best 
Evidence Encyclopedia, and others, principals research the evidence level for their chosen 
intervention. 
Under ESEA there are four levels of evidence-based interventions/strategies: 

● Strong evidence – the strategy/intervention has at least 1 well-designed and well- 
implemented experimental study 

● Moderate evidence – has at least 1 well-designed and well-implemented quasi-
experimental study 

● Promising evidence – has at least 1 well-designed and well-implemented correlational 
study with statistical controls for selection bias 

● Demonstrates a rationale – based on high-quality research findings or positive evaluation 
which demonstrates that the strategy/intervention is likely to improve student outcomes.  
These interventions must be evaluated and supported by a logic model to determine their 
effectiveness.  IDEA and Titles I-V, as well as Homeless Education may use 
interventions/strategies from any of the four levels of evidence. 

 
The level of evidence documentation for federally funded activities is sent to the Director of 
Federal Programs with the notification that the schoolwide plan is ready to be reviewed.  The 
director in collaboration with the federal program coordinators review the documentation to 
ensure that the activity/strategy is evidenced based.  If a question arises about the level, the 
coordinator of the specific program will work with the principal to determine the correct level 
based upon the documentation.  If a logic model is needed, the Director of Federal Programs 
and/or the school psychologist will assist principals in developing it.  The documentation and a 
copy of the logic model is kept at the school and in the Federal Program office.  The logic model is 
updated throughout the year as outcome results are available. 
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Schoolwide Plan/School Improvement Plan  
Thomasville City Schools provides a schoolwide program in each of its Title I schools. Each school 
develops its own schoolwide program based upon the CLIP and the individual school’s needs 
assessment. All parents are invited and encouraged to participate in the schoolwide planning 
process. The principal completes the needs assessment and school improvement plan through the 
SLDS platform.  The previous years’ School Improvement Plan (SIP) may be cloned for the current 
year and then revised to meet their school’s current needs with input from stakeholders.  Once 
the plan has been completed (at least by the Annual Title I meeting), it is sent to the Director of 
Federal Programs who uses the GaDOE School-Wide Compliance checklist to ensure it contains all 
required components.  The checklist (unsigned) is provided to the principal with specific feedback. 
The principal along with core stakeholders make the revisions and send the plan back to the 
Director of Federal Programs who again uses the checklist to review it. This process continues until 
the Schoolwide/School Improvement Plan has been approved. Once the plan has been approved, 
the checklist is signed by the principal and the Director of Federal Programs.  The Schoolwide plan 
is presented at the annual Title I meeting and is available at the school’s office and posted on the 
school’s website. It is also uploaded to the attachment tab in the Consolidated Application Portal 
by the Director of Federal Programs.  When revisions are made, the updated plan is posted on the 
website and available in the office.   The plan is updated throughout the year as needs of the 
school change.  Whenever the plan is updated, a copy is sent to the Director of Federal Programs 
who reviews/approves it using the Schoolwide Compliance Checklist.  The school may not expend 
federal funds for activities not included in the School Improvement Plan or the CLIP. 
 
Schoolwide Program Plan Development 
         School Responsibility 

● Present schoolwide information to parents and staff. 
● Assemble a committee of stakeholders to include, but not limited to principal, teachers, 

parents, business partners, etc. 
● Maintain sign-in sheets, agendas, meeting minutes for each committee meeting. 
● Assemble committee to write and approve plan. 
● Post written plan in a language that parents can understand. 

          System Responsibility 
● For new programs, submit a letter of intent for each school. 
● Write the Schoolwide Plan. 
● Package the Schoolwide Plan. 

o Describe how the school will use resources from other sources to implement   
required components. 

o Describe how the school will provide individual student academic assessments in 
a language the parents can understand. 

● Get local board of education approval. 
o When written, the schoolwide plan must be officially approved by the local board 

of education prior to implementation. 
● Fulfill program requirements. 
● Uphold requirements relating to health, safety, civil rights, student and parental 
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participation and engagement, services to private school children, maintenance of effort, 
and comparability of services. 

 
Continuation Requirements 

● Maintain documentation related to three core components (comprehensive needs 
assessment, comprehensive school plan approved by the local board of education and 
annual evaluation of program effectiveness.) 

● Use Title I funds to supplement educational services and not supplant those funds that 
would, in the absence of Title I funds, be made available from non-federal sources for the 
school.  Funds that would normally flow to the school from non-federal sources must 
continue to be provided to the school. 

● Conduct an annual evaluation of the implementation of, and results achieved by, the 
Schoolwide Plan (SWP).  This evaluation must determine whether the SWP was effective 
in increasing the achievement of students in meeting the GPS/CCGPS, particularly those 
students who had been furthest from achieving the standards. 

● Review and revise the plan as necessary based on the results of the evaluation to ensure 
the continuous improvement in student achievement. 

● Make the plan available to LEA, parents, and the general public. 
 
 
Four schools in Thomasville City Schools are Title I Schoolwide Schools: 

● Thomasville High School 
● MacIntyre Park Middle School 
● Scott Elementary 
● Harper Elementary 

 
Target Assistance Programs 
           Thomasville City Schools does not have any target assistance programs. 
         

Transferability between Federal Programs 
During the Strategic/CLIP Planning meeting, the transferring of federal funds is discussed.  Title IIA 
and Title IVA may be considered for transfer in order to better address the identified needs of the 
system/schools.   Funds may be transferred to one of the following federal programs:  Title I, Part 
A, Title I, Part C, Title II, Part A, Title III, Part A, Title IV, Part A, and Title V, Part B.  The decision of 
which funds are to be transferred (Title IIA and/or Title IVA) and to which federal program(s) they 
will be transferred is noted in the online CLIP in SLDS.  Although Thomasville City Schools has no 
private school participation, consultation with private schools is not necessary prior to the transfer 
of Title IIA and/or Title IVA to another allowable federal program.  However, once transferred the 
funds from Title IIA and/or Title IVA take on the equitable requirements of the federal program 
into which the funds were transferred.   
 
Once the CLIP is approved, a budget is developed for the transferred programs’ budgets (Title II-A 
and/or Title IV-A) indicating the amount of funds which will be transferred and the receiving 
program(s).  Once the budget (Title II-A and/or Title IVA) is approved, a budget is developed for 
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the receiving federal program based upon the activities outlined in the CLIP. Once the budget is 
approved, expenditures may be incurred, and drawdowns requested.  Drawdowns will be made 
for the original programs prior to the receiving programs.   
 
For FY23, 100% of Title IIA and Title IVA funds are transferred to Title I-A.  Therefore, drawdowns 
for Title IV-A and Title II-A funds (transferred funds) will be requested first.  Once 100% of the Title 
IV-A and Title II-A funds have been drawn down, Title I-A funds (receiving program) will be 
requested for additional expenditures incurred. 
 
A completion report for the originating programs (Title IIA and Title IVA) will be completed 
indicating that the funds were transferred and mirroring the approved budget. 
 

 
 
Part 3. Private Schools 
Section 1120 of ESEA requires that each school system provide to eligible private school students, 
their teachers, and their families, services that are equitable to the services being provided to 
similar students, their teachers, and their families, attending public schools.  Services for private 
school students must be developed in meaningful consultation with private school officials. 
Services provided to private school students by an LEA must be secular, neutral, and non-
ideological. 
For Title I, Part A purposes, eligible private school children are those who: 

● Reside within the attendance area of a participating public school, regardless of where 
the private school they attend is located. 

● Are identified through consultation with the private school as failing, or most at-risk of 
failing, to meet high student academic achievement standards. 

 
For IDEA, Title I, Part C, Title I, Part D, Title II, Part A, Title III, Title IV, Part A, and Title X, Part C 
purposes, eligible private school students are those who: 
● Attend a private school within the district’s geographic boundaries. 

 
Home-schooled students are considered to be private school students for the purposes of IDEA. 
 
To ensure meaningful consultation occurs, invitations for private schools to consult in the 
participation of federal programs the following calendar year are sent each fall through the ES4PS 
application. The invitation includes the specific date and time of the private school initial 
consultation. Federal Program Coordinators must participate in the meeting if their program may 
be considered for consultation. Upon receipt of an intent to participate, a meeting will be held to 
discuss plans and the required components of IDEA, Title I, Part A (Disadvantaged Children), Title I, 
Part C (Migrant Education Program), Title I, Part D (Neglected and Delinquent), Title II, Part A 
(Teacher and Leader Quality), Title III (English Learners and Immigrant Students), Title IV, Part A 
(Student Support and Academic Enrichment), and Title X, Part C (McKinney-Vento Education for 
Homeless), Coronavirus Aid, Relief, and Economic Security (CARES) Act Fund, and Elementary and 
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Secondary School Emergency Relief (ESSER) Fund. Follow-up consultation meetings are then 
scheduled with officials from participating private schools. After each consultation, public and 
private school officials indicate whether meaningful consultation occurred. Educational services 
and other benefits provided under this section for private school children, teachers, and other 
educational personnel shall be equitable in comparison to services and other benefits for public 
school children, teachers, and other educational personnel participating in the program and shall 
be provided in a timely manner. 
 

Part 4: Maintenance of Effort 
 

1. Maintenance of Effort 
Thomasville City Schools maintains Maintenance of Effort.  In which the level of funding is at least 
90-percent of the preceding fiscal year of the aggregate expenditures of state and local funds or 
the combined state and local funds per full-time equivalent (FTE).  This applies to Title IA, Title IIA, 
and Title VB.  Title IIIA, Title ID and McKinney-Vento will also be included if Thomasville City 
Schools receives these grants.  Maintenance of Effort is also required for IDEA but is calculated 
through other means described in the section below. 
 

Maintenance of Effort:  ESSA 
GADOE compares the fiscal effort of the preceding year to the second preceding fiscal year and 
makes the maintenance of effort determination available to the system through a marked “met” 
or “unmet” on the Consolidated Application. The calculation in the GaDOE portal determines 
which funds should be excluded from the calculation. Documentation for MOE is only required if 
Thomasville City Schools does not meet the required maintenance of effort. The Director of 
Federal Programs will pull the MOE information from the Consolidated Application each school 
year for documentation purposes. 
 
If maintenance of effort is not met for any of the applicable programs, the Director of Federal 
Programs in collaboration with the specific program’s coordinator and the Director of Finance will 
use the GaDOE worksheet to verify the calculation.  A waiver may be requested if the failure to 
meet maintenance of effort is due to exceptional or uncontrollable circumstances, such as natural 
disasters, a change in the organizational or precipitous decline in the amount of financial 
resources.  The coordinator of the specific federal program that does not meet maintenance of 
effort will work with GaDOE to determine if a waiver may be applicable.  If no waiver is allowable 
and Thomasville City Schools does not meet maintenance of effort, GaDOE will reduce the amount 
of the allocation of funds in the exact proportion that they did not meet maintenance of effort.  If 
needed, the Director of Federal Programs and Director of Finance will work with GaDOE to return 
funds necessary to make the program meet maintenance of effort. 
 

Maintenance of Effort (MOE):  IDEA   
The Director of Special Education works in collaboration with the Director of Finance to complete 
the Georgia Department of Education Maintenance of Effort Eligibility worksheet for  IDEA at the 
beginning of the school year.  Using the guidance from GaDOE, the required expenses are pulled 
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from the PC Genesis (financial system) for the prior school year by the Director of Finance. 
Expenditures reported in Fund 100, and Fund 599 in the following program codes (exclude 
expenditures charged to Object 594): 2011, 2021, 2023, 2031, 2033, 2041, 2043, 2051, 2053, 
2061, 2063, 2081, 2310, 2620, and 2810. The Local expenditures are calculated using the local 
program codes 2023, 2033, 2043, etc. plus the state expenditures in excess of state revenue. The 
State Expenditures are calculated by pulling total expenditures recorded on the DE 46 to the 
following program codes: 2011, 2021, 2031, 2041, 2051, 2061, 2310, 2620, 2081, 2810.  The State 
Revenues are calculated by pulling total revenues recorded to the same program codes above and 
to the following revenue source codes: 3120, 3122, 3125, 3140, 3800, 3995.   
  
The October FTE-1 SWD Child Find Count is utilized to find per pupil expenditure amounts.   The 
current expenditures and the projected expenditures for the proceeding school year is entered to 
ensure that Maintenance of Effort will continue to be met.  When questions arise, the Georgia 
Department of Education Special Education Program Manager is contacted for guidance.    
  
Thomasville City Schools must meet in at least one method category each year to be compliant 
and eligible.  If Maintenance of Effort is not met, we must request exceptions and adjustments. 
The Exception to the Maintenance of Effort Compliance Requirement is completed following 
GaDOE guidance and in collaboration with the Director of Finance.  There are five allowable 
exceptions that TCS may use to reduce the level of expenditures:  

1. The voluntary departure, by retirement or otherwise, or departure for just cause, of special 
education or related services personnel.  

2. A decrease in the enrollment of children with disabilities.  
3. The termination of the obligation of the agency to provide a program of special education to a 

particular child with a disability is an exceptionally costly program because the child has left the 
jurisdiction, aged out of special education, or no longer needs the program of special education.  

4. The termination of costly expenditures for long-term purchases, such as the acquisition of 
equipment or the construction of school facilities; (this requires prior approval from GaDOE); and  

5. The assumption of cost by the high-cost fund operated by the GaDOE under §300.704(c). 
 

Thomasville City Schools may request an adjustment to its effort.  If TCS receives an IDEA Part B 
611 allocation increase from the previous year, the system may be eligible to reduce the 
Maintenance of Effort amount required to meet the by up to 50% of the amount of the increase if 
it meets other requirements. The amount of funds expended for early intervening services under 
34 CFR §300.226 can count toward the maximum amount of expenditures that may reduce under 
34 CFR §300.205(a). To reduce effort with exceptions or adjustments, the Director of Federal 
Programs in collaboration with The Director of Special Education completes the Exceptions 
Requirement form and/or the MOE Adjustment form (if applicable) found on the GaDOE website.  
  

Compliance 
Thomasville City Schools must expend, for the education of children with disabilities, at least the 
same amount from each of the following sources: state and local aggregate, state and local per 
pupil, local aggregate, or local per pupil. The compliance test is conducted annually when financial 
reports have been verified. The MOE compliance results are located in the Consolidated 
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Application under "Special Ed MOE". 
 

2.  Comparability of Services  
Comparability is a requirement under section 1120A(c) of the ESEA. Section 1120A(c) provides that 
an LEA may receive Title I, Part A funds only if it uses state and local funds to provide services in 
Title I schools that, taken as a whole, are at least comparable to the services provided in schools 
that are not receiving Title I funds.  
 
Comparability is one indication that an LEA is using Title I funds to supplement and not supplant 
other funding sources. Meeting comparability means that the LEA provides services in the Title I 
schools that are at least comparable to services the LEA provides in the non-Title schools. 
 
Thomasville City Schools reports the following data to ensure comparability: 

• Certified/Classified Personnel Information (CPI) codes for staff at each school in the LEA 
• Full-Time Equivalent (FTE) data for each student at each school in the LEA  

o Data related to each student at each school in the LEA. Data elements include but 
are not limited to:  

▪ Grade level  
▪ FTE instructional segments 

In the middle of each school year, the Georgia Department of Education requests that each school 
system run a Comparability report to ensure that the requirement is met. If the state determines 
that Thomasville City Schools has not met Comparability, the following actions may be required to 
met the requirements: 

• The LEA might have to move teachers and/or paraprofessionals from one school to 
another school to achieve comparability. 

• The LEA might have to hire teachers and/or paraprofessionals to achieve 
comparability.  

• The LEA might have to repay funds to the Georgia Department of Education. The 
repayment of funds must be made with a non-federal fund source. 

 

Resource Allocation and Management Plan (RAMP)  
Thomasville City Schools is a Strategic Waiver School System and as such has flexibility in carrying 
out its purposes and broad waiver from most education law and Georgia Department of Education 
rules and requirements. In exchange for this flexibility and waiver, the district will demonstrate 
high academic achievement and student performance.  
 
Thomasville City Schools currently has three elementary schools, one middle school, and one high 
school.  Therefore, a RAMP is a requirement. TCS utilizes the RAMP in the budgeting process to 
identify the state and local resources needed for the upcoming school year. 
The State provides funds through a funding formula called the Quality Basic Education (QBE) 
Formula. The stated purpose of the QBE formula is to provide “an equitable public education 
finance structure which ensures that every student has an opportunity to a quality basic 
education.” (GA. CODE § 20-2-131). The crucial problem in Georgia is that the estimated cost of 
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the basic program, as defined by the QBE Formula, is far short of what a local system would have 
to spend to comply with the minimum state requirements; therefore, the school district also levies 
additional property taxes to help support the district’s educational programs.  
 
The district’s budget process begins in January of the previous year. State and local revenues are 
estimated based on student enrollment, teaching staff and local property tax assumptions. Once 
the school system estimates state and local funding, staff allocation to the individual schools is a 
critical budget process. Staff salaries and benefits account for the majority of the total general 
fund budget. In addition to staying within financial limits, the district must also ensure that state 
and local funds are adequately and equitably allocated to all schools in the district.  
 
The allocation model below provides general staffing guidelines and principles as a starting point 
for assigning human capital and funding. The model below shows the minimal expectations for 
staffing. Schools can request consideration for adjustments in their allocation based upon 
changing and justifiable needs. All school staffing categories are dependent upon available funding 
and sustained student enrollment.  
 

   Introduction 

The major portion of the General Fund budget of Thomasville City Schools is allocated to the 
staffing plan, which funds personnel hired to meet the needs of our students. Staffing plan costs 
are approved by the School Board through the annual budget adoption process.  The staffing plan 
is designed to provide equity among schools at each level (elementary, middle and high school) to 
provide for the needs of students in our schools and programs. The staffing plan is a formula-
driven model, and units are allocated by school based on the formulas. 
 
Staffing plan allocations must provide for classroom instruction as well as support services, 
mandated and special programs, and enhancement activities.  Special projects funded from state 
and federal sources are generally restricted for specific purposes.   
 
The amount of funding available for staffing schools in any given year is tentatively projected in 
the second semester of the prior year based on the FTE (full-time equivalent) generated by each 
school. Funding decisions are made based on the FTE earned by each school during the March FTE 
count. Adjustments are then made as needed based on changes in enrollment and to comply with 
any legislative action that might impact funding.   
 
The purpose of the staffing plan document is to assist principals in the development and 
implementation of all aspects of their school’s staffing needs. This plan will address a variety of 
fund sources and the specific requirements attached to each since our school principals make site-
based decisions to utilize funds other than those allocated in the staffing plan to provide for 
supplemental services and support at their schools. 
 

Way of Work 
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The staffing plan is based on unweighted October FTE. The FTE total by school will be adjusted as 
needed for reassignments due to significant changes occurring during the March FTE period.    
 
Allocation Formulas 
 
Teachers will be allocated based on the FTE count by category for each school. 
 
Allocation Factors by FTE Category 
 
Kindergarten  1 per 20 FTE 
 
Kindergarten EIP 1 per 18 FTE 
 
Grades 1 to 3  1 per 20 FTE 
 
Grades 1 to 3 EIP 1 per 18 FTE 
 
Grades 4 to 5  1 per 23 FTE 
 
Grades 4 to 5 EIP 1 per 18 FTE 
 
Middle School 6 to 8 1 per 23 FTE 
Grades 9 to 12  1 per 22 FTE 
 
Special Education 1 per 10 FTE plus 1 Speech Teacher at each elementary and middle school 
 
Gifted   1 per 18 FTE 
 
CTAE/Foreign Lang 1 per 22 FTE 
  
Art, Music/Band, PE 3 per elementary with FTE< 700; 
    4 per elementary with FTE> 700; 
    6.5 each per middle and high schools 
 
ESOL   0.5 per 1 FTE 
 
Reading Specialist:  1 per elementary with FTE > 700 
 
The following positions will be allocated to each school without consideration of the FTE count: 
 
Principal: 1 per school 
 
Assistant Principal:  
1 per elementary school 



 

44 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

2 per middle school 
3 per high school 
 
Guidance Counselor:    
1 per elementary school 
2 per middle school 
2 per high school  
 
Media Specialist: 1 per school 
 
Paraprofessionals:  1 per Kindergarten teacher, 1 per special education self-contained or per 10  
FTE inclusion 
 
In-School Suspension:  1 per school 
 
Technology Specialists:  .8 per school 
 
Behavior Interventionist:  1 per district 
 
Psychologist:  2 per district 
 
Positions funded by special programs and grants: 
Instructional Coaches: 5 
Pre-K Teachers and Paraprofessionals: 8 teachers; 8 paraprofessionals 
ESSER III Funded:  38 Teachers, Interventionists, Coordinators, Coaches, and Paraprofessionals (1st 
Grade) 

 
 
School Expense Budgets 
 

The allocation of the General Fund at the school level for expenses is based on $75 per FTE 
reported in March FTE of the previous year.  An additional $200 per instructional staff member is 
budgeted for professional learning. 

 
 
3. Assessment Security 
 

District Assessment and Accountability  
Thomasville City Schools conducts the assessment program as required by federal and state law. 
Thomasville City Schools interacts with state and federal agencies relative to the assessment program and 
accountability mandates. TCS takes the ethical responsibility to provide secure and appropriate testing 
environments for its students very seriously. In any state or federally mandated test TCS expects its 
employees to act in accordance with specific guidelines mandated by the test and the general guidelines of 
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the Georgia Department of Education. For every administration of a high stakes assessment the following 
guidelines will be followed. 

 
● The Coordinator of Assessment handles assessment documents and reports including 

secure test materials, individual student score reports, and school/district data reports in 
both paper and electronic formats.  

● Thomasville City Schools delivers training/guidance related to the assessment program, 
assessment data, and accountability mandates to all stakeholders. 

● The district assessment calendar is shared with each school test coordinator, and instructional 

coach, as well as is posted on the district website.  Each school shares testing dates with their 

parents and students using various methods – Remind Notices, School Website, etc. 

● Preliminary individual student test reports are shared with parents, at their request, as soon as the 

individual student results are received from DRC.  Otherwise, the Individual Student Reports are 

attached to the student’s class schedule for the upcoming school year and are therefore available 

when the student and parent pick up the new school year class schedule.   

 
● Final assessment results, after the embargo has been lifted, are shared through Media 

Announcements, at the school board meeting, and on our district website. 

● The single-page District Test Security Plan is posted on the district website.   

Assessment Training Plan 
What is the training schedule for personnel assigned to administer assessments for Georgia 
Milestones, ACCESS, and GAA?    
 
The training schedule is: 
 
   July – WIDA Screeners (Online training through WIDA Platform)   
   August – EOC Mid-Month Training 
   October – EOC Winter Main 
   January – ACCESS Test Administrator Training 
   March – GAA and GMAS Spring  

 

Each fall and spring, mandatory pre-administration assessment training is held for all school test 
coordinators and other appropriate staff.  The System Test Coordinator provides training to the 
School Test Coordinators who in turn, provide training to the test examiners and proctors.  A train-
the-trainer model is used for disseminating information in regard to all student 
assessments.  Training outlines the responsibilities of the school test coordinator for all aspects of 
testing including setting up, administering, and monitoring test sessions as well as training test 
examiners and proctors.  Extra attention is paid to issues related to testing security and integrity 
that pertains to all assessments administered by the system. 

 

What is the communication flow to determine the validation of qualified test examiners for 
WIDA assessments verification of WIDA assessment training? 
The two District ESOL teachers are notified by the System Test Coordinator and the Federal Programs 
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Director via email and/or phone regarding July WIDA Recertification Courses on the secure WIDA Website.  
The System Test Coordinator logs onto the WIDA secure portal to verify and print certification certificates.  
ESOL teachers are notified by email and/or phone if they are missing any certifications.  The STC ensures 
that the ESOL teachers complete the WIDA Screener and Online ACCESS for ELLs certifications in July. 

 

What is the communication flow to determine GaPSC certification for all assessments related to 
test examiners and WIDA certification for all assigned test examiners? 
First, all School Test Coordinators receive formal training using Georgia Dept of Education School Test 
Coordinator Training materials that include a link to the GaPSC website.  The STC opens the GaPSC website 
and does a certification search example using her name.  The STC alerts all SchTC to verify the Clearance 
Certification of EVERY SINGLE test examiner to avoid possible test invalidations. 
 
As stated above, the two District ESOL teachers received communication in July for WIDA Screener 
recertification.  The STC verified that the WIDA Screener recertifications were completed. 

 
 
Materials: 

● All school testing coordinators must have a sign-in sheet for documentation of teacher and 
proctor participation.   

● GaDOE Updates provided on each test being administered will be provided as a 
reference/resource for school testing coordinators.  

● A District Meeting held with school testing coordinators to indicate any special 
requirements from the district. 

● School Coordinator’s Manuals and Examiner’s Manuals are usually available on the GaDOE’s 
website. Please use these manuals to assist in training. All manuals must be kept secure and 
accounted for after each use. 

● School Coordinators should refer to the Roles/Responsibilities for all individuals being 
trained from the GaDOE Student Assessment Handbook including but not limited to: 
coordinator, principals, examiners, and proctors.  

● Training covers each group’s roles/responsibilities as documented on the sign-in sheets.  
Examiners and Proctors sign acknowledging responsibilities for testing. 

Topics: 
● Arrangement of delivery of materials by the Director of Assessment to the school 

coordinator.  
● The Director of Assessment and School Test Coordinator check the shipment for accuracy 

of the delivery.  
● Make checks of confirmations and notations of inaccuracies. The materials list is initialed 

and dated with both parties retaining a copy. 
● In order to maintain the integrity of the assessment program and its results, security must 

be established and maintained.  
● The responsibility of the assessment program at the school level rests with the principal 

and their designated school test coordinators. 
● School Coordinators use the Student Assessment in Georgia Schools (PSC document) to 

discuss the testing ethics and consequences of violations. 
● Examiner’s sign and date a copy of these guidelines. 
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● School Coordinators use the Examiner “Must Do” page from the GaDOE’s Student 
Assessment Handbook as a part of the training at the school level. 

● School Coordinators are trained in using the forms required from the GaDOE Student 
Assessment Handbook. 

● School Coordinators are responsible for ensuring proper coding of test documents. 
● School Coordinators are responsible for checking the accuracy of student information. 
● School Coordinators are required to have test examiner’s sign materials in and out each 

day during test administration. 
● Proctors are used when required. All test proctors are trained on their 

roles/responsibilities. 
● Testing Procedures are clearly articulated to ensure a smooth and problem-free test 

administration.  
● Schedules, groups and location assignments, and special directions are distributed and 

explained before testing administration by the School Test Coordinator. 
● Accommodations are well documented by the Special Education Department.  
● School coordinators carefully check to ensure students are provided the appropriate and 

accurate accommodations for each individual test. 
 

Collection of Materials 
 

● Sign-in and Sign-out sheets are used to document who is responsible for each individual 
test booklet, the date, and number of test booklets received. 

● Before testing documents are returned to the Director of Assessment, the school 
coordinator carefully accounts for all materials. 

● During the document count, the school coordinator checks for complete information (Form 
Numbers, Labels, Names…) on each answer document. 

● Once the materials are re-counted by the Director of Assessment and the School Testing 
Coordinator, the materials are packaged for delivery. 

● Principal Certification Sheets are required on all standardized tests. This document must be 
returned at the time of delivery of the testing materials. 
 

Online Testing Protocol 
To access online state-mandated assessments Internet Security, Security of Test Materials, and 
Online Content, local education agencies (LEAs) and schools are required to use a secure platform. 
It is imperative the LEA testing and technology staff work closely together to prepare devices 
appropriately for online assessments. Online tests contain secure test data, copyrighted content 
and confidential student records. Therefore, test administrators, proctors, technology staff, and 
students must follow rules and procedures that ensure online content is not made available to 
anyone for any other purpose than to conduct the test. Users must not access the test and then 
leave a computer or tablet unsupervised. Locally stored off-line content (e.g., cookies, cache) must 
be cleared or secured after accessing the test so malicious applications or users cannot gain access 
to secure test materials.  
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Additionally, LEAs/schools must have acceptable use policies that include detailed provisions 
addressing state online testing security and student/parent consequences for tampering and 
violation. 
 
Best practices for password protection include, but are not limited to, the following:  

● Never share passwords with anyone. User accounts are confidential 
● If passwords must be written down on a piece of paper, store the paper in a secure place and 

destroy it when it is no longer needed.  
● Change passwords immediately if they have been compromised 
● Be careful where passwords are saved on computers and tablets.  
● Some dialog boxes, such as those for remote access, present an option to save or remember a 

password.  
● Selecting this option poses a potential security threat. 

 
Code of Ethics Guidelines for Student Assessment (GaPSC) 
TCS will provide the following information to all staff as part of the annual test training prior to 
state- mandated assessments being given. In addition, this information will be posted on the 
district’s website. 
 
“Chart A” below provides guidance for sanctions of Ethics violations by educators. The sanctions 
(1, 2, 3, 4 & 5) listed below are intended to be progressive. Repeated violations have escalating 
consequences, which shall include additional sanctions at the local system level. Proposed 
sanctions are as follows: 
System Reprimand 
PSC Reprimand 
PSC Suspension w/out pay 
PSC Revocation 
PSC sanction based on situation 

 
Assessment Plans 
To ensure all schools within the school district are in compliance with Thomasville City Schools’ 
and Georgia’s assessment requirements, each school is required to submit an annual assessment 
plan with the district’s assessment coordinator prior to the first day of school each year. 
 

Part A 

 Before the Test Session – It is inappropriate and unethical to: Sanctions  
1 Reveal all or any part of copyrighted tests to students or others, in any manner, oral or 

written, prior to test administration unless directed by GaDOE. 
3-4 

2 Use of test items and prompts prior to administration for instructional purposes. 3 

3 Discourage students from putting forth optimal effort based on purpose of the test. 1-2-3 

4 Review or provide answers to test questions. 3 - 4 

5 Possess unauthorized copy (ies) of state tests. 3 - 4 
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6 Reclassify students solely for the purpose of avoiding state testing. 3 - 4 

 During the Test Session – It is Inappropriate and Unethical to: Sanctions  

 
7 

Vary from the directions outlined in the administration manual (i.e. time, reading 
verbatim, etc.) 

1-2-3-4 
 

 
8 

Read any parts of the test to students except where indicated in the directions (unless 
indicated by an IEP, IAP, or TPC). 

1-2-3-4 

 
9 

Fail to provide state approved accommodations as prescribed in a student’s IEP, IAP, or 
TPC plan OR provide accommodations that are included in the IEP, IAP, or TPC plan. 

1-2-3-4 

 During the Test Session – It is Inappropriate and Unethical to: Sanctions  

10 Interpret, explain, or paraphrase the test items. 1-2-3-4 

11 Define or pronounce words used in the test. 1-2-3-4 

12 Coach (comments or gestures of any kind) students during the test, including remarks 
about quality or quantity of student work. 

2 - 3 - 4 

13 Provide answers to test questions. 3 - 4 

14 Reveal all or any part of copyrighted tests to students or others, in any manner, oral or 
written, prior to test administration unless directed by the GaDOE. 

3-4 

15 Use test items and prompts prior to administration for instructional purposes. 3 

17 Fail to provide an appropriate testing environment (e.g. instructional materials 
removed/covered). 

1 - 2 

 After the Test Session– It is Inappropriate and Unethical to: Sanctions  

17 Make inaccurate reports, unsubstantiated claims, inappropriate interpretations, or 
otherwise false and misleading statements about assessments. 

5 

18 Discuss test items or answers. 1 - 2 - 3 

19 Erase or change student answers. 3 - 4 

 At Any Time During Test Administration, It is Inappropriate and Unethical to: Sanctions  

20 Not account for all secure test materials as provided by the school test coordinator at any 
time during test administration. 

3-4 

21 Compromise the integrity of the assessment. 5 

22 Fail to report possible ethical violations by any professional. 5 

*GaPSC 

**”Test session” means any time during the test administration process. This could include training 
sessions, test sessions over multiple days of the same test, or the time following test administration when 
materials are still in the school buildings/systems. In the event of a violation of the Code of Ethics for 
Testing, the PSC may, in accordance with its rules, impose any one or more of the following: Reprimand, 
Suspension, or Revocation. 

Consequences for Violations Related to Assessment Security 
Any employee who suspects a breach in assessment security must immediately report the breach 
to their immediate supervisor. Failure to report suspected breaches in assessment security can 
have negative implications upon an employee. In addition, any investigation that results in a 
determination of guilt related to violations of assessment security can result in loss of employment 
and a report filed with the Georgia Professional Standards Commission, which may result in loss of 
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a teacher’s certificate. 

Reporting Accountability 

Georgia Report Card 
Thomasville City Schools posts links to the District and School State Report Card on its webpage.  The 
Director of Federal Programs is responsible for ensuring that the links are posted on the district and school 
websites.  These links are checked during the fall of the school year and updated as new report cards are 
issued.  The TCS website has a translation tool which will allow parents to view the reports in a language 
that they can understand to the extent practicable. 

Part 5.  Internal Controls 
The Director of Federal Programs maintains the Internal Controls procedures. Federal program 
purchasing follows, at minimum, all Thomasville City Schools purchasing procedures.  Thomasville 
City Schools operates their federal grants in accordance with the Code of Federal Regulations. 
 

Thomasville City Schools establishes and maintains effective fiscal control and fund accounting 
procedures (internal controls) over the federal grant awards that provide reasonable assurance 
that the school district is compliantly managing the federal award. Internal controls can be defined 
as a process, implemented by TCS designed to provide reasonable assurance regarding the 
achievement of objectives in the following categories: effectiveness and efficiency in operations, 
reliability of reporting for internal and external use, and compliance with applicable laws and 
regulations (2 CFR §200.61). The goal of internal controls is to reduce fraud, waste, and abuse in 
the use of Federal funds. Thomasville City Schools safeguards all assets and assure that they are 
used solely for authorized purposes. Some internal controls are captured in board policies, and 
some are informal and maintained in the Federal Programs Handbook. Thomasville City Schools 
internal control structure consists of the five following elements: The Control Environment, Risk 
Assessment, Control Activities, Information and Communications and lastly Monitoring. All the 
elements can be found within the OCSS policies and procedures. These elements set the minimum 
standard acceptable for internal control and provide the basis against which internal control is to 
be evaluated. These standards apply to all aspects of a district’s operations, both programmatic 
and financial, and provide a general framework for developing and organizing detailed policies and 
procedures.  
Internal Controls Procedures are reviewed by the Director of Finance, Director of Federal 
Programs and Director of Exceptional Students Education at least annually and revised as needed. 
The Director of Finance and the Director of Federal Programs monitor the implementation and 
effectiveness of the established internal controls.  The internal controls are accessible to staff by 
hard copy manual.  If, in the course of monitoring and audits, a revision of internal controls is 
required, TCS will take prompt action to address the issues. 
 
The Georgia Department of Education’s indirect cost calculation, chart of accounts, and Grants 
Accounting Online Reporting System (GAORS are utilized to assist with fiscal management.   
GAORS is used to draw funds and report when all funds have been expended (completion report). 
Due to the limited number of central office employees within the finance department in our small 
school system, internal controls are put into place to ensure the effectiveness and efficiency of 

https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
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operations; reliability of reporting for internal and external use; and compliance with applicable 
laws and regulations with the resources available.  With every accounting function, no one person 
is permitted to handle a process solely from beginning to end.  Each function is divided into 
alternating segments to ensure accuracy of the process as well as ensuring that employees are 
protected with proper accountability and cross-checking.  
 
The following internal controls are in place for all federal funds including Title I, Part A; Title I, Part 
C; Title II, Part A; Title III, Part A; Title IV, A; Title V, Part B; IDEA, and the McKinney-Vento Act as 
well as the 2020 COVID-19 pandemic: Elementary and Secondary School Emergency Relief Funds 
(ESSER) from the Coronavirus Aid, Relief, and Economic Security (CARES) Act, Coronavirus 
Response and Relief Supplemental Appropriation Act (CRRSA), American Rescue Plan Act (ARP). 
The Director of Federal Programs in collaboration with the Director of Finance and each federal 
program  coordinator are responsible for maintaining these internal controls. 
 

A. Internal Controls required to be in writing by 2 CFR Part 200 
 

1.  Allowability   
As the action steps for the School Improvement Plans and CLIP are developed, possible federal 
program expenditures are identified.  When the SIP is submitted to the Director of Federal 
Program, the allowability of activities identified as being funded through a federal program are 
reviewed by the Director of Federal Programs. The Director of Federal Programs determines 
allowability by considering if the activity: 

● aligns to the federal program documents (Prioritized needs, Schoolwide Plan, CLIP, 
and IEP); If it is aligned then it may be allowable, if it is not aligned, then it is not 
allowable. 

● is reasonable and necessary to implement the activities set forth in the program’s 
plan or to administer the federal program. 

● meets the supplement, not supplant guidance for the specific federal program.  
● aligns to cost principle allowability; and 
● is allocable to federal programs as referenced in 2CFR § 200.420-200.476. 

 
If it is determined allowable the Director of Federal Programs continues to complete the SIP 
Compliance Checklist.  If it is not allowable, the Federal Programs Director discusses the issue with 
the principal to determine if another possible funding source is available.  If it is not, the action 
step must be removed from the SIP/CLIP. 
 
Based upon the activities in the CLIP and SIP, a draft budget is developed. Once the SIP is 
approved, the budget is submitted for approval through the Consolidated Application by the 
Director of Federal Programs.  Once approved, the Director of Federal Programs is responsible for 
reviewing, monitoring, and approving the expenditures and transactions including compensation 
for personal services to ensure that all expenditures are allowable under their specific federal 
program.   
 



 

52 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

For any purchase from a federal fund, the school principal submits a formal purchase request to 
the Federal Program Director.  The Director of Federal Programs determines allowability by 
considering if the activity: 

● aligns to the federal program documents (Prioritized needs, Schoolwide Plan, CLIP, and 
IEP); If it is aligned then it may be allowable, if it is not aligned, then it is not allowable. 

● is reasonable and necessary to implement the activities set forth in the program’s plan or 
to administer the federal program. 

● meets the supplement, not supplant guidance for the specific federal program.  
● aligns to cost principle allowability. 
● is allocable to federal programs as referenced in 2CFR § 200.420-200.476. 
● is adequately documented. 
● is incurred during the approved budget period.   
● has adequate funding in the school’s allotted budget.  
● is within the grant’s period of performance; and 
● avoids conflict of interest. 

 
To be considered adequately documented, purchase orders must include enough information to 
determine which federal program plan or need the purchase supports, the validity period if the 
purchase is for software licenses, contracts detailing services to be provided and when they will be 
provided, or other documentation required by specific federal programs. If an expenditure does 
not fall within the period of performance, it may be prorated if allowable in both periods of 
performance.  If this is not allowable the expenditure will not be approved.  In determining 
reasonableness of a given cost in accordance with 2 CFR § 200.302 (b)(7), § 200.403(a), and § 

200.404, consideration is given to:   
● whether the cost is of a type generally recognized as ordinary and necessary for proper and 

efficient performance of the Federal award.  
● the restraints or requirements imposed by such factors as: sound business practices; arm’s 

length bargaining; Federal, state, local laws, and regulations; and terms and conditions of 
the Federal award.   

● market prices for comparable goods.  
● whether the individuals involved acted without conflict of interest considering their 

responsibilities; and 
● whether the purchase significantly deviates from established practices and policies 

regarding the costs, which may unjustifiably increase the federal program’s cost.  
 
The Director of Federal Programs ensures that the purchase is allocable (2 CFR § 200.405) and is 
within the grant period of performance for the specific federal award.  A cost is allocable to a 
particular federal program if the goods and services involved are chargeable to that specific grant.   
 
This standard is met if the cost  

● is incurred specifically for the federal program.  
● benefits both the federal program and other work of the non-federal programs and can be 

distributed in proportions that may be approximated using reasonable methods; and  
● is necessary to the overall operation of the school system and is assignable in part to the 
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federal program.   
 

2. Segregation of Duties 
The following process is maintained to ensure the effectiveness, efficiency, and oversight of 
Thomasville City Schools.  to prevent errors and fraud in accordance with 2 CFR §200.303(a); GAO-
14-704G Standards for Internal Controls for the Federal Government 10.03.  The segregation of 
duties includes: 

 

Expenditure Approval: Any expenditure from a federal fund must have prior approval for 
allowability by the Director of Federal Programs in collaboration with the other federal 
program coordinators, the Director of Finance, and the Superintendent.   

  

All federal money purchases should originate with an approved purchase order and 
Justification of expenses. The purchase order and justification must have the supervisor’s 
signature, and the signature of the Federal Programs Director. Purchase orders created after 
the purchase has been made should not occur. The Director of Finance reviews the purchase 
order again to ensure compliance with Cost Principles, Uniform Administrative Requirement, 
and Audit Requirements.  If approved the purchase order goes to the Superintendent for final 
review and approval.  If at any time the purchase order is not approved, it is returned to the 
principal with an explanation of why it was not approved.  The purchases exempt from the 
purchase order guidelines are: postage and credit card purchases. All invoices will be prepared 
for payment by the District Bookkeeper. Invoices will not be paid unless all documentation is 
attached.  

 
Expenditure Processing: Once the purchase order is approved as described above, it is entered 
into PCGenesis by the Director of Finance and then returned to the school/department for 
ordering. 
 

Finance Department–Separation of Duties  

As of July 1, 2022  
 
Administrative Assistant For Finance (as of July 6, 2022)  

● Prepares purchase orders, packing slips, and invoices for payment  
● Transmits approved purchase orders to vendors and copies to requisitioners  
●  Provides guidance to school bookkeepers  
●  Reconciles School Activity Account bank statements monthly  
●  Reviews School Activity Account source documentation quarterly on-site  
●  Maintains documents for records retention  
●  Assists with federal programs and HR as needed 
●  Receipts any cash/checks received and takes to District Bookkeeper  
●  Reviews all reconciled district bank statements  

 
District Bookkeeper/Accounts Payable  
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●  Serves as a liaison between schools/departments, A/P, and vendors  
●  Coordinates and processes weekly vendor check runs, ACH payments, and other online 

vendor payments  
●  Prepares documents/checks for mailing; maintains appropriate records  
●  Processes vendor run for benefits  
●  Deposits cash and checks into appropriate bank account  
●  Assists Coordinator of Finance/Chief Financial Officer with completing/filing required       

forms/reports and year-end close procedures  
●  Uploads voucher packet information into GADOE portal Invoice Application for grant funds 

requiring the use the Invoice Application  
●  Processes 1099s  
●  Serves as back up to Payroll Specialist  

 
Payroll and Benefits Specialist  
●  Processes scheduled payrolls  
●  Provides payroll distribution to CFO and SNP  
●  Maintains accurate benefits information and communicates changes/requirements to 

appropriate personnel  
●  Reconciles and submits reports to benefits vendors as required  
●  Serves as a liaison between TRS, SHBP, and other benefits providers and employees  
●  Processes W2s and Form 1095-c  
●  Maintains appropriate files, records, and reports  

 
Coordinator of Finance  

● Reviews School Activity Account bank statements monthly  
●  Manages bank accounts and credit cards  

o  Completes online fund transfers between bank accounts as needed and enters J/E 
for these transactions 

o  Makes long-term debt payments (currently bond payments and energy lease)  
●  Pays payroll taxes within 1 day of payroll completion·  
●  Completes quarterly and annual tax reports  
●  Posts All Monthly Revenue  
●  Makes Journal Entries  
●  Maintains appropriate files, records, and reports  
●  Assists in the property control system of school/district assets and helps maintains current 

inventory  
●  Assists in budget preparation, monitoring, and annual audit  
●  Serves as Point of Contact for special projects (Ex. School ERP Pro)  
●  Serves as back up to A/P  

 
Chief Financial Officer  

●  Oversees Finance Department  
●  Directs the development of annual budget with input from stakeholders  
●  Directs the processing, reporting, and distribution of payroll  



 

55 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

●  Enters and maintains budget in accounting system (adds new accounts as needed)  
●  Verifies purchase orders with budget account numbers and enters PO into accounting 

system  
●  Provides principals/department heads with monthly school-level/department budget 

reports  
●  Coordinates and completes federal program draw-downs and completion reports in 

consultation with appropriate grant managers  
●  Monitors all grant funds  
●  Approves journal entries made by Coordinator of Finance  
●  Reconciles all district bank statements  
●  Prepares and presents monthly reports to the Board of Education  
●  Maintains appropriate insurance coverage on assets  
●  Manages SPLOST project schedule  
●  Directs the property control system of school/district assets and maintains current 

inventory  
●  Manages the advertisement, sale investment, expenditure and repayment of all approved 

certificates of indebtedness, general obligations, and revenue bonds  
●  Closes each month/year in accounting system  
●  Completes other reports required by state and federal agencies Superintendent  
●  Approves all Purchase Orders ○ Purchase Orders over $15,000 must be approved by the 

Board of Education  
●  Signs all checks and/or check registers for Accounts Payable  
●  Approves journal entries made by Chief Financial Officer, if any  
●  Signs off on state and federal reports as required 

 

 
 
3. Procurement Procedures 
The Director of Federal Programs along with the Director of Finance ensure that purchases avoid 
conflicts of interest, follow the procurement methods of the program, and are consistent with 
non-federal purchasing procedures.  All other non-Federal entities, including subrecipients of the 
system must also follow the procurement standards in 2 CFR 200.318 through 200.327. 
 
For any purchase from a federal fund, the school principal submits a formal purchase request to 
the Director of Federal Programs who will then determine if it is allowable.  Once the purchase 
order request is approved by the Director of Federal Programs who reviews it and gives a funding 
source for the purchase, it is then approved and dated.  The Director of Finance logs the purchase 
order into the PC Genesis program giving it a purchase order number.  The Director of Finance 
reviews the purchase order again to ensure compliance with Cost Principles, Uniform 
Administrative Requirement, and Audit Requirements.  If approved the purchase order goes to the 
Superintendent for final review and approval.  If at any time the purchase order is not approved, it 
is returned to the principal with an explanation of why it was not approved.   
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The Director of Finance also ensures that the cost is not being used to meet cost sharing or 
matching requirements of any other federally financed program in either the current or prior year.  
Once the Director of Finance signs off the Director submits the purchase order to the 
Superintendent for final review before it is entered into PCGenesis (finance software program) by 
the Director of Finance and then returned to the school/department for ordering.  A copy of the 
purchase order is then sent to the federal program office for filing and one is kept in the Accounts 
Payable office. 
 

Domestic Preferences for Procurements (CFR 200.322)  
As appropriate and to the extent consistent with law, Thomasville City Schools to the greatest extent 
practicable under the Federal award, provides a preference for the purchase, acquisition, or use of good, 
products, or materials produced in the United States (including but not limited to iron, aluminum, steel, 
cement, and other manufactured products). The requirement of this section is included in all subawards 
including all contracts and purchase orders for work or products under this award.  
 

Contracts 
To be considered adequately documented, contracts must include the following information  

● The services to be purchased/provided 
● When they will be provided, 
● Names entering into the contract 
● Contract Rate (total fee/per hour) 
● Timeframe of the contract 
● Method of payment 
● Location of provision of service 
● Signatures and date and 
● Any other relevant documentation required by specific federal programs 

 
If an expenditure does not fall within the period of performance, it may be prorated if allowable in 
both periods of performance.  If this is not allowable the expenditure will not be approved.   
Contracts in excess of $10,000 must have termination for cause and for convenience stipulations 
including the manner by which it will be effected and the basis for settlement.  
 
If a request is over $250,000 a cost/price analysis will be completed.  Before getting bids or 
proposals, Thomasville City Schools will gather independent estimates to use as a starting point for 
determining appropriate cost. 

 
Contract Oversight (2 CFR §200.318(b) 
When a contract is approved using federal funds, the Director of Federal Programs and the 
principal discuss the services provided during check-in to ensure that the contract is being fulfilled. 
The principal or designee is responsible for overseeing the contracted service within their building 
to ensure that the terms, conditions, and specifications of the contract or purchase order is being 
implemented.  If the contract is not being fulfilled, the principal will contact the Director of Federal 
Programs immediately who will follow up with the contracted service provider on the 
requirements not fulfilled. No payment will be made to the contractor until all the terms, 
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conditions, and specifications in the contract are provided.  If a contractor breaches the contract, 
the funds reserved for the unfulfilled services will not be paid.     
 
When a contractor’s invoice is received, the principal verifies that the services were provided and 
signs the invoice which is then forwarded to the Accounts Payable Department. The invoice is 
matched with the approved purchase order/contract.  The invoice is paid in accordance with 
payment procedures. 
 
Records of contracts which use federal funds are kept in the vault in the finance department along 
with the contract. A copy is kept in the Director of Federal Programs office. The records will 
include the rationale for the method of procurement, selection of contract type, 
selection/rejection of contractor and the basis for the contract price.   
 
Multiple year contracts will include this clause “if federal funds are no longer available the 
contract will be void”. 

 
4.  Method for Conducting Technical Evaluations of Proposals and 
Selecting Recipients 
The Director of Federal Programs ensures that federal purchases avoid Conflict of Interest, follow 
procurement methods, and is consistent with non-Federal Purchasing Procedures. The Director of 
Federal Programs follows correct procurement procedures outlined in 2 CFR § 200.319(c) & 2 CFR § 

200.320 (d)(3).  Thomasville City Schools uses the total amount of the purchase, not each 
program’s contribution, to determine which of the following procurement procedures to follow.  

 
 
 
Informal Procurement Methods  
When the value of the procurement for property or services under a federal award does not 
exceed the simplified acquisition threshold (SAT), as defined in 200.100, or $10,000 , since formal 
procurement methods are not required, Thomasville City Schools will use the following informal 
procurement methods: 

● Procurement by micro-purchases: purchases in an amount up to $10,000 (adjusted for 
inflation).  
The aggregate dollar amount is calculated for each purchase order, supplies or services. 
The school principal/federal program is responsible for making the selection of items for 
purchase based upon (1) needs (2) best value for money (3) affordability (4) availability of 
items from the supplier. The principal/federal program director must take all necessary 
affirmative steps to assure that minority businesses, women's business enterprises, and 
labor surplus area firms are used when possible (2 CFR 200.321) and to the extent 
practicable distribute micro-purchases equitably among qualified suppliers. 
Principals/federal programs use their experience with the vendor, previous purchase 
history from other schools, research they have done at conferences or online on the item, 
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or other information they may have to determine if the price is reasonable.  The signed 
purchase order and any supporting attachments serves to document that the 
principal/federal program has determined the price is reasonable. Consultation with the 
technology supervisor is necessary for all requests for technology equipment. These 
purchases are to be distributed equitably among suppliers to the extent practicable, but 
competitive quotations are not required if the price is reasonable.  
Procurement by small purchase procedures: (Purchases in an amount between $10,000 
and $250,000)   
All Federal Programs Directors work alongside with the Director of Operations to select a 
vendor for these items by obtaining a price quote by email, phone, verbal, or electronic 
means from at least two qualified sources before determining the vendor for the 
purchase/service. Any single item purchase of $15,000 or more must be approved by the 
Thomasville City Schools Board of Education before the purchase order is approved by the 
Director of Finance. 
   Any purchase over $25,000 or a cumulative purchase from the same vendor of $25,000 
or more requires the Director of Federal Programs to check the System Award 
Management (SAM) Website to ensure the vendor has not been suspended or disbarred. 

 

Formal Procurement Methods   
● Procurement by competitive sealed bids (formal advertising) for purchases greater than 

$250,000.00.   
When a request is made for a purchase over $250,000 using federal funds including (ESSA, CARES, 
and ARP) the Director of Federal Programs and/or the Director of CTAE (Career Technical 
Agricultural Education) will work with the principal or department to develop a Request for 
Proposal (RFP)/invitation to submit a sealed bid.  This will include a complete description 
(characteristics and specifications) of the goods or services to be provided, the requirements that 
the bidder must fulfill, the factors that will be used in evaluating the bid or RFP, and the date and 
time of the public bid opening.  Bids are publicly solicited using the Thomasville City Schools 
website, the local newspaper, and through invitations to previous and/or local vendors.  
 
A firm fixed price contract (lump sum or unit price) is awarded to the responsible bidder whose 
bid, conforming with all the material terms and conditions of the invitation for bids, is the lowest 
in price.   
 
The Director of Finance is responsible for ensuring technical evaluations are conducted in 
compliance with Federal regulations.  As bids are received at the central office, the Federal 
Programs Director will date the envelopes.  Any bid may be withdrawn prior to the scheduled time 
for the opening of bids. At the advertised time, the bids will be publicly opened by the Director of 
Federal Programs and the results recorded.  The Director of Federal Programs evaluates the 
bids/RFPs received by the designated due date.  This committee will individually rate each 
response based on how well they meet the specifications of the request, reference, cost, and 
timeline.  For sealed bids, the evaluation will also consist of a price analysis comparing the values 
of similar products, goods, and services to determine the reasonableness of the bids.  For 
competitive proposals, all bids/RFPs will be evaluated using the description and requirements set 
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forth in the invitation to bid/RFP. After a price analysis, the Director of Federal Programs will 
submit to the Superintendent all the bids and indicate the recommended bid/proposal.  The 
Superintendent will seek approval from the Board of Education.  The Board of Education may 
reject any or all bids.  The Board may in its judgment consider such factors as service, location, and 
timeliness of delivery; therefore, they may accept the bid that appears to be in the best interest of 
the school system even if it is not the lowest bid. The Board reserves the right to waive any 
formalities in or reject any or all bids or any part of any bid. Contracts binding the school district 
can be made only by the Board or the Superintendent.  Following board approval, a letter 
summarizing the results and outlining the procedure for protesting the results will be sent to all 
bidders by the Federal Programs Director. A firm fixed price contract will be awarded in writing to 
the lowest responsive and responsible bidder.  Vendors who wish to protest the results of the 
process must do so in writing using procedures outlined in the summary letter. 

 
Procurement by noncompetitive proposals 
 
Thomasville City Schools will use procurement by noncompetitive proposals (procurement 
through solicitation of a proposal from only one source) only when one or more of the following 
circumstances apply: 

a) The acquisition of property or services, the aggregate dollar amount of which does not 
exceed the micro-purchase threshold.  

b) The item is available only from a single source.  
c) The public emergency for the requirement will not permit a delay resulting from publicizing 

competitive solicitation.  
d) The federal awarding agency or pass-through entity expressly authorizes a noncompetitive 

proposal in response to a written request from the non-federal entity; or 
e) After soliciting a number of sources, competition is determined inadequate. 

 
 
Verification for Suspension Debarment 
 

The Director of Finance ensures that no vendors from whom Thomasville City Schools purchases 
goods and services are listed on the website sam.gov as being suspended, debarred or otherwise 
excluded from or ineligible for participation in Federal assistance programs or activities. The 
Director of Finance immediately notifies the person who originated the purchase order so another 
vendor can be selected (2 CFR §180.25(a) and 2 CFR§200.213). 2 CFR 180.220 Procurement 
contracts included as covered transactions include any contract or subcontract expected to equal 
or exceed $25,000 must be checked against the System for Award Management (SAM) for 
suspension or debarment (includes contracted tutors). Evidence of the verification can be in the 
form of a date/time stamped print screen or other digital method that is readily available and 
include who checked, when it was checked and the query criteria. 
 

        5. Conflict of Interest 
Employees of Thomasville City Schools who are engaged in the selection, award and 
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administration of contracts shall abide by the following: 
• No employee, officer, or agent may participate in the selection, award, or administration of 

a contract supported by a federal award if he or she has a real or apparent conflict of 
interest (2 CFR §200.112). 

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

• Officers, employees, and agents of Thomasville City Schools may neither solicit nor accept 
gratuities, favors, or anything of monetary value from contractors or parties to sub-
contracts. 

 

Code of Ethics Standard 6: 
An educator shall maintain integrity with students, colleagues, parents, patrons, or businesses 
when accepting gifts, gratuities, favors, and additional compensation. Unethical conduct includes 
but is not limited to:  

1. soliciting students or parents of students, or school and/or LUA/school district personnel, 
to purchase equipment, supplies, or services from the educator or to participate in 
activities that financially benefit the educator unless approved by the local board of 
education/governing board or authorized designee.  

2. accepting gifts from vendors or potential vendors for personal use or gain where there may 
be the appearance of a conflict of interest. 

3. tutoring students assigned to the educator for remuneration (compensation) unless 
approved by the local board of education/governing board or authorized designee; and  

4. coaching, instructing, promoting athletic camps, summer leagues, etc. that involves 
students in an educator’s school system and from whom the educator receives 
remuneration unless approved by the local board of education/governing board or 
authorized designee. These types of activities must follow all rules and regulations of the 
Georgia High School Association. 

Any employee who has a possible conflict of interest or suspects another employee of having a 
potential conflict of interest must disclose the situation to the Director of Finance who will 
determine if a conflict of interest exists. If a conflict of interest exists, the Director of Finance will 
report this finding to the Superintendent and together will determine if the employee must be 
removed from the selection, award, or administration of the contract.  If the Director of Finance is 
suspected of having a potential conflict of interest, the report must be given to the 
Superintendent (Human Resources).  The Superintendent will determine if the matter needs to go 
before the Board of Education or a report to PSC is warranted.  Thomasville City Schools Board of 
Education thoroughly and expeditiously investigates any reported cases of violations of conflicts of 
interest to determine if disciplinary, financial recovery and/or criminal action should be taken. 
 

6.  Personal Compensation 
Time and Effort  
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Time and effort documentation is required for employees who are paid in part or entirely from the 
federal funds.      
  

Periodic Certification 
Individual Periodic Certification forms are required for each 100% paid federally funded employee 
who works on a single cost objective and accounts for the total activity of that employee. These 
Periodic Certifications are completed semi-annually and use either the individual or group form. 
Periodic Certifications are obtained during the month of January for the period from July 1 
through December 30th and then again after the employees contracted work period is completed 
(usually at the end of May or June) for the period from January 1st through the end of the work 
contract.  The periodic certifications must be signed after-the-fact indicating that 100% of the job 
duties were allowable under the federal program funding the employee.  The employee’s 
supervisor who has first-hand knowledge of the work performed by the employee signs the form 
acknowledging that the employee worked solely on the federal program.  The principal returns the 
forms to the Director of Federal Programs by February 28th for the 1st semester and June 30th for 
the 2nd semester.  Supporting documentation includes the employee’s schedule, program sheet 
indicating the funding source, the budget from the consolidated application, and the payroll 
report. These Periodic Certifications are reviewed by the Director of Federal Programs and to 
ensure compliance with the specific program’s guidance. Any issues that arise are discussed with 
the employee’s supervisor and corrective actions are documented and implemented.  

 
Personnel Activity Reports (PARS) - Split Time Logs  
2 CFR §200.430(i)(1) (i, vii) and §200.430(i)(1)(viii) (B,C) (B) 2 CFR §200.430(i)(1-8)  
 
Monthly PARS are required for employees who work on multiple cost objectives funded through 
federal funds. If an employee is funded partially or entirely through a federal program, the 
employee must complete PARS.  Monthly PARS (split time logs) are submitted by staff working on 
multiple cost objectives to reflect a monthly after-the-fact distribution of the actual activities of 
the employee. The percent of wages and benefits charged to each federal program is 
representative of the time spent in activities for the federal program over the month and coincides 
with one or more pay periods. The PARS must account for actual and total activity (not just that of 
one program) and reflect work activities in enough detail to clearly indicate the work is allowable 
under each funding source.  Employees who have a fixed daily schedule may use their schedule in 
place of a split time log if there is an indication on the schedule showing which portion of the day 
is worked for each funding source.  The employee (except substitutes) submits the signed split 
time log or fixed schedule to their principal/supervisor who has first-hand knowledge of the work 
performed by the employee.  The principal/supervisor reviews the activities/schedule and 
signs/dates the log indicating that the log/schedule is a true representation of the 
activities/schedule for the month. The printed name must accompany the signatures in order to 
determine who completed the form.   The principal sends the completed split time log or schedule 
to the Director of Federal Programs to review and ensure compliance with the federal program 
guidance.  The schedule of the federal employee is reviewed to ensure the activities are allowable 
for the specific program.  Any issues that are discovered are discussed with the employee’s 
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principal/supervisor and corrective actions are documented and implemented as needed. 
Supporting documentation for activities may be gathered to help determine if an activity is 
allowable for the specific federal program.  At least once a semester (December, June), the 
Director of Federal Programs will reconcile the time and effort documentation by calculating the 
percent of time spent in activities allowable for each federal program and compare it to the 
payroll percent for each program.  If the two percentages do not match 1st semester, the principal 
and employee are contacted to ensure that a correction in the time devoted to the federal 
program activities are made so that in June both percentages for the year match.  If in June a 
mismatch is found in that the percent of time spent in activities of a specific federal program is 
less than allocated, a correction will be made in the percentage of wages proportioned to each 
program for each split time federal employee. Supporting documentation for the PARS include the 
payroll report, program sheet detailing the percent of wages to be proportionate to each funding 
source, the budget from the consolidated application, and if appropriate, additional 
documentation on specific activities reported on the split time log. 
 
If Thomasville City Schools has employees paid from federal funds a monthly substitute list is 
generated by the Payroll Specialist and submitted to the Director of Federal Programs to 
determine the fund source for each substitute who will be paid out of federal funds. The report 
indicates the name of the substitute, the teacher with the absence, the activity type (sick, 
professional learning, leave without pay) and date of the absence.  The Director of Federal 
Programs aligns the professional learning absence with the professional learning requests 
submitted and approved in advance of the absence.  The professional learning request had been 
reviewed by the federal program coordinator for allowability with the specific federal program 
guidance and indicates the funding source for the substitute.  The Director of Federal Program 
indicates which professional learning substitutes are to be paid out of federal funding.  If no 
professional learning request is found for the absence or if the request had not been approved, 
the school principal is contacted to determine what funds other than federal funds will be paying 
for the substitute.   
 
A report of each school’s substitutes along with the funding source is submitted to the principal 
who reviews the report and signs and dates the form indicating that the log is a true 
representation of the activities for the month and that the activities are allowable under the 
federal program indicated.  The principal sends the completed substitute PARs with signature and 
date to the Director of Federal Programs to review and ensure compliance.  Any issues that are 
discovered are discussed with the employee’s principal/supervisor and corrective actions are 
documented and implemented.  
 

Stipend Procedures:  
Stipends are paid in accordance with GaDOE Rule 160-3-3.04.  Stipends may be paid for approved 
professional learning activities provided outside of normal contract/work hours at a rate of $30 
per learning hour. Stipends may be awarded only if the following conditions exist: 
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● There is evidence that the knowledge, skills, practices, and dispositions gained from the 

professional learning activity are aligned to an approved individual plan, the SIP, and, CLIP specific 

goals; and  

● There is evidence that the knowledge, skills, practices, and dispositions developed through 
participation in, or facilitation of professional learning have been implemented/ demonstrated in 

the classroom/work setting; and  
● Participation occurs beyond regular contract hours, days, or school year. 

 

The principal/department supervisor will send a prior approval form to request a stipend for an 
allowable employee (determined by the specific federal program).  The form must include the 
name of the employee, the activity, the date and time of the activity, principal’s/department 
supervisor’s approving signature, funding source and date of approval.  The Director of Federal 
Programs reviews the stipend request to determine if it meets the federal program guidelines and 
is reasonable and necessary for the federal program. If approved the principal/department 
supervisor is notified of the approval.  If any information is missing, there are insufficient funds in 
the federal program budget, or if it does not meet federal program guidelines, the form is 
returned to the school without approval and no stipend is paid for the activity.   
 
An additional pay form must be completed by each participant listed on the prior approval form 
after the activity.  The form must include the name of the employee, the activity, the date, and 
time in and time out of the activity, employees signature/date, principal’s/department 
supervisor’s approving signature and date. If any information is missing the form is returned to the 
school without payment. The Director of Federal Programs reviews the additional pay form to 
ensure that it matches the prior approval form.  If they match, the Director of Federal 
Program/federal program coordinator signs, dates, and adds the funding source according to the 
prior approval form.   The form is forwarded to the Director of Finance for approval indicating that 
the procedure followed is consistent with that of a non-federal program and there are funds in the 
federal program budget to cover the cost of the stipend.  If it is not approved, the Director of 
Finance and the Director of Federal Programs discuss the issue raised and reach an agreement on 
the stipend.  If approved, it is forwarded to the Payroll Specialist for payment.  If it is not 
approved, it is returned to the school with an explanation and no stipend will be paid out of a 
federal program.  
 

 
Hazard Pay 
Employees may receive hazard pay from “emergency” or ESSER funds for a national or local 
emergency or to perform critical services. Instances when this may happen may include a 
pandemic or a natural disaster. Employees will be compensated for fully completing an objective 
from a supervisor related to the aforementioned conditions. 
 

7. Travel 
 
Thomasville City Schools travel procedures follow 2 C.F.R. §200.474(b).  All travel reimbursements 
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are made according to state travel regulations as set by the State Accounting Office. Employees 
acting on behalf of the system in an official business capacity will be reimbursed for expenses 
related to transportation, lodging, and subsistence, and related items (within the limits of state 
travel regulations) incurred by the employee if it has been prior approved by the Director of 
Federal Programs in collaboration with other program directors and is reasonable, necessary, and 
aligned to activities detailed in the CLIP, Schoolwide Plan, or activities supporting services required 
by IEPs) or required for the implementation of the federal program. Travel costs must be 
reasonable and consistent with this written travel procedure or follow GSA 48; CFR 20.205-46a.  
Employees must pay for meals, and mileage out of pocket and are reimbursed at the state per 
diem rate while lodging is paid at actual cost.  Lodging costs are pre arranged and paid in advance 
by district credit card or employee will work with the finance department to take a school system 
check for the cost. Registration fees for conferences need prior approval by the 
principal/department supervisor, the Director of Federal Programs in collaboration with the 
department directors, and the Superintendent using Professional Leave Request forms and 
purchase orders. Employees must submit a request for reimbursement using the Thomasville City 
Schools travel form and attach receipts for lodging and agendas for conferences and meetings or 
other documentation to provide evidence of the employee’s attendance and the allowability of 
the travel in accordance with the federal program guidelines.  The reimbursement must be 
approved by the Director of Federal Programs in collaboration with the specific program director. 
Travel reimbursement requests must be submitted and paid during the period of performance for 
the federal grant and consistent with Thomasville City Schools reimbursement procedures. 
 

B. Internal Controls Not Required to be in Writing 
 
Suspension and Debarment (2 CFR §200.212, 2 CFR Part 180) 
The Director of Finance and Director of Federal Programs are responsible for ensuring that 
requirements relating to suspension and debarment are followed and business is only awarded to 
qualified vendors.  They do not maintain a list of suspended and debarred parties, but instead rely 
on experience with vendors and online SAM resources. The Federal Programs Administrative 
Assistant in collaboration with the Director of Federal Programs reviews the list at 
https://www.gsaig.gov/content/suspension-and-debarment-sites-state .  Before cumulative 
purchases of $25,000 are made to a vendor, the Federal Programs Administrative Assistant in 
collaboration with the Director of Federal Programs checks the SAM website at:  
https://www.sam.gov/portal/SAM/?portal:componentId=57532328-784f-4065-bceb-
801ac648ccba&interactionstate=JBPNS_rO0ABXc0ABBfanNmQnJpZGdlVmlld0lk 
AAAAAQATL2pzZi9uYXZpZ2F0aW9uLmpzcAAHX19FT0ZfXw**&portal:type=action#1  
 to ensure that the vendor is not suspended or debarred.  If the company is not on the website 
search, the purchase may be approved if it meets all other provisions of the federal program.  If 
the vendor is on the search results, the purchase may not be approved. However, if the vendor 
becomes suspended or debarred during the school year, Thomasville City Schools may continue to 
use the vendor if TCS has been using the vendor before the vendor was excluded.  The search 
results including the date and time from the SAM website (or a signed and dated screen shot or 
the pdf of the search results) are kept as documentation of the process being implemented.  

https://www.sam.gov/portal/SAM/?portal:componentId=57532328-784f-4065-bceb-801ac648ccba&interactionstate=JBPNS_rO0ABXc0ABBfanNmQnJpZGdlVmlld0lk%20AAAAAQATL2pzZi9uYXZpZ2F0aW9uLmpzcAAHX19FT0ZfXw**&portal:type=action%231%20
https://www.sam.gov/portal/SAM/?portal:componentId=57532328-784f-4065-bceb-801ac648ccba&interactionstate=JBPNS_rO0ABXc0ABBfanNmQnJpZGdlVmlld0lk%20AAAAAQATL2pzZi9uYXZpZ2F0aW9uLmpzcAAHX19FT0ZfXw**&portal:type=action%231%20
https://www.sam.gov/portal/SAM/?portal:componentId=57532328-784f-4065-bceb-801ac648ccba&interactionstate=JBPNS_rO0ABXc0ABBfanNmQnJpZGdlVmlld0lk%20AAAAAQATL2pzZi9uYXZpZ2F0aW9uLmpzcAAHX19FT0ZfXw**&portal:type=action%231%20
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Inventory 2 C.F.R.§200.313(d) 
 
Acquisition of Equipment 
For any purchase from a federal fund, a formal purchase request is submitted to the Director of 
Federal Programs by the school principal/federal program coordinator.  Equipment must be pre 
approved, necessary, reasonable, allowable, and allocable for the program funding the purchase. 
The Director of Federal Programs in collaboration with the federal program coordinator is 
responsible for reviewing and ensuring alignment with the System’s CLIP, the school improvement 
plan, and/or IEPs and is included in the school's allotted federal program budget. Equipment with 
object codes in the 700s must have prior approval from the State Federal Program Specialist 
before the purchase order is processed.  In addition, for IDEA equipment costing $5,000 or more 
must have prior approval from the State Department of Special Education.  
 
Once the purchase order request is approved by the specific federal program coordinator, it is 
signed and passed onto the Director of Federal Programs who reviews it and gives a funding 
source for the purchase.  The Accounts Payable Clerk logs the purchase order into the PC Genesis 
program giving it a purchase order number.  The Director of Finance reviews the purchase order to 
ensure compliance with Cost Principles, Uniform Administrative Requirement, and Audit 
Requirements.  If approved the purchase order goes to the Superintendent for final review and 
approval.  If at any time the purchase order is not approved, it is returned to the principal with an 
explanation of why it was not approved.   The Director of Finance and Director of Federal 
Programs are responsible for ensuring that requirements relating to suspension and debarment 
are followed and business is only awarded to qualified vendors.   

 
 
Entry of Information into Inventory 
An inventory system is in place to keep track of items purchased with federal funds that have a 
shelf-life expectancy of one or more years or are pilferable.  This includes items purchased for the 
central office, the schools, N & D facilities, and private schools participating in federal programs (if 
any).  The federal programs’ inventory is maintained on a spreadsheet by school, technology, and 
central office. The following information is included for each item on the spreadsheet:  

● Description of the equipment 
● Unit cost 
● Funding source (including the FAIN) 
● Date of purchase 
● Vendor 
● Serial number, model number, or other identification number 
● Percentage of funding source, under which the equipment was acquired  
● Present location of the equipment 
● Use of the equipment (instruction, after school program, parent engagement, 

administration, etc.) 
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● Condition of the equipment 
● Disposition information including the date of disposal 

 
An updated inventory is done on an annual basis and submitted to the Director of Federal 
Programs by April 30th.  The Technology Supervisor and Principals maintain the inventory of 
federally purchased equipment received at their school.  The Technology Supervisor maintains the 
inventory of technology equipment, including the inventory of equipment purchased using 
“emergency” or ESSER funds, and the inventory of central office equipment.  A copy of the current 
inventory report is kept on file in the Federal Programs office and at the school. As equipment is 
received, each person responsible for maintaining the inventory updates it.   
 
All equipment (items with object “615”, “616”, and in the “700s”) must be included on the federal 
inventory. Pilferable items must also be listed on the federal inventory. Pilferable items are 
defined as those items that may be easily lost or stolen. Pilferable items include, but not limited to 
cell phones, iPads, tablets, iPods, graphing calculators, calculators, projectors, cameras, 
camcorders, DVD players, computer equipment, and televisions. 
 
Technology hardware items will be received by the technology department who will match the 
invoice with the purchase order and any discrepancies will be researched and resolved. Prior to 
delivering the hardware items to the schools, the Technology Supervisor or his designee will 
inventory all items and prepare the items for use (imaged, tested for issues, labeled, etc.). 
Computer technicians will set up the equipment in the designated buildings and rooms as 
indicated on the inventory. 
 
When items are received by the school or central office, the invoice is matched with the purchase 
order by the Bookkeeper or Principal’s designee at the school and the Federal Programs 
Administrative Assistance at the central office and any discrepancies researched and resolved.  
The Federal Program Director will review purchase orders and add items purchased during the 
previous year to the inventory of each school prior to the end of September of the new school 
year.  The school’s federal programs inventory is sent to the principal during the month of 
September. An inventory sticker (identifying the year, the school system’s name, item number, 
and the federal program) is then placed on the item by the principal or designee which will include 
the funding source and the item number according to the following method. 
 

o System Name 
o FY   
o Name of Federal Program which purchased the item 
o Facility number  
o Item number 

 

Inventory Management 
Materials purchased for use in federal programs will be labeled and be utilized in the capacity for 
which it was purchased. Any equipment, materials and/or supplies purchased with federal funds 
are considered solely for the use of that program. In the event the equipment is no longer usable, 
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materials and equipment will be disposed of following the system disposal procedures. Equipment 
that is damaged, lost, or stolen will be documented on the inventory and if the cost of the item is 
$1000 or more will be directly reported to the Director of Federal Programs using the Report of 
Lost, Damaged, or Stolen Property form.  The Director will instruct the school on what to do with 
the damaged equipment.  A police report is required for stolen property.  
 
Permission to remove items from the inventory will be granted following review and approval of 
the inventory report by the Director of Federal Programs. The school is responsible for replacing 
destroyed, lost, or stolen and repairing damaged equipment so that their program is not 
compromised. 
 

Off-Site Use of Equipment 
Prior approval by the principal/federal program coordinator is required for the use of federally 
funded equipment off-site. A written request for use of equipment to be utilized off site may be 
presented to the principal.  The principal/federal program director will approve a request only if it 
is for the purpose for which the equipment was purchased. The sign-out sheet will be completed 
to include the date the equipment was taken off-site, use of the equipment, person responsible 
for the equipment use, date the equipment was returned and the condition of the equipment on 
return.   

 
 
Physical Inventory 
Physical inventories are conducted every year. A building-level administrator will verify the 
physical inventory at the school has been completed. Technology-related equipment purchased 
using federal funds is inventoried by the school Principal or designee with the assistance of the 
technology supervisor or his designee if needed.  “Emergency” or ESSER purchased equipment is 
inventoried by the Principal or designated personnel at the school level. Any differences between 
quantities determined by the physical inspection and those shown in the accounting records shall 
be investigated to determine the causes of the difference.  Lost, damaged, or stolen property will 
be reported to the Director of Federal Programs if the item costs $1000 or more. The Director of 
Federal Programs will discuss the item with the Superintendent to determine if further actions are 
needed.  During the physical inventory the school administrator will verify the location of each 
item, how it is being used, the need for the equipment, and the condition of the equipment. The 
principal will sign and date the inventory indicating that the physical inventory has been 
completed and the inventory is accurate.  By April 30th, a copy of each inventory along with any 
report of lost, damaged, or stolen property which have been completed are sent to the Director of 
Federal Programs who will review purchase orders from the year to ensure that all equipment and 
pilferable items are included on the inventory.  If discrepancies are found, the Director of Federal 
Programs will communicate the discrepancy with the principal.  The item is placed on the 
inventory and the principal completes each column on the inventory. If the item is not found after 
a thorough search, the principal will report the missing item to the Director of Federal Programs 
who will discuss the item with the Director of Finance to see if other funds need to be used to pay 
for the missing item or if further actions are needed. A copy of the inventory is sent to the Director 
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of Federal Programs for filing by April 30th.   

 
Equipment Disposition 
When original or replacement equipment acquired with federal funds is no longer needed for the 
program which originally purchased it, the equipment may be transferred equitably to the 
inventory of the same federal program at another school. If no other school needs the equipment, 
it will be transferred to another functioning federal program within the same school. If the 
equipment is not needed at that same school, the equipment is equitably transferred to another 
federal program within the district.  If none is found, the equipment may be determined to be 
surplus. Records are kept and made available for monitors and auditors as to where the 
equipment was transferred.   The disposition of the equipment is logged into the inventory 
notating to what program and where the equipment was transferred. 
 
When a school closes, equipment may be transferred equitably to the same federal program in 
another school within the system. If a federal program is no longer available, federally purchased 
equipment will be transferred equitably to the inventory of another functioning federal program 
within the system.  If none is found, the equipment may be retained, sold, or disposed of. Records 
are kept and made available for monitors and auditors as to where the equipment was 
transferred.   The closed school inventory is sent to the Director of Federal Program for filing. 
 
The Director of Technology will establish the lifecycle of technology equipment.  The Director of 
Federal Program will determine the lifecycle of equipment. For headsets without microphones and 
costing less than $10 the lifecycle will be less than 1 year.  For headsets without microphones and 
costing more than $10, the lifecycle is 1-2 years.  For headsets with microphones the life cycle is 3 
years.  The Director of Finance and the Director of Technology will determine depreciation 
methods that will be used for equipment. 
 
Loss, damage and/or theft of equipment purchased with Federal funds is noted on the federal 
inventory and if the cost of the item is over $1000 the principal will report it to the Director of 
Federal Program Director who will discuss the item with the Superintendent to see if further 
actions are needed. If theft is suspected, the police will be contacted. 
When property purchased with federal funds becomes obsolete, unusable, or surplus to school 
system needs, or is otherwise not in the school’s best economic interests to retain, it may be 
disposed of by sealed bids, public auction, or other means as practical or cost effective.  All sales of 
real property must be approved by the Director of Federal Programs and the Superintendent prior 
to the sale of such property; no private sales shall be made. The highest price possible will be 
sought. Sales will be publicized in advance of the sale date through the school website and the 
local newspaper. All proceeds from sales shall be deposited in the general fund. The sale will be 
reflected on the inventory for at least three years.   
The following are the procedures to eliminate any equipment item from the inventory: 
 

1. Equipment items with an acquisition cost/current per unit fair market value of less than 
$5,000 and are more than three years old may be retained, sold, or disposed of with no 
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obligation to GaDOE. The disposition of such items is documented on the equipment 
inventory. 

 
2. Equipment with an acquisition cost of $5,000 or more may be retained or sold.  GaDOE has 

the right to $500 or 10-percent of the sale. 
 
Items identified for disposition are maintained on the inventory for three years before final 
removal. Once disposed of the Federal Programs Office will be informed, and the appropriate 
notation will be made in the inventory records and documentation retained. The Director of 
Finance is responsible for carrying out these disposition procedures. 
 

Safeguards Related to Loss, Damage, or Theft of Equipment 
The system and its schools will use adequate safeguards to prevent loss, damage, or theft of the 
equipment.  Control features include:  

● Locked storage (for particularly valuable or vulnerable items) 
● Access controls to schools (limit entry by unauthorized personnel) 
● Sign out sheets for certain items of property which are not directly assigned to a specific 

core academic teacher; for example, class sets of iPads/laptops, cameras 
● Items are entered on the inventory spreadsheet before the end of September 

 
Any loss, damage, or theft will be investigated and documented on the inventory by the principal if 
the location is a school and by the federal program coordinator if the item is located at the central 
office.  The principal will investigate to determine the circumstances surrounding the loss, 
damage, or theft.  If items cost $1000 or more, the principal will notify the Director of Federal 
Programs who will discuss the item with the Superintendent to see if further actions are needed. If 
theft is suspected, the police will be contacted.  Schools may be required to replace the missing 
item from another funding source. 
 
 
 
 

Ensuring Funds, Property, and Other Assets are Safeguarded Against 
Loss from Unauthorized Use or Disposition 

Materials purchased for use in federal programs will be labeled and be utilized in the capacity for 
which it was purchased. The location and use of the equipment are noted on the inventory 
spreadsheet and checked at least annually by the Director of Federal Programs.  Principals are 
responsible for ensuring that equipment is used by authorized users only and for the purposes for 
which it was purchased.  A written request for use of the equipment by another employee may be 
presented to the principal.  The principal/federal program coordinator will approve a request only 
if it is for the purpose for which the equipment was purchased. A sign-out sheet will be completed 
to include the date the equipment was taken to a different location within the building, the use of 
the equipment, the person responsible for the equipment use, the date the equipment was 
returned to the location indicated on the inventory spreadsheet, and the condition of the 
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equipment on return.   
 
Before any disposition of federally purchased equipment, approval from the Director of Federal 
Programs must be obtained.  All sales of real property must be approved by the Director of Federal 
Programs and the Superintendent prior to the sale of such property; no private sales shall be 
made. 

 

Disposal of Inventory/Form 

This form must be filled out when any equipment is disposed of in buildings.  The school keeps a 
copy of the form with its inventory paperwork and forwards the original form to the Federal 
Programs Office.  Follow the directions stated on the form.  More information on disposal of 
inventory is listed below.  Inventory may be disposed of if it is no longer used, if it is damaged, if it 
is obsolete, or if it is surplus.  

In the event, Federal Programs equipment or technology is stolen the following 

procedure will be followed: 

1. File an incident report with the SRO 
2. Attach the incident report to the Technology Disposal Form and send to the Federal 

Program Director’s office. 

3. Make corrections to the Federal Programs inventory. 
4. Send the updated inventory to the Federal Programs office. The principal must sign 

and date the inventory spreadsheet. 

 

 

Disposition of Federal Program Inventory Request 

School: _____________________ 

Principal: ___________________________ 

Reason for Request: 

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________ 

Inventory slated for Disposition: 

School or 
Department Description Vendor 

Identification 
Specific Location Use of Equipment Condition Date of Disposition 

Serial # Tag # 
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________________________________________             ____________________________________ 

                Principal Signature                                                                         Date 

_______________________________________             ____________________________________ 

                Director of Federal Programs                                                      Date 

______________________________________             ____________________________________ 

 

 
 
 

 
Equipment Use for Title I, Part A Targeted Assistance Programs  
Currently all Title I Schools within Thomasville City Schools are Schoolwide schools.  However, in 
the event one of the schools has a Targeted Assistance program the following guidance will be 
implemented.   
 
Title I equipment may be purchased for a targeted assistance program if it is reasonable and 
necessary to implement the Targeted Assistance Plan for the identified students. If under some 
circumstances, equipment purchased as part of a Targeted Assistance Program may, without 
constituting an improper expenditure, be used on a less than full-time basis. The federally 
purchased equipment can be made available for other educational uses on other projects or 
programs currently or previously federally supported with non-Title I students as long as it does 
not interfere with the use of the equipment in the Target Assistance Program.  
 
It is considered proper if the use of Title I equipment in non-Title I activities does not exceed 10-
percent of the time the equipment is used in Title I activities. Permissive use of the equipment for 
one period of the day is allowable, if it is not needed by Title I. Before and after school use is 
acceptable if Title I does not need the equipment. Care should be taken that the equipment is 
properly supervised, that use will not affect the integrity of the equipment, that the Title I 
program is not compromised, and that users will assume all responsibility for any and all damage 
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to the equipment.  
 
The use of Title I equipment more than 10-percent must be approved by the Director of Federal 
Programs on a case-by-case basis.  

 
Equipment Use for Participating Private Schools and/or 
Neglected/Delinquent Facilities 
After consultation with the private school eligible to receive equitable services for eligible 
students, The Director of Federal Programs will complete and approve the purchase order for all 
materials and/or equipment to be used in private schools based upon the Target Assistance Plan.  
The materials and/or equipment will be delivered to Thomasville City Schools central office (or 
technology department if the equipment is technology based) where the Director of Federal 
Programs or the Technology Coordinator or designee will sign for the delivery of the materials 
and/or equipment.  The Technology Coordinator or the Director of Federal Programs will label the 
equipment and log it into the inventory as required by the federal program.  This will include the 
fiscal year of purchase, the federal program, an item number, the FAIN number, the condition of 
the equipment, and a note that the equipment is the property of XXX County School System.  After 
this has been completed the Coordinator of Federal Programs or Technology Supervisor will 
deliver the materials and/or equipment to the private school. Materials and equipment will be 
stored in a secure location when not in use. 
Thomasville City Schools will place equipment in a private school that is needed to implement the 
agreed upon Title I program.  The equipment will be used by eligible Title I students for the period 
of time needed for the Title I services. Federal funds may only be used to purchase equipment to 
meet the needs of participating (students eligible to receive services) private school students. 
Non-Title I private school students may not use equipment purchased with Title I funds. 
 
Although the equipment may be used by the private school and/or Neglected/Delinquent 
Facilities, the Thomasville City Schools retains the title and will continue to account for the 
equipment in its inventory management system. The inventory shall contain the same 
requirements for any equipment or pilferable items purchased with federal funds and the items 
must be labeled in the same manner as any equipment purchased with federal funds. The Director 
of Federal Programs will be responsible for managing the inventory. The inventory will be updated 
as equipment items are purged, or new purchases are made. 
 

 
Maintenance of Property 
Adequate maintenance procedures are implemented to keep the equipment in good condition to 
include keeping equipment free from dust, keeping beverages, food away from the equipment and 
handling the equipment appropriately to avoid damage.  Any loss, damage, or theft will be 
investigated and documented on the inventory by the principal.  If the item’s cost is $1000 or 
more the principal will contact the Director of Federal Programs to discuss the outcome of the 
investigation.  The Director will discuss the item and investigation with the Superintendent to 
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determine if additional actions need to be taken.  A police report will be made if theft is 
suspected.  

 

Dissemination of Inventory Procedures 
During the first quarter of the new school year, the Director of Federal Programs reviews the 
inventory procedures including allowable use of Title I purchased equipment with the principals 
and department leaders during an administrative meeting.  The principals are asked to review the 
procedures with their staff. 
 

Cash Management 
Segregation of Duties 
There is a process in place to segregate duties associated with cash management.  As part of this 
process multiple signatures are required to process any requests for payment.  
 

Segregation of Duties for Receivables 
Purchases are shipped directly to the ordering facility.  Once the items from a purchase order are 
received at the school, the bookkeeper or designee double checks the invoice against the items 
received and against the purchase order. Any discrepancies are brought to the Director of Federal 
Program’s attention who in collaboration with the specific program director will verify the 
discrepancy.  The Finance Department or designee contacts the company to resolve the issue.  
Only items received will be signed off on the invoice and forwarded to the Accounts Payable 
Specialist.  The Accounts Payable Specialist reviews the invoice to ensure which items have been 
received.  If items are not checked, these will be deducted from the amount of the invoice prior to 
a check being issued.  She forwards the invoice to the bookkeeper or program coordinator to be 
signed and dated that it is ready for payment.  Only after a signed and dated invoice is received 
will payment be issued. 
 

Segregation of Duties for Additional Pay, Contracted vendors, Stipends, 
and Payroll 
Contracted vendors are paid through the Accounts Payable Specialist after an invoice or 
contracted services form has been approved by the principal or federal program coordinator.   
Payroll entries, stipends, and additional salary from extra duties are processed by the Payroll 
Specialist based on personnel activity reports, prior authorization for additional pay, and time 
sheets approved by the principal or program coordinator.  The Director of Finance in collaboration 
with the Director of Federal Programs is responsible for ensuring that requirements relating to 
suspension and debarment are followed and business is only awarded to qualified vendors.   

 
Segregation of Duties for Drawdowns 
The segregation of duties for drawdowns involves multiple people.  The Finance Clerk prepares the 
requisition.  The Director of Finance reviews the requisition and the expenditures to ensure 
alignment.  The federal program coordinator meets with the Director of Finance to verify the 
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amount of the requisition.  Once this is completed, the Director of Finance submits the requisition 
and forwards it to the federal program coordinator who signs and dates approving the amount 
that has been requisitioned. 
 

Monitoring of Cash Management 
At least every other month, the Director of Federal Programs reviews the budget and expenditures 
in PC Genesis to ensure expenditures are appropriately assigned to the object, function, and 
program (2 CFR §200.302(b)(5)). Any discrepancies are discussed with the federal program 
coordinator and brought to the attention of the Director of Finance by email, in person, or by 
phone.  Corrections are made as needed by the Director of Finance.  
 

Drawdowns 
The Director of Finance is responsible for the drawdowns in accordance with 2 CFR §200.305(b).   
Once federal budgets are approved and amounts are entered in the accounting system (PC 
Genesis), drawdowns begin being requested. In November/December drawdowns are requested 
for July – September expenses.  After December drawdown requests are made on at least a 
quarterly basis.  If there have been no actual costs in a program during the period, a drawdown 
will not be requested. Drawdowns are only requested for funds already expended.   
 
Thomasville City Schools transfers all of its funds from Title IIA and Title IVA to Title I-A.  When 
drawdowns are made for Title I-A, the funds are transferred back to Title IIA and Title IVA first 
before recording the amount for Title I-A.   
 
To begin the drawdown process, the Director of Finance prints the expenditures for programs 
from the accounting system and prepares the requisition for drawdowns.  The Director of Finance 
assures the accuracy of the documentation.   A meeting is held between the Director of Finance 
and the specific federal program director to review the documentation.  If an inconsistency is 
found, the Directors of Federal Programs and Finance together determine the appropriate draw-
down amount.  This process ensures that reimbursements are only requested for costs that have 
been incurred and are only for immediate needs. 
 
When approved, the Director of Finance requests the drawdown of funds.  Once completed the 
Director of Federal Programs reconciles the draw down with the expenditure report and approves 
the drawdown by signing and dating the requisition form.  The signed and dated drawdown 
request along with the expenditure report for each federal program is kept at the central office for 
five years and a copy is housed in the federal program office.   
 

Monitoring of Cash Management 
At least every other month, the Director of Federal Programs reviews the budget and expenditures 
in PC Genesis to ensure expenditures are appropriately assigned to the object, function, and 
program (2 CFR §200.302(b)(5)). Any discrepancies are discussed and brought to the attention of 
the Director of Finance by email, in person, or by phone.  Corrections are made as needed by the 
Director of Finance.  
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Methods and Procedures to Minimize the Time Elapsing Between 
Transfer and Disbursement 
Drawdowns are requested only for costs that have incurred.  When the drawdown is received into 
the district's bank account, the Finance Clerk creates a journal entry in the accounting software. 
The Director of Finance reviews, approves, and posts the journal entry to the general ledger.  
There is no cash involved as all drawdowns are directly deposited into the system’s bank account. 
 
Thomasville City Schools does not keep its federal funds in an account separate from its non 
federal funds, but does keep accurate records of the receipt, obligation, and expenditure of 
federal and nonfederal funds.  
 

Evaluating Sub-Recipient Requests 
Thomasville City Schools does not use sub-recipients funded through federal funds.  In the future, 
if sub-recipients are funded through federal funds, procedures to cover the entire sub-recipient 
process will be developed in compliance with 2 CRF 200.302(b)(6) and 2 CFR 200.305. 
 

Completion Reports 
Completion reports are completed, and source documentation kept within 30 calendar days of the 
end of the period of performance for the grant. A completion report defines the total amount of 
the original grant award and the total amount of funds that were expended.  The Director of 
Federal Programs works with the Director of Finance to ensure that completion reports are 
submitted within the federal program’s timeline.  The budget detail and summary are utilized by 
the Director of Federal Programs to verify the amounts listed on the completion reports.  If there 
are questionable amounts listed the Director of Finance and Director of Federal Program will work 
together to ensure all expenditures are accurately reported.    Once correct, the Director of 
Federal Programs signs and dates a copy of the report and returns it to the Director of Finance 
who will then submit the report.  A copy of the report along with the supporting documentation is 
filled in the finance office and in the federal program office. 
If after the completion report has been submitted, a subsequence discrepancy is found, the 
Director of Finance will work with the GaDOE to make the necessary corrections.  
 

Section II: Individual Federal Programs 
 
Part 6. Title I, Part A – Within District Allocation Procedures 
Allocating Funds to Attendance Areas 
Thomasville City Schools uses the eligible attendance areas worksheet embedded in the Title I, 
Part A Academic Achievement consolidated application to determine Attendance Areas.  Usually, 
the attendance is determined using the FTE1 from the previous school year.  The poverty count is 
determined using the October Community-Eligibility-Provision (CEP) from the previous year.  Pre-K 
is deducted from both attendance and poverty counts.  All documentation used to determine 
eligible attendance areas is maintained by the Director of Federal Programs and is available to 
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auditors and/or monitors upon request.  
 
Thomasville City Schools only uses funds received under the Title I, Part A of the Elementary and 
Secondary Education Act of 1965 (ESEA) in eligible school attendance areas. In lieu of collecting 
individual applications at the Title I Schools, TCS participates in the Community Eligibility Provision 
Program (CEP) as the poverty measure used by all schools in Thomasville City Schools.   
  
Currently, Thomasville City Schools has two out of four Title I eligible schools above 75-percent 
poverty, therefore TCS ranks its schools by highest poverty level. TCS has no 35% schools (a school 
in which at least 35 percent of the children are from low-income families).  Each of our Title I-A 
schools have a poverty level of at least 45%.  Funds are allocated per pupil using the number of 
poverty students in the school according to the previous year fall CEP data, minus Pre-K students.   
 
In a Title I targeted assistance program or a schoolwide activity that does not allow all students to 
participate (Title I reading course, after school program, etc.) eligibility of students for Title I 
services in these programs/activities must be determined using a multi-criteria approach. Each 
student is evaluated using the same criteria to determine which children have the greatest need 
for services. Thomasville City Schools has no targeted assistance programs, only schoolwide 
programming. 
 

Reservation of Funds 
After receiving notification of the Title I, Part A grant amount from GADOE, reservations in each 
budget are set aside for required components such as parent involvement, professional learning, 
neglected and delinquent, private school per pupil and equitable services, and homeless students. 
Administrative costs are also part of the reservations, which are not part of the schools per pupil 
amounts. The remainder of Title I funds are allocated to schools based on per pupil allocation, as 
determined by the percentage of students qualifying for free and reduced-price meals. 

Homeless Set Aside 
Thomasville City Schools does not receive direct funding from the McKinney Vento Homeless 
Program. Title I schools are required to set aside funds within their budgets to meet the needs of 
homeless children and youth. The Director of Federal Programs works with the Homeless Liaison, 
to annually determine the amount of funds needed to adequately meet the needs of homeless 
students. Funds for homeless children and youth are set aside by using Method #1: Identify 
Homeless Students’ Needs and Fund Accordingly.  The Director of Federal Programs meets with 
the Homeless Liaison on a regular basis to review the needs of the homeless students and to 
ensure that the needs are being addressed as stated in the comprehensive needs assessment.an 
the funding needs.  Specific money is set aside to address Homeless students. 
 
The Homeless Liaison trains school personnel including Counselors, Parent Involvement 
Coordinators, as well as clerks, teachers, and principals to identify children in homeless situations. 
A home survey is also used to identify homeless students. The Homeless Liaison is consulted if any 
staff member suspects that a student qualifies for homeless services. The Homeless Liaison or 
designee then investigates the situation and makes the ultimate determination on whether 
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students qualify. When a student does qualify, notes related to the situation are maintained, and a 
memo/email is sent to the  Director of Nutrition. Homeless set aside funds are used to purchase 
needed supplies and for tutoring services for identified homeless students on an as needed basis. 
 

Neglected and Delinquent Children 

The reservation amount provided by GADOE in the Title I, Part A allocation letter and worksheet is 
the amount set aside for neglected and delinquent children. Currently, there is one residential 
facility for neglected children, The Vashti Center. The Annual Survey of Local Institutions for 
Neglected and Delinquent Children is completed each year and is based on the number of children 
residing at the home for 30 consecutive days with at least one day being in October. The federal 
Program Director and the Homeless Liaison work together with the staff of the residential facility 
to meet the varying needs of the students who reside in the facility. 
 

Parent and Family Engagement Set Aside 
Thomasville City Schools sets aside 1% of its Title I allocation for parent and family engagement 
since the allocation is over $500,000.  Principals have the option of expending their 95% portion of 
the required 1% set aside or submitting them back to the system level for a districtwide parent 
engagement activity.  Title I parents are informed about the 1% set aside during the Annual Title I 
Meeting and participate in the discussion regarding this requirement each Spring during 
Strategic/CLIP and SIP planning meetings.  
 

Parent and Family Engagement Carryover Set Aside 
The amount of parent and family engagement carryover from the previous fiscal year is calculated 
using the worksheet  provided by the GaDOE. The Title I Director completes the worksheet using 
the expenditures detail report for parent and family engagement from the previous year.  Once 
completed the worksheet is uploaded to the Title I, Part A Attachment tab in the Consolidated 
Application. 
 
Private Schools: Thomasville City Schools currently has no Private Schools that have chosen to participate 
in federal programs. If Thomasville City Schools has a Private School that chooses to participate, then all 
Title I and other federal regulations for private school participation and equitable services will be followed. 
The private school worksheet would be completed and attached to the Consolidated Application to ensure 
that all reservations related to parental involvement, instructional lead teachers, professional learning, and 
paraprofessionals have been reserved. 
 
Professional Development: The Georgia’s Flexibility Waiver no longer requires 10% set aside for 
professional learning. To promote continuous school improvement, Thomasville City Schools will continue 
to pursue professional development to strengthen best practices in all classrooms. 

 
Private School Proportionate Share Set Aside 
Thomasville City Schools currently has no private school participation. If a private school chooses to 
participate, TCS will set aside an equitable proportionate share of Title I-A funds for the private school to 
participate in the Title I-A program.  Funds are only available for private schools where Thomasville City 
residents are enrolled.  If a private school indicates that it wishes to participate in Title I-A for the following 
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year, each student residence is verified to ensure that they are in Thomasville City Schools (attendance 
area).    
 
If a private school participates, the FY22 Title I-A Proportionate Share Calculation Worksheet on the State 
Ombudsman website is used for determining the set aside amount.  To ensure this worksheet is accurate, 
in June of each year the Director of Federal Programs will gather the FTE report which will be used to 
determine enrollment and the Free and Reduced Lunch Eligibility Report which will be used to determine 
the poverty count.  Pre-K will be deducted from both attendance and poverty counts.  The Title I Poverty 
Count by School worksheet will be completed and checked by the Federal Program Administrative 
Assistance. The worksheet will be completed after the Strategic/CLIP meeting (held in May or early June) so 
that any funds which will be transferred into Title I can be identified.  
 
If there is a revised Title I allocation, the FY22 Title I Private School Proportionate Share Calculation 
Worksheet must be recalculated and named “Revised FY22 Title I Private School Proportionate Share 
Worksheet”.  The Director of Federal Programs will attach the revised worksheet to the Title I attachment 
tab.   
 
If there are proportionate share funds not expended during the current year, the Director of Federal will 
seek approval from the Ombudsman to carryover the funds.  Carryover must be the result of extenuating 
circumstances.  This approval will be attached to the General Attachments tab by the carryover 
amendment.  

 

Rank Order 
In a Title I targeted assistance program or a schoolwide activity that does not allow all students to 
participate (Title I reading course, after school program, etc.) eligibility of students for Title I 
services in these programs/activities must be determined using a multi-criteria approach. Each 
student is evaluated using the same criteria to determine which children have the greatest need 
for services. The criteria must be educationally related 
 
The principal is responsible for selecting the criteria that will be used to identify participating 
students.  A minimum of two criteria must be selected with at least one of them being a grade or 
test score.  The second criteria may be another assessment or teacher recommendation based 
upon classroom performance.  Each criterion must be weighted.  The same set of criteria must be 
used for a specific grade level.  The Georgia Department of Education’ Multiple Criteria 
Spreadsheet will be utilized to rank order each student by the set of criteria.  The same criteria 
must be used for within grade and subject area, but each grade level or subject area (math or 
reading) may have their own set of criteria.  A total score is calculated, and students are placed in 
rank order based upon need.  The school will determine the cut off for the students to participate 
in the specific activity.   The weighting and cutoff score should be such that no student may qualify 
from a single criterion.  Students are served in order of greatest need (rank order). At least at 
semester, the list is updated to include all new students.   
 
This process will be utilized for participating private schools. 
 

Part 7. Professional Qualifications 
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Right to Know Parent Notification 
Parents are notified using multiple methods about their "Right to Know" (right to request 
information on teacher and paraprofessional qualifications). The Student Handbook contains the 
Right to Know notice and each schools’ contact information as well as a copy sent home with 
every student on the first day of school. It is also placed on the system’s website within 30 days 
from the beginning of the school year.  Each school provides the Right to Know notice using 
multiple methods also within the first 30 days from the beginning of school. If there has been less 
than two notifications, the Director of Federal Programs works with the principals to ensure that 
both notifications are sent to parents within the 30 days of the start of school.  
 
At the beginning of the school year (within 30 days) and for any students who enroll after that 
time, parents are notified of their right to request the following information on their child’s 
teacher/paraprofessional including the following: 

● Whether the teacher/paraprofessional has met the Georgia Professional Standards 
Commission certification requirements for the grade level and subject area(s) in which the 
teacher provides instruction.  

● Whether the teacher is teaching under an emergency or other provisional status through 
which Georgia qualifications or certification criteria have been waived.  

● The college major and any graduate certification or degree held by the teacher.  
● Whether the student is provided services by paraprofessionals, and if so, their 

qualifications.  
 
 
Each principal is responsible to: 

● Notify parents in a format that is understandable and will ensure that all parents have the 
opportunity to receive the information. To the extent practicable, the notification should 
be provided in a language that parents may understand.  

● Ensure the notification or document contains all the required content and the principal’s 
contact information, the school’s name, and the date, month, and year of notification.  

● Send records that document the dissemination of the right to know in multiple forms to 
the parents of all students to the Federal Programs Administrative Assistant by the end of 
August. 

 
The parent engagement liaison will also keep documentation showing the dissemination of the 
right to know to parents of all students. 
 
 
20-Day Notification 
In accordance with ESSA, all schools provide timely notice to parents when students have been 
taught for four or more 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 
or the Thomasville City Schools local professional qualifications. Notification requirements apply to 
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all teachers in all schools/programs. Notifications will be sent within ten business days following 
the four consecutive weeks.  For verification purposes notifications must contain day, month, and 
year of notification; the name of the teacher who has not met PQ, the name of the school and/or 
the school system, the principal will be the point of contact, and a statement that the teacher has 
not met state certification or the system’s PQ requirements for the grade and subject in which the 
teacher is assigned. The notification will be sent by the principal and in a format that ensures 
parents can receive the information (by letter or email). To the extent practicable, the notification 
will be in a language the parent will understand. This applies to all teachers in all 
schools/programs.   
 
Special Education teachers who do not issue grades must have 20-day notifications sent if the 
teacher does not hold special education service certification (general or adapted curriculum or 
both) for the students they teach.  Special Education teachers who do issue grades must have the 
20-day notifications disseminated if the teacher does not meet the system’s PQ requirements at 
the grade level and subject area in which the teacher has been assigned.  
 
Notifications are not required for paraprofessionals, substitutes, or teachers who lack a clearance 
certificate.  Upon placement, the principal will contact the Director of Federal Programs. The 
director will indicate the need to send a 20-day notification to parents and review the 
requirements.  Prior to the 20-day mark, a draft letter will be sent to the principal for review. The 
principal will approve the content and have the letter translated, if necessary. Within ten business 
days following the four consecutive weeks, the notification will be sent to parents. Evidence of 
dissemination will be kept on file in the Federal Programs’ office. 
 

 
Thomasville City Schools Local Professional Qualifications 
Although Thomasville City Schools strives to hire teachers who meet the GaPSC requirements for 
certification for the content and grade level they are assigned to teach, TCS waives certification for 
all teachers and counselors except for Special Education teachers. The minimum qualifications 
required for employment of teachers and counselors (except Special Education) is a clearance 
certificate issued by GaPSC and a bachelor’s degree. Special education teachers must have a 
bachelor’s degree and the General Curriculum and/or the Adapted Curriculum certification 
depending on the students they serve.  
 

Standard Operating Procedures for Ensuring PQ Qualifications are Met 
 
Thomasville City Schools principals create master schedules for their school and identify class 
needs.  Prior to assigning a teacher to a specific class or course, the principal will check with the 
Human Resources (HR) department to determine if the teacher holds the appropriate certification. 
If a teacher does not hold the appropriate certification, the principal will contact the Federal 
Programs Director to see if the teacher meets the district’s minimum professional qualifications. If 
the teacher in question is a special education teacher or EIP teacher, the principal and HR 
department will work with the respective coordinators to develop a plan to change the schedule 
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or ensure the teacher becomes certified. Principals will assign the teacher to the course if the 
teacher is professionally qualified or meets State Certification requirements. If the teacher is not 
professionally qualified and there is no other professionally qualified teacher available, the 
principal will work with the HR department to identify the steps needed for the teacher to become 
professionally qualified. A certification plan will be created with specific steps to gain professional 
qualified status. The principal will provide a list of courses with assigned teachers to the school 
registrar once this step has been completed. The registrar will enter the teaching assignments into 
the student information system, and the principals will provide the Federal Programs Director with 
a list of all teachers in their schools with certifications and course numbers listed beside the 
appropriate teacher. In August and January, the Federal Programs Director will ensure that 
teachers are either professionally qualified or have a certification plan in place. The 
Federal Program Director will provide ongoing technical assistance to principals during monthly 
leadership meetings throughout the year. These meetings will include support and information 
related to Professional qualifications. 
 
Professional qualifications for special education teachers cannot be waived. When 
principals assign teachers to special education classes, they must work with the Federal 
Programs Director and Special Education Director to ensure that the teacher has the 
required certification(s) to teach the students with disabilities in the class. Certification 
will also be checked when there is a schedule change for special education students. 
Special attention is given to adapted curriculum certification and courses. In the 
instance that a professionally qualified teacher is not available to teach the class, a 
certification plan is developed that outlines steps to achieve professionally qualified 
status, or the schedule is changed. 
 
The Federal Programs Director is responsible for monitoring in-field reporting and 
correcting data if needed. Both content and service area (EIP, ESOL, Gifted, SPED) 
will be checked for in-field status for every teacher and teaching assignment. In-field 
reports will be checked in the GA PSC In-Field Portal each time the portal data is 
available. The reports will be reviewed with principals during the district’s leadership team 
and principal meetings to identify and address out-of-field teachers. The Federal Programs 
Director is responsible for working with the HR/CPI Coordinator and Student Class Coordinator 
to correct data as needed. 
 

Part 8.  Title I, Part A – Notice to Parents 
No later than 30 calendar days after the beginning of the school year (or within the first two weeks 
of an EL being placed in a program), the Title I-A Department will notify parents of English Learners 
if their child is participating in a supplementary language program funded through federal funds. 
The notification will be provided in a language parents can understand. Initial letters will be 
generated by the student’s ESOL teacher and sent home with the student. As letters are sent to 
parents, copies are placed in the school’s Title I Notebook. The Director of Federal Programs will 
monitor and ensure completion of the notification by reviewing documents during on-site 
monitoring visits.   
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Part 9. Parent and Family Engagement 
 
School Designation Status 
A school identified as needing Comprehensive or Targeted Support Interventions will receive the 
support of the central office and/or School Improvement Division of the GaDOE as appropriate. 
Parents will be notified of each school’s designation status using multiple means of 
communication. Currently, Harper Elementary is the only Thomasville City School that has been 
designated as a Comprehensive Support Interventions school. 

 
Parent and Family Engagement Policies/Plans 
Title I, Section 1118 of the Elementary and Secondary Education Act of 1965 (ESEA) requires that 
each school receiving Title I, Part A funds develop jointly with, agree on with, and distribute to 
parents of participating children a written parental involvement policy.  
 

 
Parental Involvement Policies/Plans 
Thomasville City Schools invites all parents in the development of the Strategic Plan/CLIP, 
schoolwide plans, and parent involvement plans and thereby fulfills the requirement for involving 
all parents in the decision-making process as it relates to student achievement.  During the spring 
Strategic Plan/CLIP meeting, each school, as well as the system, parents, and community 
stakeholders jointly review/revise and agree upon the policy/plan that will describe the means for 
carrying out these requirements.  The system and school parent involvement plans are the 
foundation for home, school, and community partnerships that sets the expectations for parental 
involvement activities and describes how those activities will be implemented and evaluated to 
assure adequate and meaningful involvement.  The plans are specific and address the full range of 
family and student needs that impact learning and include the needs of English Learners, 
migratory, homeless, and students with disabilities. 
 
The Parent Engagement Coordinators review the plans using the GaDOE checklist and request 
revisions as needed.  The Director of Federal Programs (for the system plan) or the school principal 
(for the school plan) works with the Parent Engagement Coordinator and stakeholders to make 
the needed revisions.  Once approved, the policy/plan is then distributed using multiple means to 
parents of participating children and made available to the local community.  Furthermore, it 
ensures that strategies are in place to:  

● Build the capacity to involve parents in an effective partnership with the school.  
● Share and support high student academic achievement.  

 
 

School/Parent Compacts 
Thomasville City Schools will share responsibilities for high student academic achievement with all 



 

83 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

parents and students enrolled in the school system and will develop, in collaboration with parents 
and students, a school-parent compact that outlines how parents, school staff, and students will 
share the responsibility for improved student academic achievement. The school-parent-student 
compact will also describe the means by which the school, parents, and students will build and 
develop a partnership to ensure student mastery of the GaDOE’s high academic content standards 
 
All Title I schools are required to have school-parent compacts. It is the responsibility of the 
principal, in coordination with the school system Family Engagement Liaison, to make sure that all 
compacts are reviewed and revised annually. The review and revision will occur in the 
Spring/Summer of the year at the Strategic Planning meeting, Title I Parent Planning Meetings, 
school council meetings, and parent workshops. Revision dates will be clearly marked on each 
compact. An invitation will be sent home to all parents in the school and meeting dates will be 
publicized in school newsletters, social media, and/or on each school’s web site. The Family 
Engagement Liaison will be responsible for coordinating with schools to schedule meetings and 
collect required information (agenda, meeting notes, and sign in sheets). Parent compacts will 
include responsibilities for the teachers, parents, and students. Compacts will be distributed to all 
parties involved for signatures each fall. Copies of the signed parent compacts are kept on at the 
school level.  
 

 
 
 
Annual Title I Meeting 
All Title I schools are required to hold an annual meeting at the beginning of the school year. It is 
the responsibility of principals in coordination with the Family Engagement Liaison to arrange 
meeting times and invite all stakeholders to the meetings. The Family Engagement Liaison will be 
responsible for collecting and submitting documentation of the required Title I Annual Meeting, 
including copies of sign in sheets, agendas, and minutes to the Title I Director. Meetings are 
publicized via flyers sent to parents, web sites, newspaper articles, an automated call system, 
social media, and/or on marquees at each school.  
 
 

Charter Schools and Title I 
Thomasville City Schools currently has no charter schools. If TCS should have a charter school then 
the following actions will be taken.  Services/resources will be provided to a charter school which 
qualifies for Title I services/resources. A representative from each charter school will be included 
in planning discussions to maximize the impact of federal funding.  Because poverty is an 
important aspect in allocating Title I funding, charter schools must have an accurate determination 
for those students eligible for free or reduced-price meals (FRM).  Charter schools that participate 
in the School Nutrition Program (SNP) will follow the guidelines described in that program to 
determine FRM eligibility.  For charter schools that choose not to participate in the SNP, an 
alternative method to verify and validate poverty will be provided by GaDOE.    
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A charter school that accepts Title I funds must submit (as all schools receiving Title I funds) a plan 
to the Federal Programs Director delineating how the funds will be used to support instruction and 
ensure that all students meet high academic achievement and performance standards.  TCS must 
approve the charter school’s plan and maintain the plan and any documentation of the planning 
process as well as any documentation needed for audit purposes.  
 
The Charter School Expansion Act requires the LEA to provide notice to the charter schools 
regarding the federal funds for which they may be eligible.  Other provisions of ESEA governing 
Title I schools, such as professionally qualified teachers and unsafe schools, impact charter schools 
as well.  Technical assistance may be provided by the Title I Education Program Specialist and/or 
the SEA Title I and/or charter schools’ offices.  
 

Annual Evaluation of Parental Involvement 
Process to Collect: An annual survey is conducted each spring. The survey is conducted online. 
However, parents are informed of the availability of a paper survey if they so desire. 
Advertisement of the survey and requests for completion occur through social media, newsletters, 
district and school websites, and automated phone calls. The survey is collected and compiled, and 
the following year’s parent involvement activities are built from the responses.   
 
Process to Review: The results of the survey are shared among several groups of stakeholders, 
including, but not limited to, parents, school and central office employees, and community 
members. School Councils, and those attending Annual Title I Meetings. The results of the survey 
are used to review and revise schoolwide and parent involvement plans and components. 
Actions taken by the school system to Improve the Quality and Effectiveness of Parent and 
Family Engagement Plans and Practices: The Family Engagement Coordinator and Family 
Engagement Liaison review the annual spring survey results, as well as all feedback received 
during the annual needs assessment process. Additions/deletions/ revisions are discussed and 
agreed upon during this meeting. Formatting and revisions are made after the meeting and then 
provided to stakeholders for review and suggestions. 
 
Parent involvement workshops and activities are planned for the following year based on 
information gained during the annual needs assessment process. Materials are also purchased for 
parent resource centers based on expressed needs. Many opportunities are provided for building 
strong parent capacity. The purpose is to ensure effective parental involvement and to support a 
partnership among schools, parents, and the community to improve student academic 
achievement, through the following activities: annual meetings; conferences; e-mail 
communications; phone calls; parent workshops and activities; family nights; Volunteering; Open 
Houses; Annual notification of school designation; newsletters/flyers/brochures; website 
information; School Council meetings; and Board of Education meetings.  
 
Capacity for Parent Engagement 
Information is provided to school personnel and parents on how to build parent capacity through 
presentations made during meetings, through response to parent needs on surveys, through 
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information received from the GADOE Family-School Partnership Program, and through 
newsletters, and flyers. 
 
The Family Engagement Liaison considers and plans based on the six requirements for building 
capacity by answering the following questions: 

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

2. What training has been offered to parents related to literacy and the use of technology? 
3. How have faculty and staff been encouraged to communicate with and involve parents in 

their child’s education? 
4. What efforts have been made to foster parental involvement in prekindergarten 

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

parents using language parents can understand? 
6. What other support do parents receive for parental involvement activities?   

 

 

Part 10. School Improvement 1003(a) 
 
Comprehensive Support and Improvement (CSI), CSI Promise, or any school identified as 
Targeted Support and Improvement (TSI), or Additional Targeted Support and Improvement 
(ATSI)  
 
A Tiered Approach to Supporting Schools:  
 
It has been widespread practice for districts and schools to receive support from the Georgia 
Department of Education. Under ESSA, states are required to identify schools in need of additional 
support – Comprehensive Support and Improvement (CSI) and Targeted Support and 
Improvement (TSI) schools. The Georgia Department of Education works directly with CSI schools 
and provides assistance to help them improve the educational outcomes of their students. School 
districts are charged with providing support to TSI schools; while the state provides support such 
as professional learning and targeted technical assistance, it is less intensive than the support 
provided to CSI schools. Georgia’s overall school improvement strategy has four tiers. 
 

▪ Tier 1 – Universal: All schools have access to resources for school improvement. 
▪ Tier 2 – Targeted: Targeted Support & Improvement Schools receive district-

level coaching, and some professional learning and technical assistance from the 
Georgia Department of Education 

▪ Tier 3 – Comprehensive: Comprehensive Support & Improvement Schools receive 
intensive supports from the Georgia Department of Education. 

▪ Tier 4 - Turnaround: Turnaround Schools are selected by, and receive supports      
from, the state’s Chief Turnaround Officer. The Turnaround Eligible list is 
calculated by the Governor’s Office of Student Achievement.  

http://www.gadoe.org/External-Affairs-and-Policy/communications/Pages/PressReleaseDetails.aspx?PressView=default&pid=659
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As schools are placed on different tiers, they are given more intensive and tailored interventions   
and supports. The tiered approach also includes a monitoring plan and exit criteria. Once schools 
have a plan in place and can demonstrate progress, GaDOE will monitor the implementation of 
those plans and help them work toward exiting the different Tiers. 
 
Comprehensive Support and Improvement (CSI) Schools: In order to align CSI identification with 
the turnaround- eligible schools’ criteria, Georgia will utilize the following criteria for identifying 
schools for comprehensive support and improvement. CSI entrance and exit criteria will be run 
annually. 
  

Criteria Criteria Category Entrance Category Exit Criteria 
1       Lowest 5% Title I Schools Only: When 

ranked according to their 
three-year CCRPI average, are 
among the lowest 
performing schools that repres
ent 5% of all schools eligible for 
identification 

A school may exit if the school 
no longer meets the lowest 
5% entrance criteria AND 
demonstrates an improvemen
t in the overall CCRPI score 
greater than or equal to 3% of 
the gap between the baseline 
CCRPI score (the three-year 
average that led to the 
school’s identification) and 
100. 
This 3% improvement must be
 demonstrated from the 
highest of the three CCRPI 
scores used in the three-
year average to the current 
CCRPI score 

2 Low Graduation     
Rate 

All High Schools: Have a four-
year adjusted cohort 
graduation rate less than or 
equal to 67%. 

Attain a four- year adjusted 
cohort graduation rate greater 
than 67%. 

3  
TSI Additional 

Target  Support 

Title I Schools Only: Have been 
identified as a targeted support 
and improvement (TSI) school 
for additional targeted support 
for three consecutive years 
without exiting TSI status 

Meet the TSI exit criteria. 
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4 Promise 
Schools 

Title I Schools Only: When 
ranked according to their 
three-year CCRPI average, are 
among the lowest 
performing schools that repres
ent greater than 5% to 10% of 
all schools eligible for 
identification. The purpose of 
Promise Schools is to provide 
supports to these schools to 
sustain improvement or 
provide initiative-taking 
supports before 
they fall into the lowest 5% CSI 
category. 

A school may exit if the school 
no longer meets the greater 
than 5% to 10% entrance 
criteria AND the school’s curre
nt overall CCRPI score is 
greater than the baseline 
CCRPI score (the three-year 
average that led to 
the school’s identification). 

  

Targeted Support and Improvement (TSI) Schools: Georgia will utilize the following criteria for 
identifying schools for targeted support and improvement. TSI entrance and exit criteria will be 
run annually.  
Criteria Criteria Category Entrance Category Exit Criteria 

1 Consistently 
Underperforming 

Subgroup 

All Schools: Have at least 
one subgroup that is 
performing in the lowest 
5% of all schools in at 
least 50% of CCRPI 
components. 
Subgroup that is                
performing in the lowest 
5% of all schools in at 
least 50% of CCRPI 
components. 

A school may exit if no            
subgroup is performing in the 
lowest 5% of all schools in at 
least 50% of CCRPI 
components 

2 Additional               
Targeted Support 

All Schools: Among all 
schools identified for 
consistently 
underperforming 
subgroup, have at 
least one subgroup that is 
performing in the lowest 
5% of all schools in all 
CCRPI components. Note: 
Title I schools identified 
for additional targeted 
support will move to the 
CSI list if they do not meet 
the TSI exit criteria after 
three consecutive years. 

A school may exit if no 
subgroup is performing in the 
lowest 5% of all schools in all 
CCRPI components AND the 
subgroup’s current score is 
greater than the previous 
score for all components in 
which the subgroup is no 
longer in the lowest 5% 
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Technical Support for Schools 
Currently for the 2023-2024 school year, Thomasville City Schools has one school, Harper 
Elementary that is designated as a CSI School under 1003(a). Technical Assistance is provided to 
Harper Elementary in developing, implementing, and revising effective school improvement plans 
with LEA’s requiring School Improvement (1003a) Interventions.  The Title I Director works with 
school leaders to ensure the SWP (Continuous Improvement Plan) meets the needs of all students, 
but especially addresses the needs of our at-risk students. Discussion surrounding schools’ areas of 
focus begin each spring.  Based upon student performance on assessments and survey data, 
school leaders begin the revision process of their SWP (CIP) in spring and complete the revision 
over the summer.  The Title I Director reviews the plans using the SWP checklist and corresponds 
with principals for any needed revisions.  Each quarter during the school year, the Title I Director 
works with school leaders to determine the implementation of activities and strategies stated in 
the SWP (CIP) to determine progress.  At the end of the school year, school leaders work with the 
Title I Director to evaluate the effectiveness of their initiatives through the use of school data.  
  
All Georgia schools implement TKES, Georgia School Standards, as a guide to the body of research 
of effective schools.  These standards are the framework in which Thomasville City Schools base 
their improvement initiatives. TKES serves as a tool for all schools in the State. 
  
Interventions are defined as the support systems that address the needs of all learners (e.g., after 
school instruction, before school tutoring, etc.) 
  
Interventions: 
 Curriculum alignment 

● Priorities identified through data analysis 
● Research-based 
● Innovative and different from regular classroom instruction 
● Attainable and sustainable with the resources that are available, (e.g. human, financial, 

time, etc.) 
● Support performance standards-based teaching and learning. 
● Occur outside of the regular instructional school day. 
● Facilitated by qualified and effective educators 
● Monitored regularly to determine impact on student learning. 

  
Interventions by School Improvement 1003(a) 
A school identified as a CSI/TSI School will receive the support of the School Improvement Division 
of the GaDOE. This support will be through the assignment of a School Improvement Specialist 
who will work with the school on a regular basis and will bring in other staff to support identified 
areas for growth.  Support for schools identified as needing comprehensive or targeted support 
will be provided by the GaDOE School Improvement Specialists and will be coordinated with other 
initiatives such as School Improvement Grants 1003(g) when available.  All support and initiatives 
will be implemented each school year. The LEAs signs a Memorandum of Agreement with the 
GaDOE on behalf of the designated schools. The Memorandum of Agreement will outline a set of 
non-negotiable actions and interventions required of each comprehensive or targeted school and 
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aligned with the turnaround principles.  The MOA will be developed during the spring of the year 
before it is to be signed in the fall.  
 
How LEA schools may exit Comprehensive Support and Improvement or Targeted Support and 
Improvement Status 
Using the U.S. Department of Education’s (US ED) definition and methodology for identification, 
schools that are identified as CSI/TSI Schools will receive school improvement support and 
intervention. Schools will be exited from CSI/TSI status when the school no longer meets the 
definition of the designated status for three consecutive years and has reduced the number of 
non-proficient students according to stated goals.  
  
School Improvement 1003(a) Budget Development 
Currently Thomasville City Schools has one school, Harper Elementary that is designated as a CSI 
School under 1003 (a). The following process is followed for development of the School 
Improvement 1003(a) budget: 

● Information on the school improvement grant is released from the GaDOE  
● The Federal program Director will review the School Improvement Plan (SIP/SWP), 

collaborate with the principal, GaDOE staff, and RESA staff to develop the School 
Improvement 1003(a) budget 

 
Districts submit the following documents to GaDOE: 

● District Plan of Support for identified school(s), 
● School Improvement Plan(s) for identified school(s), 

 
 

⮚ Plans will be reviewed and approved by the Division of School and District 
Effectiveness 

⮚  Staff from the Division of School and District Effectiveness will review and approve 
the District Plan of Support by October 31st, and feedback will be provided to schools 
and districts as needed. 

⮚ Indirect cost is not allowable for Title I, A 1003(a) School Improvement Grant funding, 
since the grant regulation indicates that 100% of the funding must be directly related 
to instruction, and professional learning opportunities for teachers and school 
administrators that support instruction. 

 
School Improvement 1003 (g) SIG (84.377) 
 
Thomasville City Schools has no schools participating in the School Improvement 1003 (g) grant 
currently. 

 
 
 



 

90 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

Part 11. Services for Homeless Children and Youth 
 
The term "homeless children and youths"- 
(A) means individuals who lack a fixed, regular, and adequate nighttime residence (within the 
meaning of section 103(a)(1)); and 
 
(B) includes-- 

(i) children and youths who are sharing the housing of other persons due to loss of 
housing, economic hardship, or a similar reason; are living in motels, hotels, trailer 
parks, or camping grounds due to the lack of alternative adequate 
accommodations; are living in emergency or transitional shelters; or are abandoned 
in hospitals;  

(ii) children and youths who have a primary nighttime residence that is a public or 
private place not designed for or ordinarily used as a regular sleeping 
accommodation for human beings (within the meaning of section 103(a)(2)(C));  

(iii) children and youths who are living in cars, parks, public spaces, abandoned 
buildings, substandard housing, bus or train stations, or similar settings; and  

(iv) migratory children (as such term is defined in section 1309 of the Elementary and 
Secondary Education Act of 1965) who qualify as homeless for the purposes of this 
subtitle because the children are living in circumstances described in clauses (i) 
through (iii). 

 
 
Thomasville City Schools homeless liaison works closely with school guidance counselors to assure 
students receive needed services. Procedures for homeless students can be found in Policy JBC (1). 
The district submits, through the Consolidated Application’s Coordination Tab and Student Record, 
information about the number of homeless children and reports educational and related support 
needs through an annual survey in the GaDOE portal. 
 
Annual Homeless Survey 
The Director of Federal Programs works with the Homeless Liaison in November to conduct the 
annual survey to identify the number, location, and educational and related support needs of 
homeless children and youth residing in the jurisdiction of Thomasville City Schools. The data in 
the Education for Homeless Children and Youth survey is a part of the state reporting 
requirements.  TCS uses the definitions of homeless children and youth as identified in the 
McKinney-Vento Homeless Assistance Act when identifying and determining the needs of these 
children.  The homeless liaison collaborates with transportation, school counselors, school 
secretaries/attendance clerks and administrators, and other federal programs to identify the 
needs of the homeless.  Once the survey has been completed in the Consolidated Application, the 
superintendent reviews the information and signs-off.   
 
Rights of Homeless Students: 

● Attend school and participate in school programs with children who are not homeless. 



 

91 | Page 
FY24 Thomasville City Schools Federal Programs Procedural Manual 
August 31, 2023 

● Children cannot be separated from the regular school program because they are              
homeless. 

● Choose between the local school where they are living or the school last attended before 
becoming homeless, when feasible. 

● Enroll in school without proof of residency, immunizations, school records, or other 
documents. 

● Have their parent or guardian request transportation to the school of origin, when 
attending the school of origin is determined feasible. 

● Receive all the school services available to other students 
 

Identification 
Thomasville City Schools Director of Federal Programs and the Homeless Liaison work with school 
counselors in the registration and counseling processes to identify homeless children. The LEA also 
coordinates with social workers, DFACS, and other agencies to identify homeless children. The 
school counselors assess related needs of the homeless children and youth in an effort to plan 
strategies to meet those needs. Case study information is used to identify related needs such as a 
need for personal school supplies or tutoring. To identify the educational needs of homeless 
children, Thomasville City Schools uses attendance data, discipline data, grades, and achievement 
test results. Available data and information is used to produce a summary of needs. The LEA 
requires each school to make a statement providing guidance/direction to teachers about not 
isolating or stigmatizing homeless children in their individual teacher handbooks. 
The Special Education Director collaborates with other agencies to appropriately identify homeless 
children in need of special education and related services through Child Find activities. 
 
Program Procedures and Responsibilities of Homeless Liaison 

● The district is responsible for identifying a homeless liaison. 
● Homeless students will be identified based on the definition prescribed by McKinney-Vento 

Homeless Assistance Act and via a numeric code in the district’s student information 
system. All staff in the district will be trained in the identification and recruitment of 
homeless students. 

● The homeless liaison will provide annual training for all district level and school staff having 
contact with homeless students. 

● All principals will receive annual training on the identification and needs of homeless 
students. 

● Services for homeless students (tutoring, etc.) will be evaluated based on student academic 
achievement. 

● Follow BOE Policy JBC (1) 
 

Public Notice Requirements 
Posters, brochures, and other awareness materials explaining educational rights, programs, and other 
related services for those families experiencing homelessness are posted by the Homeless Liaison in the 
registration area of all schools and other locations where low-income and high-risk families receive services 
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School Selection 
Thomasville City Schools will work with the homeless Liaison to the extent feasible to: 

1. Keep students in homeless situations in their school of origin (defined as the school the 
student attended when permanently housed or the school in which the student last enrolled) 
unless it is against the parent’s or guardian’s wishes. 

2. Allow students to continue attending their school of origin the entire time they are homeless 
and until the end of any academic year in which they move into permanent housing. 

3. Allow the student to enroll in any public school that students living in the same attendance 
area are eligible to attend. 
 

Enrollment 
The Board of Education must enroll students in homeless situations immediately, even if they do 
not have documents normally required for enrollment, such as previous school records, medical or 
immunization records, proof of residency, birth certificate, proof of guardianship, or other 
documents. Records will immediately be requested from the previous school. The term “enroll” is 
defined to mean attending school and participating fully in school activities. 
 
Program Training and Information Dissemination 
The Homeless Liaison or designee annually conducts training and sensitivity/awareness activities 
each fall to heighten the awareness of the following personnel of the specific needs of 
unaccompanied and homeless youth: principals, assistant principals, federal program 
administrators, transportation employees, registrars, school secretaries, school counselors, school 
social workers, custodians, school nurses and teachers. The liaison obtains from every school the 
name and contact information of a building liaison. Building liaisons will lead and coordinate their 
schools' compliance with this policy and will receive training from the district liaison annually. 
Meeting documentation includes the PowerPoint presentation, agenda, and sign-in sheets. The 
Homeless Liaison or designee distributes posters and brochures in the counselor’s office, social 
worker’s office, and the Parent Involvement Resource Room. Posters and brochures are also 
distributed to the community at various locations including but not limited to the following: 
Department of Family and Children Services, Community Centers, Local Churches, Health 
Department, Fire Department, Hospital, Local Law Enforcement, Pregnancy Center, Local Doctor 
Offices, and Community Thrift Stores. 
 
The Transportation Department holds annual training for all system drivers each fall on a number 
of topics. Training on the transportation of homeless students is an agenda item each year during 
this training. The Homeless Liaison or designee uses information to inform drivers on how they can 
assist with the identification of homeless students, as well as other issues related to the 
transportation of homeless students. Meeting documentation includes the source documentation 
and verification of those who received the information. 
 

Transportation 
At a parent or guardian’s request, homeless students must be provided with transportation 
assistance to and from their school of origin, for the duration of the school year, if school of origin 
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is determined to be in the best interest of the student. For unaccompanied youth, transportation 
assistance to and from the school of origin must be provided at the local liaison’s request, if school 
of origin is determined to be in the best interest of the student. 
 
Disputes (Complaint Procedures) 
Any individual, organization, or agency (“complainant”) may file a complaint with Thomasville City 
Schools if that individual, organization, or agency believes and alleges that TCS is violating a 
federal statute or regulation that applies to a program under the Title I, Part A of the Every 
Student Succeeds Act (ESSA) of 2015. The complaint must allege a violation that occurred not 
more than one (1) year prior to the date the complaint is received, unless a longer period is 
reasonable because the violation is considered systemic or ongoing. To file a complaint that a 
violation of federal regulation has occurred, an individual should follow the procedures in 
Appendix A: Complaint Procedures. 
 

Credit for Coursework 

The Board will accept student course credit earned in previously attended school(s) that are 
accredited or from schools that hold provisional status at the time the credit was earned.  State 
assessments will not be required of students enrolling from institutions where credit has been 
earned for courses meeting Georgia's 9-12 curriculum standards.  The district will make every 
attempt to award full or partial credit for coursework successfully attempted. 
 
 

Part 12. Services for Neglected and Delinquent Children  
 
The purpose of Title I, Part D is to improve educational services for children and youth in local and 
State institutions for neglected or delinquent children and youth. So that such children and youth 
can meet the same challenging State academic content standards and challenging State student 
academic achievement standards that all children in the State are expected to meet. The purpose 
is also to provide such children and youth with the services needed to make a successful transition 
from institutionalization to further schooling or employment. It is also to 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. 
 
The Vashti Center is the only home for neglected or delinquent within the boundaries of 
Thomasville City Schools. The educational needs of the residents of Vashti Center attend 
Thomasville City Schools therefore funds are set aside from the Title I-A allocation for additional 
educational needs of the students residing at The Vashti center. These funds provide after school 
tutors, as well as supplies and computers as needed. No staff members, other than after school 
tutors, are funded using Title I-A funds. The following procedure takes place to determine the 
needs of the residents and to verify that the set aside funds are monitored: 

(a) The Director of Federal Programs will work directly with The Vashti Center to ensure that 
students are receiving needed services by meeting with Vashti Coordinators at least 
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annually, more often as needed. 
(b) Meeting minutes, agendas, collaborative planning, emails, phone logs will be maintained 

by the Director of Federal Programs. 
(c) Equipment must be inventoried annually. 
(d) All staff will be trained annually on meeting the needs of delinquent and neglected 

students. 
 

Annual Survey of Neglected or Delinquent 
During October/November, the Director of Federal Programs completes the Annual Survey of 
Local Residential Child Care Institutions.  A search is completed on the Department of Human 
Services website for all licensed “Residential Care Facilities” (Child Caring Institutions. Additionally 
residential treatment facilities that have educational programs and/or schools, licensed material 
homes, and outdoor child caring programs are searched to determine if any are located in the 
Thomasville City Schools district.  Once the search is completed, the Annual Survey of Local 
Residential Child Care Institutions is completed by the Director of Federal Programs.  
 
Based upon the number of children residing in these institutions for thirty consecutive days with at 
least one day being in October, TCS receives a notification of the minimum amount that must be 
set aside to meet the requirements under Section 1113(c)(3) (B and C) of ESEA.  Thomasville City 
Schools sets-aside this amount.   
 
 
Class Schedules and Calendar of Neglected and Delinquent Students 
Students residing in neglected institutions attend school on the campus of Thomasville City 
Schools follow the same academic calendar and schedules as all students in the school system. 
 
Parental Engagement 
Students residing in neglected institutions attend school on the campus of Thomasville City 
Schools, therefore, the Parent and Family Engagement Plan at each school serves are the plan for 
the families that house neglected students. In addition, house parents of neglected students 
receive the same invitations to Parental Involvement activities as all other students in the school 
system. 
 
 
Complaint Procedure 
Any individual, organization, or agency (“complainant”) may file a complaint with the Thomasville 
City Schools if that individual, organization, or agency believes and alleges that TCS is violating a 
federal statute or regulation that applies to a program under the Title I, Part A of the Elementary 
and Secondary Education Act of 1965 (ESEA). The complaint must allege a violation that occurred 
not more than one (1) year prior to the date the complaint is received, unless a longer period is 
reasonable because the violation is considered systemic or ongoing. 
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Part 13. Prevention and Intervention Programs for Neglected, 
Delinquent, or At-Risk Children  
 
Thomasville City Schools does not receive Title I, Part D, Subpart 2.  However, the Annual Survey of 
Delinquent Children Institutions is completed each October-November.  The process that the 
Director of Federal Programs takes is detailed in Part 13 Services for Neglected and Delinquent 
Children above. 
 

Part 14. Services for Children in Foster Care  
 
The Every Student Succeeds Act (ESSA), which reauthorizes the Elementary and Secondary 
Education Act of 1965 (ESEA) and No Child Left Behind (NCLB) requires LEAs to describe the steps 
the it will take to ensure collaboration with the State child welfare agency to ensure the 
educational stability of children or youth in foster care, including assurances that: 

● Foster youth are enrolled or remain in their school of origin, unless a determination is 
made that it is not in their best interest. 

● The determination will be based on best interest factors, including consideration of the 
appropriateness of the current educational setting, and the proximity to the school in 
which the child is enrolled at the time of placement. 

● When a determination is made that it is not in the child’s best interest to remain in the 
school of origin, the child will be immediately enrolled in a new school. 

● The LEA will designate a point of contact for child welfare agencies, who will oversee 
implementation of the LEA responsibilities. 

● The LEA point of contact may not be the same person as the Homeless Liaison. 
● The Director of Student Services is the point of contact for the local child welfare agency 
● LEAs are not required to provide school of origin transportation, if there are additional 

costs, unless they are reimbursed by the child welfare agency or agree to provide it. 
 

Foster care is defined as 24-hour substitute care for children placed away from their parents or 
guardians and for whom the State agency has placement and care responsibility. This includes, but 
is not limited to, placements in foster family homes, foster homes of relatives, group homes, 
emergency shelters, residential facilities, child care institutions, and pre adoptive homes.  
 
Assurances 
Coordination occurs between Case Managers, Homeless Liaison, Counselors, Foster Parents, and 
Court Appointed Special Advocates, regarding foster children entering and exiting care; changing 
placements; enrollment and withdrawal; and making best interest determinations.  Thomasville 
City Schools ensures that 
● A child in foster care remains in his or her school origin, unless it is determined that 

remaining in the school or origin is not in the child’s best interest. 
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● If it is not in the child's best interest to stay in his or her school of origin, the child will be 
immediately enrolled in the new school even if the child is unable to produce records 
normally required for enrollment; and, 

● That the new (enrolling) school immediately will contact the school of origin to obtain 
relevant academic and other records. (ESEA section 1111(g) (l)(E)(i)-(iii)).   

 
No-cost Transportation Plans  

1. Foster parent transports child to school of origin (within 25 miles round trip) and/or 
transports to nearest school transportation pick up location  

2. Thomasville City Schools will follow the existing plan for transporting children with 
disabilities when the foster child is disabled. 

Cost-sharing Transportation Plans  
1. TCS will reroute transportation to pick child up at nearest bus stop or at foster home and 

transport directly to school or origin or "transportation hub" and/or re-route to agreed-
upon point at county line (neighboring counties)  

2. DFCS will arrange payment to Foster Parent for transportation farther than 25 miles round 
trip and/or utilize transportation companies for transporting further than neighboring 
counties. Disputes will be resolved by the System Superintendent and DFCS County 
Director. 
 

Transportation Plans when agreement is difficult 
Thomasville City Schools and DFCS work cooperatively to ensure transportation is not a barrier to 
educational stability.  If agreement is difficult, the following will occur:  

● Default to pre-determined LEA responsibility for costs incurred as the result of the re-
routing of county buses while DFCS will assume responsibility for costs associated with 
reimbursing Foster Parents or contracting with transportation companies. 

● Initial transportation planning will occur at the lowest level between the case manager, the 
DFCS point of contact, and the TCS point of contact (social worker/homeless liaison).  
Foster Parents and court-appointed special advocates will be included as appropriate.  
Disputes will be forwarded to the Superintendent and the DFCS Director for resolution. 

● Final determination of how to pay for additional transportation costs will be made by the 
Thomasville City Schools Director of Transportation. 

● Daily attendance will not be impacted by transportation disputes between TCS and DFCS.  
Thomasville City Schools will provide or arrange for transportation to and from school of 
origin during the dispute resolution process 
 

 
Additional unavoidable transportation costs 
In the event that additional transportation costs are unavoidable, Thomasville City Schools and 
DFCS will share transportation costs.  The DFCS will assume financial responsibility for 
extraordinary costs such as contracting with transportation companies or paying foster parents to 
transport farther than 25 miles. Thomasville City Schools will assume financial responsibility for 
costs associated with re-routing LEA transportation. 
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Part 15.  Title IV, Part A – Student Support and Academic Enrichment 
 
Thomasville City Schools transfers all of its Title IV, Part A funds to Title I, Part A. 
 

Part 16. Title V, Part B – Rural and Low-Income Schools Program 
 
The Rural Education Initiative is designed to assist rural school districts in using Federal resources 
more effectively to improve the quality of instruction and student academic achievement. 
 
Funds may be utilized for activities authorized under Title I, Part A, Title II, Part A, Title III, Title IV, 
Part A, and parent involvement activities.  As with other federal programs, an annual 
comprehensive needs assessment is used to determine the needs of the students and to develop 
the CLIP and Schoolwide Plans.  Thomasville City Schools completes the Title V, Part B annual 
evaluation report in the consolidated application using the completion report as the source 
document for the reported expenditures. Also, Supplement not Supplant for Title V, Part B 
includes local, state and other federal funds. 
 

Part 17. Title III, Part A – Language Instruction for English Learners and 
Immigrant Students 
 
Purpose 
The goal is to prepare students for success in school and in society through the development of 
cultural awareness and English language proficiency in listening, speaking, reading, and writing. 
Student Identification and Enrollment Procedures 
During the registration process, a Home Language Survey is collected for each student. 
Each school in Thomasville City Schools engages in the identification and placement of English 
Learners and Immigrant students by first ensuring that all students complete a Home Language 
Survey (HLS) in a language parents understand, prior to entry into school. For transfer students, an 
original HLS and applicable English Language Proficiency (ELP) screener and/or ELP assessment 
scores are reviewed by the school’s registrar or counselor (in coordination with ESOL staff and/or 
the district’s ESOL coordinator) to determine transfer students’ English Learner status. Information 
from the HLS is used to identify students who may need English language instruction.  
 
The questions in the survey are the following: 

1. Which language does your child best understand and speak? 
2. Which language does your child most frequently speak at home? 
3. Which language do adults in your home most frequently use when speaking with your 

child? 
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The HLS also contains an additional question (noted below as #4) that is used to collect each 
family’s preferred language for school communication. The question is not part of the “official 
HLS” and thus the response is not considered when determining whether to screen a student. 
 

4. In which language would you prefer to receive school information? 
 
For students enrolling in a U.S. school for the first time, if one or more responses on the HLS 
indicate a language other than English, a student is referred by the registrar or counselor (who 
reviews the enrollment form) to an ESOL teacher to be screened for language assistance services 
eligibility within 30 days of school enrollment. 
 

1. A potential English learner is identified when one or more of the responses to three 
language questions on the Home Language Survey include a language other than or in 
addition to English. 

● The ESOL teacher receives notification when a potential English learner enrolls. 
● The ESOL teacher is responsible for determining eligibility and ensuring language 

assistance services are scheduled for all eligible students. 
2. An immigrant student is identified when through the Home Language Survey the place of 

birth is identified as a location outside of the United States and Puerto Rico, and the date 
that the student entered U.S. schools is less than three years ago. When a student was 
born outside of the U.S. and Puerto Rico and entered U.S. schools more than three years 
ago, interviews and student records are utilized to further identify eligible immigrant 
students in instances in which the student has completed less than three full years in U.S. 
schools. 

● A registration staff member contacts the Director of Federal Programs when the 
parent or guardian of a student who meets the Title III definition of an immigrant 
student arrives at the school to register. 

● The ESOL teacher makes personal contact and supports the family through the 
registration and enrollment process as needed and checks in with the family 
periodically to assist with any arising needs that may be unique to immigrant 
families. 

 
Beginning in the 2021-2022 school year, the WIDA Screener for Kindergarten replaced the K-
WAPT. For students in 2nd semester Pre-K through 1st semester Kindergarten, the Listening and 
Speaking components of the WIDA Screener for Kindergarten are administered. For students in 
2nd semester Kindergarten through 1st semester Grade 1, all four components of the WIDA 
Screener for Kindergarten are administered.  All four components of the WIDA Screener are also 
administered for potential ELs in their 2nd semester of Grade 1 through grade 12. These students 
are tested using the WIDA Online Screener on the DRC Insight platform. Scores from the 
respective screener, as well as the GaDOE’s ESOL Eligibility Guidance, are then used to determine 
if a student has met eligibility for language assistance services. Parent Notification of ESOL services 
for Newly Qualified English Learners are sent to their parents/guardians within the first 30 days of 
school. Parents are not required to sign and return the parent notification form.  
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Language assistance services are provided through delivery models approved by the GaDOE 
and/or the district through its strategic waiver. Parents who decline services are provided with a 
Parent Waiver of Direct ESOL Services form that must be signed on an annual basis, but the 
students are still assessed on the ACCESS for ELLs in the winter. At any time, the parents/guardians 
may request reinstatement of supplemental language assistance services for the child. 
 
All transfer students’ original HLS and applicable English Language Proficiency screener and/or ELP 
assessment scores are reviewed prior to screening a potential EL upon enrollment in our district.  
Information regarding students identified to receive language assistance services is sent from the 
ESOL teacher to the Director of Federal Programs/ESOL Coordinator and Technology Data 
Specialist for proper placement and coding within the student information system. School leaders 
also receive the information and provide input into classroom placement. 
 
The Director of Federal Programs/ESOL Coordinator attends the state’s annual Data Collection 
Conference (or the virtual Data Collections Academy) for updates on changes or requirements. 
Additionally, The Director of Federal Programs/ESOL Coordinator attends the GaDOE Title III & 
ESOL professional learning series on ensuring accurate EL data entry. The Coordinator of Federal 
Programs /Technology Data Specialist is responsible for submitting comments to relieve any data 
collection errors. 
 
Student participation and progress in the ESOL program is measured using the ACCESS for ELLs 
exam for students in grades K-12. English Learners (ELs) are assessed annually on the state-
adopted English proficiency measure (ACCESS) to determine continued eligibility. 
(ACCESS=Assessing Comprehension and Communication in English State- to-State). 
 
Parents have the right to select ESOL program services, remove their child from the ESOL program 
upon request, or decline ESOL services. After parents have received notification of student 
eligibility for enrollment in the ESOL program, they may request a waiver of services. Upon their 
request the ESOL teacher will contact the parents to ensure a clear understanding of the services 
offered. If the parents continue to refuse services, the school will provide a parental waiver of 
ESOL services form for parental completion. 
 
 
Exit Guidelines 
As ELs reach proficiency and ready to exit language assistance services, it is imperative to ensure 
these students have attained a degree of proficiency that will enable them to achieve academic 
success at levels equal to those of their native English-speaking peers. When Georgia joined the 
WIDA Consortium, the GaDOE ESOL / Title III Unit initiated discussions with the Office of 
Assessment and district ESOL / Title III representatives across the state to determine the 
appropriate level of proficiency necessary to ensure ELs’ success upon exiting ESOL services. 
 
Kindergarten Students 
The Kindergarten ACCESS for ELLs 2.0 Teacher Report provides two sets of scores, Instructional 
and Accountability. The Instructional score is utilized only in states where regulations provide 
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language assistance for pre-K students who have been formally identified as ELs. It should be 
noted that Georgia’s ESOL program is a K-12 program only; therefore, Georgia teachers should 
disregard any consideration of the Instructional scores. For considerations of accountability and 
for determining whether a Kindergarten student has met the requirements to exit language 
assistance services, the ACCESS for ELLs 
2.0 Accountability scores must be utilized. 
 
In order to exit language assistance services, a Kindergarten student must score an Accountability 
Overall or Composite Proficiency Level (CPL) of 5.0.  
 
Students in grades 1-12 
The student must be administered all components of the ACCESS for ELLs 2.0 assessment. 
Placement decisions are based on the student’s overall performance on the ACCESS for ELLs 2.0 
assessment: 
 

● If the student scores an Overall or Composite Proficiency Level (CPL) score of 5.0, the 
student will be deemed English proficient and will be exited from language assistance 
services. The student will be coded EL-M and his/her academic progress will be monitored 
for four years 

If the records on a newly enrolled student indicate that the student previously received language 
assistance services in another state or in a private school setting and was formally exited in 
accordance with exit criteria utilized in the other state or private school, Georgia Department of 
Education considers the student as “exited”, even though the criteria may not match that of 
Georgia’s guidance. The federal four-year monitoring requirement remains in place. If the exit 
criteria from the other entity are different from that of Georgia, particularly diligent monitoring of 
the student’s progress is recommended. 
 
Graduating seniors who are eligible to exit language assistance services should be exited according 
to normal procedures. Documentation of exiting services must be completed for compliance with 
state and federal regulations. Proper coding, documentation and records ensure accuracy for 
computing district graduation rates, EL graduation rates, and exiting ELs. 
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English 

Learners - Grades 1-12 Administer 

ACCESS for ELLs 2.0 

The overall Composite Proficiency Level is (CPL) 5.0, then the student no longer qualifies 
for English learner status. 

 
 
 
EXIT CRITERIA 
From English Language Support Services 
  
 
 

English Learners - Kindergarten Administer Kindergarten ACCESS for ELLs 
  
 

 
 
 
 
 
 
 
 

English Learners - Grades 1-12 
Administer ACCESS for ELLs 2.0 

The overall Composite Proficiency Level is (CPL) 5.0, then the student no longer 
qualifies for English learner status. 
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Funding 
Currently Thomasville City Schools does not have the number of students receiving ELL services 
to receive direct funding. 
 
Professional Learning    
All core academic teachers in Thomasville City Schools are required to take on-line courses 
which are provided by the District in Effective teaching strategies for EL students if they have 
an EL student in their classroom. The ESOL teacher for Thomasville City Schools stays current 
with professional learning through GaDOE conferences and workshops. 
 
Records and Maintenance 
An individual folder is maintained for each student who has been identified as eligible to 
receive EL services. Each folder contains the following documentation: Home Language Survey, 
Notification of Services, ACCESS reports, Parent communication in home language and English, 
Monitoring of student progress both EL and EL M’s, Placement records in home language and 
English, and any other pertinent documentation. These folders are maintained by the ESOL 
teacher through the two-year monitoring phase and then housed in a secure storage area, the 
permanent record, and in an electronic record. Registrars provide parents with a HLS upon 
registration. If any language other than English is indicated on this form, the registrar shall 
notify the ESOL teacher and the student will then be assessed with the WAPT for 
Kindergarteners and the WIDA Screener for Grades 1-12 to determine placement. 
 
State and Federal Required Documentation 
ESOL records are reviewed with a checklist to monitor the state and federal required 
documentation, as listed below: 

▪ Original Home Language Survey (HLS) – which is completed by a parent or legal 
guardian, in a language and format the family understands and/or documentation that 
the HLS was orally interpreted before completion – with parent’ signature and date. 

▪ English Language (ELP) Screener Score Results – which demonstrates initial eligibility 
for EL status, if the HLS indicated a language other than English. Dated documentation 
of the results of the ELP Screener are included. 

▪ Copies of Annual ACCESS for ELLs Individual Score Reports – which should include 
each year the student qualified as an English Learner. 

▪ When Applicable: Parent Refusal or Waiver – which is a form in parent’s preferred 
language of communication and must include a signature and date provided by the 
parent. 

▪ When Applicable: Documentation of Student’s Exit from ESOL Program – which 
includes the EL Reclassification Form when applicable for EL Exit Procedures.  

▪ When Applicable: Documentation for Up to Two of Years of Monitoring – which is 
applicable to EL=1 and EL=2 students.  
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Other Required Documentation 
Other ESOL records are also maintained for the requirements listed:  

● EL-TPC (Test Participation Committee) form is an Assessment requirement to document 
an EL’s need for testing accommodation. 

● Parent Notification for ESOL Language Program Services is an OCR requirement and is 
maintained in the event of an OCR review. 

● When applicable, the Title I Parent Notification of Title I and/or Title III Services form is 
complete and maintained as a Title I requirement.  

● When applicable, an individual ESOL Distance Learning Plan is developed (using the 
state recommended form) for every EL who is receiving distance learning to document 
requirements from the U.S. Department of Education. The requirements indicate that 
all ELs should receive language instruction services even when participating in distance 
learning. The form specifies how ESOL services will be provided based on ACCESS for 
ELLs data and teacher input/recommendation.  

 
Compliance Monitoring Protocols 
Once a student exits the ESOL program, an ESOL teacher monitors the student’s grades on 
progress reports and report cards for two years following exit from the language instruction 
educational services. The student is coded as being monitored (year one or two) within the 
student information system (SIS) and updates the student’s status annually in the SIS. ESOL 
teachers collaborate with regular education teachers when the student’s performance 
indicates students may be struggling in one or more areas. If needed, intervention and support 
are provided through the district’s Multi-Tiered Systems of Support (MTSS). If intervention 
support and progress monitoring are unsuccessful, and the student’s academic difficulties are 
determined to be related to English proficiency rather than academic deficits or disability, a 
Student Support Team using the Reclassification Process may recommend redesignation to EL 
status with direct ESOL services. Following completion of the two-year monitoring period, a 
student may not return to direct EL status. 
 
English Learners with Disabilities   
For ELs with significant cognitive disabilities, who participate in the Alternate ACCESS for ELLs 
English Language Proficiency (ELP) assessment, their Individual Education Program (IEP) Team 
will serve as an EL Reclassification Team by completing the EL Reclassification/IEP Team Rubric 
for ELs. The IEP team may recommend exiting from EL status when the student has reached the 
following standardized threshold: Alternate ACCESS Overall CPL P2 (Emerging) for two 
consecutive years with IEP Team recommendation or any other Alternate ACCESS Overall CPL – 
the same score – for three consecutive years with an IEP recommendation. Once ELs with 
significant cognitive disabilities have exited the ESOL program, their progress toward IEP goals 
is monitored by the ESOL teacher and their special education case manager to ensure that the 
student’s English proficiency is not a barrier to their full participation in classroom instruction 
and assessment in English. The monitoring documentation is maintained in the exited student’s 
permanent record. During the monitoring process, if the IEP Team determines that the student 
needs language assistance services again through the ESOL program, the IEP Team (with a 2nd 
language specialist) revisits the EL Reclassification decision. 
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Academic and Assessment Records 
The ESOL teachers administer the assessments and maintain a record of the assessment results 
in each student’s personal file. The ESOL teacher monitors academic progress through Infinite 
Campus, teacher communication, and Milestone ELA scores. The ESOL teacher meets with 
regular education teachers to review the results and to discuss expectations based on the 
WIDA Can Do Descriptors. 
 
Program Evaluation and Accountability 
The success of the ESOL instructional program will be measured by analyzing the results of 
ACCESS and other state mandated tests. Because of this analysis, differentiated instructional 
decisions will be made for individual students, including adjusting services if indicated. An 
annual Title III program evaluation will be conducted, and a report of findings completed. The 
report will describe the progress EL students have made in language acquisition and meeting 
specified annual content goals for EL subgroups. The report will also include the number and 
percentage of EL students attaining English proficiency. Finally, the report will include content 
area mastery of monitored students. 

 
Immigrant Program 
Thomasville City Schools does not receive a Title IIIA Immigrant subgrant. 
 
Part 18. Title I, Part C – Education of Migratory Children (MEP) 
Services 
 
Identification and Recruitment 
Migrant students are identified through the occupational survey, which is a portion of the 
student enrollment packet. When migrant students are identified, a comprehensive needs 
assessment and delivery plan will be developed.  
 
The Migrant Education Coordinator (Federal Programs Director) is responsible for maintaining, 
updating, and ensuring proper coding of all required enrollment, education, and health data in 
Thomasville City Schools Student Information System on migrant eligible students and shares 
this information on an intra-district and interstate basis. The MEP Coordinator will provide 
training and resources to the schools, administrators, and the Central Office/Registration. 
 
The MEP Coordinator meets throughout the year with the MEP Area Specialist to coordinate 
Migrant enrollments and to ensure the identification and recruitment services are provided.  
 
Thomasville City Schools MEP Coordinator forwards all of the completed Parent Occupational 
Survey forms whenever a parent or guardian indicates a positive response to questions related 
to moves into the District for occupational reasons and the nature of such employment. These 
forms are forwarded to the area MEP Specialist. The MEP Specialist utilizes this information to 
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help identify and recruit migrant students. The MEP Specialist also conducts in-District 
Identification and Recruitment activities to further identify potentially eligible families. Contact 
is then made with each potentially eligible family to determine case-by-case eligibility and 
needs. The Federal Program Director works closely with the MEP Specialist to ensure 
enrollment and SIS information is updated and accurate. Students who meet certain critical 
criteria are also identified with the assistance of the GaDOE MEP as Priority for Services.  
 
The Occupational Survey is sent home with every child in the district. During each summer, 
updated Occupational Survey Forms are sent to all schools for inclusion in Registration Packets 
for all new students. Data from completed Occupational Survey Forms are collected from the 
Family/guardians, entered into the SIS by the attendance clerks, and then sent to the Migrant 
Program Coordinator at the Central Office. These forms are forwarded to the MEP Specialist/ 
Recruiter who will schedule a visit with the student’s Family/guardians to determine eligibility.  
Cross-checking Migrant Data  
The Migrant Program Coordinator verifies that students are coded  in the Student Information 
System to ensure accurate data reporting to the State when the Migrant Education Agency has 
identified a student as Migrant. Monthly reports are received through the ConAp, showing our 
qualifying Migrant students. The data is checked for accuracy and verified in the student 
information system.  
 
Priority of Services  
The Federal Programs Director verifies services of identified students by using grade reports in 
the student information system.  
 
Services for MEP Students  
Currently, Thomasville City Schools is in the Migrant Consortium. Students identified as migrant 
are monitored throughout the year when interim and report cards are issued. Students who 
are not performing on grade level are offered tutoring services through the school. Should 
these not be sufficient, the consortium would be contacted for guidance and to see if funding is 
available for additional tutoring. Migrant students are evaluated academically the same as 
other students in the system to determine academic needs. The MEP Specialist coordinates 
and tracks services to all MEP students utilizing the Supplemental Services Tracking Form. All 
migrant students are eligible for Title I services, and receive appropriate Title I services. In 
addition, a referral is made to student services to indicate that additional services may be 
needed from that department. Additionally, specific activities to address the needs of 
migratory families are provided. Such activities shall include informing children and families of, 
or helping such children and families gain access to other education, health, nutrition and 
social services.  
 
Parental Involvement  
Currently, Thomasville City Schools does not receive direct funding as part of Title I, Part C. 
Should we ever receive funding, a Migrant Education Parent Advisory Council (PAC) program 
would be provided in conjunction with other District Family Engagement Programs. Parent 
outreach is always provided in a language that is understood by the family. Families are 
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presented with information on ESOL, Special Education, Gifted, and other educational 
programs. Information on health, nutrition and social services is presented using materials 
from the Migrant Education Department of the US and GaDOE.  
 
Funding  
In the event that Thomasville City School should receive direct funding for MEP students, TCS 
would implement a MEP Comprehensive Needs Assessment Committee to review academic 
and nonacademic data to determine the most appropriate use of Title I-Part C funds and this 
information leads directly to the development and submission for approval by the GaDOE MEP 
of the District MEP Implementation Plan(s). 
 
Translation and Interpretation  
Thomasville City Schools believes that ALL Families need access to district and school 
information. TCS provides information from schools and district in the families' preferred 
language. We also encourage our families to contact us when they have a question or need for 
language assistance in terms of understanding district and school information. TCS employs 
translators to better help our school personnel communicate with parents during events, and 
conferences . 
 
How the District Uses the MSIX Database 
In coordination with the Migrant Recruiter, Thomasville City Schools utilizes the MSIX database 
to communicate the mobility of migratory students as needed for interstate or intrastate 
communication. When new migrant students are identified in the district, the District MEP 
Contact helps school personnel place the child in the appropriate grade level, course, and/or 
program. As students move out of the district, the District MEP Contact in collaboration with 
the Migrant Recruiter, submits a departure notification within the MSIX database to allow the 
potential receiving district or state to find the migrant family and continue support and 
services. As students move into the district, the District MEP Contact in collaboration with the 
Migrant Recruiter submits a notification within the MSIX database to notify the sending district 
or state that the child has arrived and that records are needed. The District MEP Contact also 
will collaborate with other districts to collect information from the schools, as needed, to 
submit data in a secure manner, either via FAX or via the GaDOE's secure portal. Departure 
notices will be made in the MSIX database as soon as the District MEP Contact is aware of a 
migrant student’s departure in order to meet the required timeline. 
 
 

19.  Individuals with Disabilities Education Act (IDEA) – Fiscal 
Indicators 
 
Comprehensive Coordinating Early Intervention Services (CCEIS)  
Thomasville City’s Director of Special Education completes the Comprehensive Coordinating 
Early Intervention Services (CCEIS) tab in the IDEA Consolidated Application according to the 
GaDOE guidance. For FY23, Thomasville City is required to set aside funds for CCEIS. 
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High-Cost Grant 
The High-Cost Grant is available for eligible children ages 3-21 who have been determined by 
the IEP team to be a student with a disability and in need of special education. These children, 
due to the severity of their disabilities, require multiple high-cost special education services, 
related services, assistive technology and/or special adaptive equipment needs. Due to the cost 
of these services, local districts are under extraordinary financial pressure. If expenditures for 
such a student total above $27,000, Thomasville City will apply for this grant according to the 
GaDOE guidance and provide documentation that the GaDOE may request to properly 
administer this program. The High-Cost Grant is based on costs already incurred by Thomasville 
City Schools.  At this time, Thomasville City Schools has not applied for this grant.  
 
Excess Cost 
Excess costs are those costs for the education of an elementary school or secondary school 
student with a disability that are in excess of the average annual per pupil expenditure (APPE) 
in the Thomasville City School District. Thomasville City must spend at least the average annual 
per pupil expenditure on the education of a child with a disability before funds under IDEA, 
Part B are used to pay the excess costs of providing special education and related services. The 
Excess Cost calculation demonstrates that the school system is not using federal funds in place 
of local and state funds for the core educational program regarding students with disabilities. 
The federal IDEA Act requires all sub-recipients of Part B entitlement funds complete the 
excess cost calculation annually. 
 
The Director of Special Education in collaboration with the Director of Finance completes the 
Excess Cost calculation according to the GaDOE guidance and submits it through the portal 
prior to January 31st of each school year.   Documents used for the calculations are the DE046 
Financial Analysis Report, FTE 002 (Student Enrollment by Grade Level), FTE 017 (Special 
Education Child Count), school-level state and local amounts expended for special education, 
and other state and local expenditures expended for special education. 
 
IDEA Supplemental Relief Allocations (Program 2838, 2839) will be handled like regular IDEA 
funds (Program 1831, 2820, 2824, 2826, 2829, 2831) in the calculation. 
  
 

Part 20. Individuals with Disabilities Education Act (IDEA) – Results-
Based Monitoring Program Indicators 
 
Thomasville City Schools adheres to the Due Process Checklist to ensure all components are 
included in a student with disabilities’ folder. The Director of Special Education uses the 
checklist to ensure all eligibility reports and IEPs have the required components. The due 
process checklist is completed by the case manager. The Special Education Administrative 
Assistant reviews all paperwork and if all required components are not received, the director 
works with the case manager until all components are received and any issues have been 
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resolved.   

Part 21. Individuals with Disabilities Education Act (IDEA) – 
Consolidation of Funds in a Schoolwide Program 
Thomasville City Schools does not consolidate any of the IDEA funds. 
 

Part 22. Coronavirus, Aid, Relief and Economic Security (CARES); 
Coronavirus response and Relief Supplemental Appropriates (CRRSA); 
American Rescue Plan (ARP) 
 
Thomasville City Schools will implement the Coronavirus, Aid, Relief and Economic Security 
(CARES); Coronavirus Response and Relief Supplemental Appropriates (CRRSA); American 
Rescue Plan (ARP) also noted as CARES/CRRSA/ARP programs with the same processes that are 
followed for other federal programs. Care will be taken to enable the safe operation of schools 
while reducing the risk of virus transmission. In addition, improvements will be made to 
facilities as needed to improve air quality, reduce the possibility of virus transmission, and 
support student health needs.  
 
As noted in another area of this document, it is possible that employees may receive hazard 
pay for a national or local emergency or to perform critical services. Instances when this might 
happen may include a pandemic or a natural disaster. Employees will be compensated for fully 
completing an objective from a supervisor related to the aforementioned conditions.  
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Appendix A: Complaint Procedures 

A. Grounds for a Complaint 
 Any individual, organization, or agency (“complainant”) may file a complaint with the Thomasville City 
   Schools if that individual, organization, or agency believes and alleges that TCS is violating a federal  
   statue or regulation that applies to a program under the Title I, Part A of the Elementary and   
   Secondary Education Act of 1965 (ESEA). The complaint must allege a violation that occurred not more 
   than one (1) year prior to the date the complaint is received, unless a longer period is reasonable  
   because the violation is considered systemic or ongoing. 

B. Federal Programs for Which Complaints Can Be Filed 
● Title I, Part A: Improving Basic Programs Operated by Local Educational Agencies. 

● Title I, Part B, Subpart 3: Even Start Family Literacy. 

● Title I, Part C: Education of Migrant Children. 

● Title I, Part D: Prevention and Intervention Programs for Children and Youth Who Are Neglected, 

Delinquent, or At-Risk. 

● Title II, Part A: Supporting Effective Instruction. 

● Title III, Part A: English Language Acquisition, Language Enhancement, and Academic Achievement. 

● Title IV, Part A: Student Support and Academic Enrichment 

● Title IV, Part B: 21st Century Community Learning Centers. 

● Title V, Part B Rural and Low-Income Schools. 

● Title IX, Part E, Subpart 1, Section 9503: Complaint Process for Participation of Private School Children. 

● Title X, Part C – McKinney-Vento Homeless Assistance Act  

● Section 18003 of Division B of the CARES Act-Coronavirus Aid, Relief & Economic Security (CARES) Act 

● Section 313 of the Coronavirus Response & Relief Supplemental Appropriations (CRRSA) Act 

● Section 2001 of the ARP Act-American Rescue Plan (ARP) Act- Section 2001 

C.      Complaints Originating at the Local Level 
As part of its Assurances within the ESSA program grant applications and pursuant to, an LEA accepting 
federal funds must have local written procedures for the receipt and resolution of complaints alleging 
violations of law in the administration of covered programs. Therefore, a complaint should not be filed 
with the Georgia Department of Education until every effort has been made to resolve through local 
written complaint procedures. If the complainant has tried to file a complaint with the Thomasville City 
Schools to no avail, the complainant must provide the Georgia Department of Education written proof 
of their attempt to resolve the issue with Thomasville City Schools. 

D. Filing a Complaint 
A complaint must be made in writing and signed by the complainant using the Thomasville   City         
Schools’ Federal Programs Complaint Form which is found on the Federal Programs webpage of 
Thomasville City Schools. The complaint must include the following: 

• A statement that Thomasville City Schools has violated a requirement of a Federal statue 
or regulation that applies to an applicable program. 

• The date on which the violation occurred. 
• The facts on which the statement is based and the specific requirement allegedly 

violated (include citation to the Federal statute or regulation). 
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• A list of the names and telephone numbers of individuals who can provide additional 
information. 

• Whether a complaint has been filed with any other government agency, and if so, which 
agency. 

• Copies of all applicable documents supporting the complainant’s position. 
• The address of the complainant



 

 

   

Federal Programs Complaint Form                           
 

Name (The Complainant) Date Complaint 
Filed 

Address City 

County Postal Code Phone Fax 

E-mail  Date 
Violation 
Occurred 

 

 

 
 
 
 
Complainant’s Signature Date 
Mail this form and all additional attachments to: 

 
Mr. Nathan Espy 
Director of Federal Programs  
Thomasville City Schools 
404 N. Broad St., FL-3 

Thomasville, GA 31792

Statement that the Thomasville City School System has violated a requirement of a Federal statute or regulation that applies to 
an applicable program (include citation to the Federal statute or regulation).  Attach additional sheets if necessary. 

 

The facts upon which the statement is based and the specific requirement allegedly violated. (Attach additional sheets if 
needed) 

List the names and telephone numbers of individuals who can provide additional information. 

 
Has a complaint been filed with any other government agency? If so, provide the name of the 
agency. 

Ye
s 

No Name:   
nanplease   



 

 

The complaint must be addressed to: 
Thomasville City Schools 
Attn:  Nathan Espy, Director of Federal Programs  
404 N. Broad St., FL-3 
Thomasville, Georgia 31792 
Once the complaint is received by Thomasville City Schools, it will be copied and forwarded to the 
Federal Programs Director. 

E.   Investigation of Complaint 
Within ten (10) days of receipt of the complaint, Thomasville City Schools will issue a Letter of 
Acknowledgement to the complainant that contains the following information: 
● The date Thomasville City Schools received the complaint. 
● How the complainant may provide additional information. 
● A statement of the ways in which Thomasville City Schools may investigate or address the 

complaint. 
● Any other pertinent information. 
If additional information or an investigation is necessary, TCS will have sixty (60) days from receipt 
of the information to complete the investigation and issue a Letter of Findings. If the Letter of 
Findings indicates that a violation has been found, a timeline for corrective action will be included. 
The sixty (60) day timeline may be extended if exceptional circumstances occur. The Letter of 
Findings will be sent directly to the complainant, as well as the other parties involved. 

F.    Right of Appeal 
If an individual, organization, or agency is aggrieved by the final decision of Thomasville City 
Schools, that individual, organization, or agency has the right to request review of the decision by 
the Georgia Department of Education. For complaints filed pursuant to Section 9503 (20 U.S.C. 
7883, complaint process for participation of private school children), a complainant may appeal to 
the Georgia Department of Education no later than thirty (30) days from the date on which the 
complainant receives the Letter of Findings. The appeal must be accompanied by a copy of the 
Thomasville City Schools’ decision and include a complete statement of the reasons  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
Appendix B: 

Thomasville City Schools Federal Program Policies and Procedures 
Ethics and Fraud, Waste, Abuse and Corruption 

 
The Director of Federal Programs reviews the ethics and fraud, waste, abuse and corruption 
policies with all administrators, employees and staff during the opening session at the beginning of 
each school year. An agenda and sign in sheets will be kept by the Director of Federal Programs to 
document this has been conducted. Principals are expected to inform their faculties about policies 
and updates as they are approved throughout the year. 
 
Ethics 

 Standard 5: Public Funds and Property - An educator entrusted with public funds and property 
             shall honor that trust with a high level of honesty, accuracy, and responsibility. Unethical conduct  
             includes but is not limited to: 

1. Misusing public or school-related funds; 
2. Failing to account for funds collected from students or parents; 
3. Submitting fraudulent requests or documentation for reimbursement of expenses or for 

pay (including fraudulent or purchased degrees, documents, or coursework); 
4. Co-mingling public or school-related funds with personal funds or checking accounts; and 
5. Using school property without the approval of the local board of education/governing 

board or authorized designee. 
 
Reporting Suspicion of Fraudulent Activities 
Purpose: To ensure the reporting of suspicion of fraudulent activity, Thomasville City Schools 
provides employees, clients and providers with confidential channels for such reporting. 
Definitions: Fraud: A false representation of a matter of fact, whether by words, by conduct, 
or by concealment of that which should have been disclosed, that is used for the purpose of 
misappropriating property and/or monetary funds. 
Statement of Administrative Regulations: 
Thomasville City Schools thoroughly and expeditiously investigates any 
reported cases of suspected fraud to determine if disciplinary, financial recovery and/or criminal 
action should be taken. 
Confidentiality: All reports of suspected fraud must be handled under the strictest confidentiality. 
Only those directly involved in the investigation should be provided information regarding the 
allegation. Informants may remain anonymous but should be encouraged to cooperate with 
investigators and should provide as much detail and evidence of alleged fraudulent acts as 
possible. 
 
Procedures and Responsibilities: 

1. Anyone suspecting fraudulent activity should report their concerns to the Thomasville City 
Schools, School Superintendent, or Director of Federal programs at 229-225-2600. 

2. Any employee with Thomasville City Schools (temporary staff, full-time staff and contractors) 
who receives a report of suspected fraudulent activity must report this information within 



 

 

the next business day. 
3. Employees have the responsibility to report suspected fraud. All reports can be made in 

confidence. 
4. If necessary, the person reporting will be contacted for additional information. 
5. Periodic communication through meetings should emphasize the responsibilities and 

channels to report suspected fraud. 
 
Revised July 2023 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


