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INTRODUCTION 

This handbook is designed to provide a systematic approach to managing the rules and 
guidelines of all federal programs to ensure consistent compliance. The information contained 
in this handbook will promote uniformity, effectiveness, and efficiency of operations as federal 
program staff carry out official Title duties and responsibilities. While it is not meant as a 
substitute for federal law, this handbook does provide instructions for basic program 
requirements, administration, fiscal management, standards, student assessment, 
accountability, and other useful information needed to implement the various components of 
federal programs. Additional assistance is always available through the district’s regional 
federal programs specialists.  

The information included in this document is pertinent to the following federal  
programs. Programs in bold type reflect those presently pertinent to Pulaski County  
Schools (directly funded or as members of a consortium).  

• Title I, Part A Improving the Academic Achievement of the Disadvantaged  
• Title I, Part A Academic Achievement Awards  
• Title I School Improvement 1003(a)  
• Title I School Improvement 1003(g)  
• Title I, Part A Reward Districts Awards  
• Title I, Part A Foster Care Program  
• Title I, Part A Parent Engagement Program  
• Title I, Part C Migrant Education of Migratory Children  
• Title I, Part D Neglected & Delinquent  
• Title II, Part A Teacher Quality  
• Title III, Part A Language Instruction for LEP and Immigrant Students 
• Title IV-A, Student Support and Academic Enrichment  

• Title IV, Part B 21
st

 Century Community Learning Centers  
• Title V, Part B Rural Education Achievement Program (REAP)  
 Title X, Part C McKinney-Vento Ed. for Homeless Children and Youth (pertinent 
if homeless students enroll within the district)  
• The Individuals with Disabilities Education Act (IDEA) 
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 SECTION I: OVERARCHING REQUIREMENTS 
THIS ENTIRE DOCUMENT DESCRIBES THE REQUIREMENTS FOR THE PULASKI COUNTY SCHOOL 

DISTRICT’S FEDERAL PROGRAMS 

Pulaski County applies for Federal Funds through a consolidated application process to GaDOE.  The 

application requires LEAs to identify the methods through which the intent and purpose(s) of each 

Federal program will be integrated into the LEA’s existing academic achievement targets and efforts 

towards continuous improvement.  Responses as to how the LEA will meet Federal program 

requirements, as defined in ESSA, are submitted in the consolidated application through the lens of the 

LEA’s flexibility structure.  Where very unique and targeted Federal funding streams exist, e.g., School 

Improvement funds for comprehensive and Targeted support, IDEA, homeless, migrant, and rural, LEAs 

must expand on the identified needs for those populations within the Federal consolidated funding 

application. 

Comprehensive LEA Improvement Plan (CLIP):  

Section 8305 of the Elementary and Secondary Education Act of 1965 (ESEA) as reauthorized by 

the Every Student Succeeds Act of 2015 (ESSA) states that a local educational agency receiving 

funds under more than one covered program may submit plans or applications to the State 

educational agency under those programs on a consolidated basis.  The GaDOE has integrated 

the requirements for planning across all ESSA programs.  The consolidated LEA Improvement 

Plan (CLIP) eliminates the need for LEAs to submit separate plans for individual programs.  

In the Spring, the Federal Programs Director makes copies of the previous year’s Comprehensive 

LEA Improvement Plan (CLIP) and Descriptors for the system administrative team which includes 

system and school administrators and Title program directors to begin reviewing for revisions in 

their respective programs.  During the regularly scheduled Administrative Retreat a formal 

review of these Consolidated Application documents is begun.  The administrators bring their 

updates for our meeting and as a group it is reviewed in its entirety and needed revisions are 

noted. The Federal Programs Director makes the recommended revisions to the new draft and 

each school schedules a stakeholders’ meeting. This work is on-going throughout most of the 

spring and summer months. 

During the spring, stakeholders are invited to meet with representatives from each school to 

review/revise the CLIP and District Parent Involvement Policy.  Stakeholders include school 

administrators, regular education and special education teachers and parents from each Title I 

school, and other community and business members.  At this meeting the stakeholders review 

and discuss the LEA’s recommended revisions and provide their input.  The District’s Parent 

Involvement Policy is also reviewed/revised at this time.  Stakeholders are given additional time 

to review the revised documents.  If no further changes are requested, the revised documents 

are accepted and entered into the ConApp.  In the event of revision requests, another meeting 
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would be called to discuss the additional revisions. The revised CLIP with descriptors is 

completed and submitted by the July 31 deadline. 
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   LEAs must provide certification on constitutionally protected prayer in the public elementary and   
             secondary schools through the LEA consolidated application Web based process by October 1st  
             of each year. The superintendent signs off in the appropriate tab.     

 

Title I Part A Guidance/Monitoring: During the summer months, The Federal Programs Director 

meets with the Title I administrative teams during which time they are reminded of the 

availability of the Title I and Parent Involvement Handbooks on the GaDOE website. The Title I 

requirements and deadlines are discussed.  Schoolwide Program, Parent Involvement, and 

School-Parent Compact checklists are reviewed during this time. Information gathered from the 

Title I conference in June is also discussed. Communication between the Title I Director and the 

Title I principals is on-going throughout the year.  This is managed by scheduling Title I 

administration meetings, district wide administrative meetings, phone calls, e-mail, and face-to-

face conferences.  The Title I Director also meets periodically with the parent involvement 

coordinator to review the parent involvement requirements, time lines, and materials. Each 

school’s administrative team also confers with the parent involvement coordinator to share 

information and oversee compliance throughout the year. 

Requirements for the annual Title I parent meeting are also discussed during the summer 

meetings and a deadline given to schedule the meetings at the beginning of the new school 

year.  The agendas for the schools’ annual meetings are reviewed and the principals are 

provided with handouts of all required parent rights/notifications, any additional information, 

and the District Parent Involvement Policy for the annual meeting.   

Additional Federal Programs guidance is provided, as needed, during scheduled administrative 

meetings throughout the year.  There is close communication between the Federal Programs 

Director, Title I principals, the Parent Involvement Coordinator, and the finance officer through 

e-mail, phone calls, and face-to-face visits.  

In mid-year the Federal Programs Director visits each of the Title I schools for an on-site 

monitoring.  He/she meets with the principals, the Assistant Principal for Instruction, Academic 

Coach(es), and the Parent Involvement Coordinator to discuss their Title I programs with them, 

review their Title I documentation, observe classrooms, and review inventory procedures. The 

Federal Program Director works with the schools to improve any areas of need.   

All records should be retained for five years. 

Guidance on Constitutionally Protected Prayer in Public Elementary and Secondary Schools:  

Sec. 8524 of the Elementary and Secondary Education Act of 1965 (ESEA) as amended by the Every 

Student Success Act of 2015 (ESSA) requires that, as a condition of receiving ESEA funds, a local 

educational agency must certify in writing to its state educational agency that it has no policy that 

prevents, or otherwise denies, participation in constitutionally protected prayer in public schools as 
set forth in this guidance.  
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Consolidated Application (ConApp):  The consolidated application is a document which brings 

together system-wide information concerning all federal requirements and federal programs.  

Required attachments are uploaded to the ConApp. 

Tabbed documents within the ConApp are addressed:  

Coordination tab – addresses migrant, homeless, immigrant, LEP, neglected and delinquent 

youth, youth at risk, and early childhood students. The number of students in each category is 

reported along with an accompanying narrative on how the students are identified and served 

throughout the year. Contact information for the Homeless Liaison is entered in this document. 

Program tab: The Federal Program Director pulls up each program to address the specifics of 

the program.  Title I must address the following documents: Fiscal Effort – which includes 

checking “grade span” group, if applicable, Maintenance of Effort (DOE is now entering this, but 

the information must be checked for accuracy and if not meeting MOE requirements, this must 

be addressed), and the information used for poverty determination is checked. 

Once the plan (CLIP/descriptors) is approved and money is allocated to the federal programs, 

the Federal Programs Director begins working with administrative teams on developing the 

program budgets.   

Set Asides: This is addressed first, as these moneys come from the total Title I allocation and 

before school allocations are determined.  Required set asides and administrative costs are 

entered on this page.  An administrative set-aside, including supplies, travel, and audit costs is 

entered.  If applicable, set asides are required for professional development for personnel 

qualifications, 1% of budget for parent involvement (if funding is over $500,000 is required), 

choice transportation, homeless (required), Neglected/Delinquent (no N/D institutions in 

Pulaski), and private schools participating in Title I services.  Historically, no private schools have 

participated in consultation for services.  Therefore, private school funds are not required to be 

set aside in the federal budgets. Indirect costs would also be included in the set asides.  Indirect 

costs are calculated by the Georgia Department of Education each fiscal year and are posted on 

the Web Site and sent to the LEAs by the state specialists.  Set aside funds are then entered into 

the Title I budget pages with a detailed descriptive narrative explaining the purpose for which 

the money will be expended. 

Other Funds tab: If funds from programs other than Title I are used to meet any of the Title I 

requirements – such as Title IIA for professional development, they are entered here. 

Eligible Attendance Area tab: Eligible attendance area worksheet is completed here. See eligible 

attendance area for explanation of this requirement. 

School Allocations: After allocating the Set Aside funds at the district level, the remaining 

money is allocated to the schools. This money is allocated in per pupil amounts which are 

determined by the number of eligible poverty students in the Title I schools.  (See eligible 
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attendance area for how this is calculated.) If Title I A funds exceed $500,000, systems are also 

required to allocate 95% of the 1% set aside for parent involvement to the schools, unless the 

principals agree to a system-level expenditure for parental involvement. These moneys are also 

allocated equally by a per pupil calculation from the total amount. Pulaski County does not 

exceed that amount and therefore is not required to allocate such an amount. 

School Budgets: Once money is allocated to the schools, they begin developing their budgets 

based on their prioritized list of needs. Pulaski County schools begin the planning process in the 

spring as the system budget is being developed because of personnel assignments that could be 

paid through Class Size Reduction within federal programs.   This enables the budgeting to begin 

as soon as the system receives notification of the total allocation for the year.   

After much discussion, meetings, and planning with principals, Assistant Principals of Instruction 

(API’s), and Academic Coach(es), the proposed budgets are submitted. A detailed descriptive 

narrative is provided with each budgeted item.  The Federal Programs Director checks these for 

supplanting issues, ensures the costs are allowable, allocable, reasonable, and necessary, and 

ensures that the requests are supplemental to instruction. Budgeted items must also address 

the needs of the schools as determined through the needs assessments and school wide plans.   

Adjustments are made to the budget after conferring/explaining specifics to the principals and 

API’s. Budgets are revised and reviewed between the school and central office until the final 

draft is approved. 

The budgeted amounts from the final drafts are then entered into the ConApp budget with 

accompanying descriptive detail narratives.  When completed, the Federal Programs Director 

signs off, the Superintendent reviews and signs off – or requests revisions, if applicable. Once 

the Superintendent signs off, the budgets are submitted to GaDOE staff.  There are at least two 

reviews and approvals needed at the state level, before funds are released and the money can 

be expended. The deadline to submit original budgets is October 31. 

Pulaski County’s Finance Officer has access to the ConApp and enters the approved federal 

budget(s) into the system budget.  The budget is then checked for accuracy by the Federal 

Programs’ Director.  The Finance Officer also produces a spreadsheet each month which 

includes each federal fund, the amount that has been spent, amount expected from GAORS, and 

remaining funds. This gives a current balance with the projections so that they can be matched. 

September 30 is the deadline to meet the expenditure requirement. Systems are allowed to 

carryover up to 15% of Title I funds and 100% of Title II funds (due to the Tydings Amendment) 

to the following school year. When funds are carried over, additional funds are allocated by 

increasing the per-pupil amount and maintaining rank order (if applicable.)  District-level 

activities can be funded with carryover funds, as well.  The Federal Programs Director must 

check/adjust every page/tab of the budget when carryover funds are added as school 

allocations and set asides will/can change.  The Financial Director emails an expenditure report 
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for each Federal Program on a quarterly basis as an additional check on expenses against 

original budgets.   

Budget Amendments: Amendments are necessary if/when changes of more than 25% in any 

function code occur, carryover allocation is received, positions are not filled, or priorities or 

needs change.  The Federal Programs Director, the Financial Director and the Superintendent 

work together to have object codes and function codes closely aligned to the budgeted 

amounts. The same procedures are followed as were used in the preparation and submission of 

the original budget. The deadline for submitting amendments is May 15. 

Waiver: The system can request a waiver once every three years if the 85% expenditure of funds 

is not met.  Otherwise, money not drawn down is lost to the system. 

Much oversight is necessary to ensure compliance with the use of federal funds. Monthly 

reports are received from the Financial Director and reviewed by the Federal Programs Director 

and the Superintendent. Also, detailed expenditure reports are reviewed so that the Federal 

Programs Director can watch for any object codes projecting a deficit by year’s end and prepare 

an amendment to prevent this if it is over 25% of the budgeted amount in any one function 

code. 

Carryover amounts: Carryover amounts are allocated mid-year, usually by January. The same 

procedures are followed as used for the original budgets. One hundred percent of carryover 

must be expended.  Specific program carryover procedures can be found in the GaDOE Federal 

Programs Handbook. 

Assurances: The Superintendent and Federal Programs Director are required to print a copy of 

the program assurances. Pulaski County will acknowledge general assurances addressing all 

federal programs and specific program assurances where an allocation is received.  This 

acknowledgement occurs on the MyGaDOE Portal annually. The Superintendent’s sign-off on 

the consolidated application denotes agreement to each assurance.   

Purchase Orders (PO):  The Federal Programs Director must sign off on all Title I and/or other 

federal program’s Purchase Orders.  This is to assure the items are in the approved budget and 

meet the needs identified in the school wide plans. The Federal Programs Secretary keeps a 

copy of all approved Title I POs in the Title I office. 

GADOE On-Site Monitoring:  Annually, GaDOE sends a monitoring document which lists all 

required documentation. The documentation is collected throughout the year at the central 

office and school levels.  For monitoring, the documentation is placed in separate, labeled file 

folders.  The schools send their documents when notified they are due.  The Federal Programs 

Director reviews the files to check off each requirement making sure we are in compliance for 

monitoring.   
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GaDOE monitors on-site on a rotating schedule. During off-site years, the Federal Programs 

Director monitors the program using the GaDOE self-assessment monitoring document as a 

guide. The annual deadline to submit the formal report is May 15.  The self-assessment is 

completed and submitted by the May 15 deadline.  Documentation for on-site monitoring is 

collected and completed up to the scheduled date of the monitoring.  All items not due by the 

date of the scheduled monitoring are pulled from the previous year’s records to demonstrate 

compliance.  All findings and corrective actions are addressed in an appropriate and timely 

manner. 

Technical assistance is provided by the Director of each Federal program to the administrators 

as to how to evaluate the programs and activities.  This includes effectiveness surveys and other 

ways to measure the outcomes of the programs.  This is completed by the end of the fiscal year 

to provide data for the upcoming fiscal year.   

• The Pulaski County Federal Programs Director is responsible for all monitoring processes 
related to federal programs referenced in this manual. The Federal Programs Director 
will conduct self-monitoring of schools and programs sufficient to ensure compliance 
with federal program requirements.  

• The school district has only three schools, so the Federal Programs Director is able to 
maintain direct contact with school principals and the parent involvement coordinator 
on a regular basis. All parties work collaboratively to complete a comprehensive needs 
assessment, develop district- and school-wide improvement plans, and ensure proper 
implementation of programs. The Federal Programs Director provides technical 
assistance throughout the year.  

• The Federal Programs Director will undergo training from GaDOE and other sources to 
maintain proficiency in Title program compliance requirements.  

• The Federal Programs Director will maintain all documentation the LEA may need for 
future auditing/monitoring according to the LEA Monitoring Form, which is issued 
annually by GaDOE.  

• In years when the LEA does not receive an on-site visit, the Federal Programs Director 
will complete the Self-Assessment Checklist and submit it to the GaDOE as required.  

• The LEA will undergo monitoring by GaDOE on a four-year cycle. The Federal Programs 
Director will participate in training and technical assistance updates as provided by 
GaDOE prior to the monitoring visit.  

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

 

Test Data:  The Federal Programs Director reviews system-wide test data as soon as it is posted 

and again after re-tests.  Parents are informed of the individual school’s results at the parental 

input meeting, the annual Title I meeting, local community meetings, and in the local 

newspaper.   

Schoolwide Plans:  In the spring, the Federal Programs Director reminds the principals to begin 

the review/revision of their school wide plans, parent involvement policies, and 

school/parent/student compacts.  The schools have their meetings with stakeholders during the 
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spring months to review any new material that may be required in the plans. These documents 

are finalized after the yearly test results are posted. Revisions are made based on results of test 

data, needs assessments and surveys conducted throughout the school year.  The schools 

review/revise their plans/policies and complete them in a timely manner for the new school 

year. The Federal Programs Director uses the checklist to review the Schoolwide Plans to ensure 

they include the required Title I components. Then he/she meets with the principals to discuss 

any discrepancies.  The School Wide Plan is sent home in the Parent Packet with every student 

at Pulaski County Elementary School (PCES) and Pulaski County Middle School (PCMS). 

Teacher/Paraprofessional Qualifications: Schools notify all parents at the beginning of the 

school year to notify them of their right to request information regarding the professional 

qualifications of their child’s teachers/paraprofessionals.  This information is also given verbally 

and in writing to parents at the schools’ annual Title I meetings. 

Comparability Report: Comparability is demonstrated by the first FTE count in October and the 

report submitted to GaDOE no later than November 1st.  Pulaski County has only one school at 

each level of instruction so is therefore not required to demonstrate Comparability.  

Eligible Attendance Areas: All three school attendance areas in Pulaski County are ranked 

according to their poverty percentages to determine eligibility for Title I services/funds.  

Enrollment and Free/Reduced information used is from the previous October 1st FTE count. The 

poverty measure used is the number of children who demonstrate eligibility for free/reduced 

price meals, minus Pre-K students. Beginning FY16, Pulaski County Elementary School became a 

CEP school.  In FY17, Pulaski County Middle School and Hawkinsville High School became CEP. 

There are currently no attendance areas ranking above the 75% poverty level or below the 35% 

level.  All three schools are eligible for Title I services as evidenced by their poverty rankings; 

however, only Pulaski County Elementary School and Pulaski County Middle School have Title I 

school-wide designation. 

The following information is entered into the Eligible Attendance Area worksheet, which 

automatically calculates the poverty percentage for each school: Total school enrollment, 

prekindergarten enrollment (which is subtracted from the school enrollment), free/reduced 

meals count (minus PK free/reduced count). Two of Pulaski County schools receive Title I funds 

for school wide Title I programs. The funds are allocated based on the number of eligible 

students attending the school.  After set asides, school and system administrative teams 

determine areas of greatest need: Class size Reduction, professional learning needs and/or 

requirements, and supplemental supply needs. This establishes the per pupil amount. The per 

pupil amount is multiplied by the number of eligible students for each school’s total allocation. 

Neglected/Delinquent Survey: In the fall, the system is required to complete a survey on the 

number of neglected/delinquent students. There are no N/D institutions in Pulaski County, but 

the director must still complete the survey to report this. 
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Private Schools: Also in the fall, the system sends an invitation, by registered/return receipt 

mail, to all private schools with whom students from Pulaski County attend per the DE1111 

reports to invite them to a consultation with the LEA to discuss the availability of services 

through the federal programs for the next school year. Currently there are no private schools 

within Pulaski County so these letters are concerned only with Title I services.  The system 

schedules a date/time and develops an agenda to meet and discuss availability of services, even 

if the private schools decline to meet. 

Completion Reports: Budget completion reports are due in to GaDOE by October 30. The 

Financial Officer completes and submits the reports, but the Federal Programs Director is 

responsible to ensure that the system meets the spending requirements for the year.  A 

completion report defines the total amount of the original grant award and the total amount of 

funds that were expended by an LEA.  Completion reports should not report a variance greater 

than 25% in any function code.  Grants Accounting uses completion reports to determine the 

amount of unexpended funds and the amount of funds available for carryover for each LEA.  

Federal Program Directors should work with their financial directors to ensure that completion 

reports are submitted in a timely manner.  The Department reserves the right to release new 

grant funding to individual LEAs only when completion reports have been submitted. 

Property Inventories: Technology Equipment/Software inventories are kept electronically by 

the Technology Director and updated annually and/or when there are additional purchases. The 

items in the inventory are marked as to which fund paid for the purchase.  Located in each 

school’s principal’s office are equipment/supply inventories for each classroom and media 

center with items designated when purchased with federal funds noted on the Inventory Sheet. 

Each teacher or media specialist turns in an inventory sheet at the beginning of the year and at 

the end of the year.  The end of the year inventory represents any changes throughout the year, 

therefore providing a yearly inventory inspection. These inventories are also updated annually 

and when new items are purchased.  All items are clearly marked to indicate that it is purchased 

with federal funds. Copies of purchase orders are located in Purchase Order notebooks by 

location and in the Federal Programs Secretary’s office.  A detailed Inventory Policy can be 

found in Section 6 of this document.) 

Periodic Certification:  Any employee paid 100% with the same Federal Fund will sign an after 

the fact Periodic Certification Form within days after the Semester and the End of the Year.  If an 

Employee is split funded, he or she will sign a monthly time log or monthly schedule (for 

teachers teaching on the same schedule daily). 

Title I School Improvement 1003 (a) Guidance and Monitoring: Pulaski County Schools have no 

schools with this designation. 

School Improvement 1003 (g) (SIG) Guidance and Monitoring: Pulaski County Schools have no 

schools with this designation. 
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School Improvement 1003(g) AARA Guidance and Monitoring: The LEA currently does not 

receive any funds. 

Title I Part C (MEP) Guidance and Monitoring:   Pulaski County Students that may qualify as 

Migrant through the Occupational Survey are referred to ABAC Live Oak Migrant Agency for 

verification.  Individual instructional needs of Migrant students are identified through the use of 

the Priority for Service survey. The Federal Programs Director is in communication via phone, 

email and meetings with the system’s consortium representative to determine new Migrant 

Students as well as ensure the current Migrant Students are receiving all the services they 

require.  

Title I Part D:  The LEA currently does not have any facilities for Neglected and Delinquent 

Youth. 

Title II Guidance and Monitoring: In the spring, the Principals are required to complete a 

comprehensive needs assessment for their school to assist in the budgeting process for the LEA.  

Once the Title II allocations are announced the Federal Programs Director makes the Principals 

aware of their school’s allotment.  Using the comprehensive needs assessment, the 

Superintendent, the Federal Programs Director and the Principals determine how many class 

size reduction teachers are needed and allowed and they prioritize the remaining allotment with 

input from their Assistant Principals of Instruction, Assistant Principals, Lead Teachers, RESA 

personnel, School Improvement Specialist, Parents, Community Members and The Federal 

Programs Director. Once the budget is approved the school will request a quote from an 

approved vender and start a Purchase Order. The Purchase Order must be signed by the Federal 

Programs Director and the Superintendent prior to ordering the item.  Once the item is 

delivered the person receiving the item will let the Federal Programs Director know it is okay to 

pay the invoice and the Federal Program’s Director and the Superintendent will sign off.  The 

Federal Programs Director will meet with the Principals periodically throughout the year via 

email, face-to-face meetings, and phone calls to monitor any Federal Budget.  All records should 

be maintained for five year. 

English Learner Guidance and Monitoring:  The Home Language Survey is used to screen 

students that may be identified for placement.  Pulaski County is a member of the GaDOE Title 

III Consortium.  EL students are served through regularly scheduled classes and individual and/or 

group tutoring.  The pull-out and push-in methods of service may also be used for these 

students.  The Federal Programs Director meets quarterly, or sooner if needed, with the 

system’s EL coordinator to ensure the EL students are receiving the services they require. 

Title V, Rural Education Initiative:  The Rural Education Initiative is designed to assist rural 

schools in using Federal resources more effectively and with greater flexibility to improve the 

quality of instruction and student academic achievement. 

McKinney-Vento Act: The LEA has implemented a rigorous process for the identification of 

homeless children in the district.  In collaboration with school personnel and community 
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organizations, the Parent Coordinator and/or Homeless Liaison make contact with every student 

and/or their parents that have indicated they could be identified as homeless in the community.  

The identification process includes but is not limited to the following methods: (1) Parents, 

caretakers or unaccompanied youth contact the LEA in response to fliers posted in every school, 

post office, grocery store, DFCS and Health Department (2) The student was identified as 

homeless when he/she enrolled in school because of the answers on the residency 

questionnaire that is in every enrollment packet in our district (these student questionnaires are 

turned into the parent coordinator when they are checked “yes” for having a temporary, 

irregular or  inadequate nighttime residence). These forms are turned into the LEA to the school 

data or enrollment clerks. (3) A recent tragedy such as house fire or family tragedy has occurred 

and left the family temporarily homeless or having to live “doubled up” with other family 

members. In this situation, the LEA is usually notified by school administration and/ the school 

counselor. (4) If the school is not CEP, homeless students and/or families are also identified 

through school cafeteria personnel when they fill out free/reduced lunch forms and if they 

indicate on that form that they are homeless, and then the LEA is notified immediately. (5) 

Unaccompanied Youth are often identified when they enroll in school or change their status of 

enrollment to “independent”, which usually indicates there is no parent/guardian responsible 

for this student.  The LEA then makes contact with that student and keeps a copy of the Affidavit 

(if available) that identifies them as being solely responsible for themselves. In each of these 

possible scenarios of identification, the parent coordinator and/or homeless liaison makes 

contact with these students and parents/guardians if necessary and ensures that there are no 

barriers to enrollment, attendance, school performance, lunch, transportation, clothing and 

school supplies.   

Professional Learning:  A Professional Learning Coordinator will be appointed by the 

Superintendent to facilitate the development, implementation, monitoring and evaluation of 

the district’s professional learning.  Each school principal shall appoint a professional learning 

leader to facilitate the school’s professional learning designed to support and be an integral part 

of the school improvement plan.  Professional learning funds may be expended for the reasons 

specified in State Board of Education Rule 160-3-3-.04. Personnel who successfully complete 

conferences, workshops or courses approved by the Professional Learning Coordinator may be 

reimbursed for expenditures by submitting such request in accordance with district procedures 

established by the Superintendent or designee.  Stipends may be awarded only if conditions 

exist as specified in the SBOE Rule. There must be evidence that the knowledge, skills, practices, 

and dispositions gained are aligned to an approved plan, initiative, or goal and that participation 

in or facilitation of the professional learning has been implemented/demonstrated in the 

classroom/work setting.  Stipends may only be awarded if participation occurs beyond regular 

contract hours, days or school year.  Stipends will be granted consistently with federal funds and 

nonfederal funds. 

Budgets:  Budget status sheets are run by the Finance Officer and periodic payroll reports are 

provided by Payroll on at least a quarterly basis.  The Federal Programs’ Directors review these.  



Pulaski County School System Procedures Manual 
 

 

P
ag

e1
7

 

These are used to monitor expenditures and verify that the appropriate personnel are coded 

and paid from Federal Programs’ budgets.  Budgets are developed around the needs of the 

school as determined through data analysis.  These are typically the same areas addressed in 

school action plans developed from the areas in need of improvement from state assessments 

and other data.  Each school must also set aside funds for homeless students, parent 

involvement, and professional development. The budgets are then reviewed for allowable costs, 

which are reasonable and necessary to carry out the Title I schoolwide program and the other 

Federal Programs.  Once necessary revisions have been made, the set asides and school budgets 

are compiled and placed in the consolidated application.  The timeline for submission is in early 

fall.  Schools may not requisition items until they have been notified that the budget(s) has been 

approved at the state level.  Once approval of the application has been made, schools are 

notified to spend the Federal Program budgets and are provided a due date to complete 

purchases (exceptions typically include expenditures for parent involvement and professional 

learning). 

Budget status reports are provided to the Federal Programs Director.  The Federal Programs 

Director meets individually with all schools to review the budgets.  The Finance Director checks 

remaining funds for salaries and benefits.  Changes are made as deemed necessary.  Payroll 

audit and budget status reports are provided frequently and are reviewed for accuracy. 

System Facility: Draw downs are requested regularly based on actual need. (See Drawdown 

Procedure) 

Communication with Title I Principals/Schools:  Communications with principals, the parent 

involvement coordinator, and other school personnel occur through either large/small group 

Title I or administrative meetings, formal and informal individual meetings, e-mail, or by phone.  

Communication is two-way and schools do not hesitate to call if they have questions or 

concerns about budgets, procedures, or any other Federal requirements of Title I and vice versa. 

Copies of Reports, Corrective Actions, and Results of Technical Assistance:  Corrective actions 

are required by the Federal Programs director for accurately completing and maintaining the 

necessary documentation for implementation of the Federal programs.  The reports (budgets, 

plans, periodic certifications, information sent to parents) are maintained both at the school 

level and central office level.  Corrective actions are most often noted in e-mail communications 

between the Federal Programs director and school personnel. 

Data Analysis:  Teachers have access to the most recent as well as longitudinal data. As often as 

new data is available, it is analyzed.  From teacher-made assessments to state assessments, 

specific data is available to school and district personnel. 

 The data is disaggregated down to the subgroup and student level.  Beginning in the summer 

with the administrative workshop, district personnel analyze academic progress and begin to 

formulate action plans to address the critical needs the data reveals.  The data is reviewed with 

parents and community stakeholders who offer suggestions and approval of the CLIP 
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implementation plans.  The actions plans describe critical issues, goals, timelines, and strategies 

for implementation.     

School Improvement Plans:  An Annual State of the Schools’ Forum and Title I Input Meeting is 

held in the spring in which current data is presented to all stakeholders.  Surveys are also given 

at this meeting.  This input and current data is used to develop the annual School Improvement 

Plans which are completed in the spring and summer by the school’s leadership teams.  The 

revised School Improvement Plan is disseminated to the stakeholders at the beginning of the 

school year.  If there are  any other revisions, these are done at this time.  The Title I School-

wide Plans are attached to the Con App prior to October 1. 

Monitoring:  Principals are provided a list of items required to be submitted for monitoring 

purposes and the dates the items are due.  Each item is discussed and principals have the 

opportunity to ask questions, provide feedback, or gain more information about the 

requirements.  Schools submit copies of the required documentation to the Federal Programs 

Director who maintains the documents in folders.   The files are monitored throughout the year.  

The system holds quarterly data meetings with each school individually. In conjunction with 

these meetings, a separate meeting to review the documentation.  Formal and informal 

meetings (on-site and system) as well as phone calls and e-mails provide technical assistance 

and monitoring feedback.  E-mail messages often serve as calendar reminders for item due 

dates. If/When schools need to correct or resubmit an item, either a meeting is held, a phone 

call is made, or an e-mail is sent describing the issue and how to correct it. Monthly payroll and 

budget status are reviewed and principals are contacted immediately to resolve variances.  

Principals are required to acknowledge degree updates so that budgets will reflect any 

additional expense.   

On-site Monitoring:  On-site monitoring has been found to be the most effective way to fully 

support the particular needs of each school.  The Federal Programs Director meets throughout 

the year with the Principal and Assistant Principal , when appropriate, to discuss budget and 

other requirements, particularly the school improvement and parent involvement plans.  

Budgets are checked for allowable expenses.  Feedback is provided verbally and/or in writing.   

Needs Assessment:  Principals are required to provide documentation of their schools’ needs.  

This is included in the annual comprehensive needs assessment and data revealed from analysis 

of the Georgia Milestones and general student needs (i.e., subgroups).  Schools must develop 

action plans for the areas in need of improvement and then plan expenditures accordingly. 

Principal Involvement in Policies and Procedures:  Principals are involved in all aspects of the 

Federal programs.  They attend meetings, provided guidelines and expectations and are 

requested to provide feedback. They are also advised of due dates and other general 

procedures.  Principals are directly responsible for the presentation, review, and revision of their 

school’s policies and procedures as related to the school improvement plan, parent involvement 

plan and activities, and the parent compact.  Samples of required information is provided to 
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principals (i.e., parents right to know) to be used to formulate their information.  Principals and 

those working with Title programs are encouraged to contact the Federal Programs Director 

with any questions at any time.  Meeting agendas and sign-in sheets are maintained at 

meetings. 

Rank Order:  Pulaski County only has one school per grade span; therefore, Rank Order is not 

applicable. 

Eligible Attendance Areas:  Pulaski County only has one school per grade span; therefore, 

Eligible Attendance Areas are not needed. 

Requisition Process:  Each budget, after prepared at the school level is reviewed by Federal 

Programs Director, revised by school personnel, if necessary, and approved by the Federal 

Programs Director.  Once the necessary compilation is made by school and the budget is 

submitted and approved by the state, each school or department fills out a purchase order 

requisition. After the requisition is filled out it will go to the principal for review and signature.  

It will be the responsibility of the principal to make sure that all expenditures are reasonable 

and allowably related academically to the core subject areas.  The requisition is then sent to the 

Federal Program Director for review.  The Federal Programs director also reviews the Purchase 

Order to assure that the purchase is reasonable and allowable and is included in the School 

Improvement Plan. The Federal Programs Director then signs off on the Purchase Order and 

forwards the requisition to the Finance Director for review where it is given the appropriate 

object and function code according to the entered budget.  The Finance Director forwards the 

Purchase Order to the Superintendent for his/her approval and signature.  

 PCSS uses indirect cost calculation and Grants Online Reporting System (GAORS) provided by 

GADOE to plan, budget, expend and draw funds. 

Restricted Indirect Costs:  GaDOE calculates restricted indirect-cost rates for LEAs each fiscal 

year based on requirements established by the U.S. Department of Education.  Restricted 

indirect-cost rates are posted on GaDOE’s website and are sent to LEAs.  Pulaski County may 

only take indirect costs on expenditures which are determined by Pulaski County.   Indirect costs 

can be budgeted on the whole grant but should only be drawn down after appropriately 

applied.  Completion reports should show indirect costs applied appropriately.  If completed 

correctly in one year, the indirect costs can then apply to carryover in the following year.  

Equipment purchases must be deducted before applying the indirect-cost rate.  The indirect 

costs must be removed from the balance before the indirect rate can be applied (this prevents 

paying indirect costs on indirect costs).  The LEA must have a state-approved indirect-cost rate. 

 

Technical Assistance:  Schools are provided a wealth of technical assistance.  There is an open 

door/phone/e-mail type policy with the Federal Programs Director.  Some examples of 

assistance provided are: 
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• Summer administrative meeting with school’s administration 

• Formal meetings held at the central office (Title I, Administrative, Principals, Parents) 

• Formal meetings held at the school site with teachers and administration 

• Informal meetings and conversations concerning Federal Program issues 

• Parent involvement meetings/workshops/activities 

• Phone calls to and from school personnel 

• E-mails to and from school personnel 

• Checklists provided to the schools 

• Samples of required documents 
 

Technical assistance will include but not be limited to the following topics: 

• Budgets 

• Compliance Issues 

• Parental Involvement 

• Schoolwide Programs 

• Monitoring Processes 

• Academic Achievement 

• Academic Coach/Title Teachers/Paraprofessional Scheduling 

• Ethics/Fraud, Waste, Abuse and Corruption/Complaint Process 

• Inventory 

• Programmatic and Financial Information 

• Homeless/Foster Care Students 
 

Title I Budgets:  Principals are instructed to develop Title I budget needs with their committees 

around the academic needs of the school and based upon the meetings and plans discussed.  The 

Title I Director receives monthly budget status reports once budgets are received and approved at 

the local and state level.  Once schools are notified that funds have been approved and may be 

expended, the schools submit requisitions to the Title I Director. These are checked against the 

budgets submitted for approval.  Budgets are reviewed and at least one formal on-site meeting is 

held to review the budgets with the school administrators. 

Federal Program Budgets:  The district must submit a budget for each federal program in the 

Consolidated Application, and the budget must be approved by the appropriate program manager 

before funds are available through Georgia’s Grants Accounting Online Report System (GAOARS).  

State programs provide multiple budget training opportunities throughout the year, including the 

summer Federal Program’s Conference, the fall regional training, and the monitoring-specific 

training.  The Federal Programs’ Director or designee will attend all technical assistance 

opportunities unless deemed unnecessary for valid reasons. 

Each federal program has different ConApp requirements when completing budgets.  Before 

submitting a budget or amendment, the Federal Programs’ Director should carry out a careful 

review to ensure that all required attachments are included, all expenditures follow the proper 

codes on the chart of accounts, all descriptors are detailed without words such as “etc.”, and all 

program information/data tabs are complete. 
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Chart of Accounts:  Local educational agencies (LEAs) accepting Title funds must use Georgia’s chart 

of accounts to determine appropriate fund codes and object classes for expenditures.  The chart of 

accounts is available on the Georgia Department of Education website at:  

http://archives.doe.k12.ga.us/fbo_financial.aspx?PageReq=FBOFinRevCOAB 

Transferability of Funds Between Federal Programs:  Pulaski County does not transfer funds 

between federal programs.  However, guidance is available in the GaDOE Federal Programs 

Handbook. 

Suspension and Debarment Process:   Grant requirements state that non-Federal entities are 
prohibited from contracting with or making sub-awards under covered transactions to parties that 
are suspended or debarred or whose principals are suspended or debarred.  Covered transactions 
include those procurement contracts for goods and services awarded under a non-procurement 
transaction that are expected to equal or exceed $25,000.  Pulaski County School System will utilize 
the System for Award Management (SAM) to search vendors to check for suspended or debarred 
parties at www.sam.gov 

 
Evidence of the verification will be in the form of a date/time stamped print screen or other digital 
method that is readily available.  Pulaski County School System will maintain documentation of the 
search in the Finance Office. 
 

 

http://archives.doe.k12.ga.us/fbo_financial.aspx?PageReq=FBOFinRevCOAB
http://www.sam.gov/
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Data Review:  

The LEA/Program Director will conduct achievement data reviews with all schools. Data are 
continuously used at Pulaski County Schools to inform funding decisions that impact 
instructional effectiveness.  

•  Sources of data include  
 
• Teacher Evaluation Data  
• Survey Data  
• Progress Monitoring Data (e.g., F&P, DIBELS)  
• Benchmark Data  
• CCRPI Reports 
• Georgia Milestones Data  

• Data are disaggregated and analyzed by subgroups and at the student level.  
• Data analysis participants include the academic coach, principals, teachers, and Federal 
Programs Director. Data are also shared with stakeholders, and input is solicited.  
• The Pulaski County School System will use state data reports to identify any school at risk. If 
a school is identified, the district will meet within a timely manner after the report is received to 
determine a plan of action for addressing the at-risk school’s needs and determining resources 
needed for support.   
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Procedures for Resolution of Findings  

Self-Monitoring: Site visits and frequent communication with school administrators, school Title I 
coordinators, and federal program directors ensure proper implementation of federal programs and 
compliance with grant requirements. If issues are detected during the self-monitoring process, the 
Federal Programs Director will meet with school administrators/school Title I coordinators to discuss 
issues and develop plans to address them. School personnel are required to submit documentation of 
correction within two weeks. If complete correction cannot be achieved in that timeframe, 
documentation of steps taken and progress must be submitted within two weeks. Because all federal 
program expenditures are initiated and processed at the district level, the Federal Programs Director 
can ensure budgetary requirements are met.  

After the on-site monitoring visit, the LEA will receive a comprehensive monitoring report that 
will contain recommendations, findings, and required actions that together provide an analysis 

of the implementation of the LEA’s Title programs. If a Corrective Action Plan is required, the 

LEA/Program Director will respond in a timely manner with a CAP, which must be approved by 

GaDOE. Implementation of the plan will be monitored by the appropriate Program Specialist.  

The Federal Programs Director reviews the audit report and/or cross functional monitoring 
report with the Finance Director and Superintendent. If resolution can be achieved at the district 

level, the Finance Director and Federal Program Director make the required changes to correct 

the finding, and a corrective action response is forwarded to the Department of Audits or 

Department of Education.  

On-Site Monitoring:  

If school-level changes are needed to correct the finding, the Federal Programs Director reviews 

the report with school administrators. If corrective actions are needed, principals are given 

specific technical assistance in order to resolve the issue. Input is solicited in order to develop a 

corrective action plan. School administrators share information and gather input from school 

level staff as determined appropriate. The Federal Programs Director completes the corrective 

action plan and submits it to the appropriate agency. A copy of the clearance letter or 

acceptance of corrective action plan is maintained at the district office.  

Follow-Up of Implementation of Required Corrective Actions:  

The Director of Federal Programs monitors compliance of each school’s federal program and 
implementation of any Corrective Action Plans. If issues are not resolved, the 

Superintendent will meet with the Federal Programs Director and the principal to assist in 
the issue.  
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Records Retention:  

 
Local educational agencies (LEAs) receiving federal funds are required to maintain records in 
accordance with the 2 CFR Part 200 – Uniform Administrative Requirements, Cost Principles and 
Audit Requirements for Federal Awards. Financial records, supporting documents, statistical 

records, and all other non-Federal entity records pertinent to a Federal award must be retained 
for a period of five years from the date of submission of the final expenditure report. Records 
must remain onsite for three years. If any litigation, claim, or audit is started before the 
expiration of the 5-year period, the records must be retained until all litigation, claims, or audit 
finding involving the records have been resolved and final action taken. When original records 

are electronic and cannot be altered, there is no need to create and retain paper copies. LEAs 
must ensure electronic media is subject to periodic quality reviews, reasonably safeguarded 
against alteration, and readable. As technology improves, if keeping electronic records, LEAs 

must ensure records are accessible and readable.  
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Pre-Kindergarten Programs:  

The district does not reserve funds for pre-kindergarten programs at this time. The Pulaski 

County Pre-K program is lottery-funded. All Pre-K teachers participate in professional learning 

opportunities through Bright from the Start. Pulaski County’s Pre-K’s special needs teacher 

provides consultation to Headstart teachers on effective instructional strategies for struggling 

learners. Additionally, Pulaski County staff provide speech and hearing impaired services to 

identified Pre-K and Headstart students.  
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Federal Programs Yearly Timeline 
Monitoring – District Level, Program Director / School Level, Principal or Designee 

 

 District  (efforts led by Program Director) Schools (efforts led by Principal or Designee) 

July Revise Comprehensive LEA Improvement Plan (CLIP) 

- Review SIPs / DIP 
 

Review / revise written Federal Programs guidelines and 

timeline 

Host federal programs technical assistance for Principals and 

other school personnel 

- Procedures / guidelines review 
- Timeline review 
- Title I / Annual Meeting 
- Implementing SIP & SWP 
- CLIP development 

- Parent Engagement Practices 

- Parent/School Compacts and Engagement Plans 

- Needs Assessment 

- Budgets – allowability, reasonablility, necessary and 
allocability 

 
Submit CLIP to GaDOE 

Submit System Improvement Plan (attach to CLIP) 

Hold Parental Input meeting with parents and school teams on 

Parent Engagement Plan, School Compacts and Communication 

Revise Comprehensive LEA Improvement Plan (CLIP) 

- Review SIPs / DIP 
- Review Needs Assessments based on end-of-year 

data 
 

Notice of Homeless Children and Youth (McKinney Vento) 

upon enrollment 

Principals, building administrator and other school 

representatives participate in Fed program meeting 

Evaluate current month’s Professional Learning Effectiveness 

 

Title IIA – apply for certification for all new teachers and paraprofessionals 

Title IIA – Submit Self-Monitoring Document 

Title IIA – Collect Summer Time and Effort Documentation (June) 

Title IIA – Equity Plan Due (attach to CLIP) 

 

District PL workshop to review ACCESS scores 

and placement 

 

 

 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century – Next year’s Grant Award approved 

IDEA – Pre-school Exit Data 

IDEA – Update SSIP 

IDEA – Post Secondary Outcomes Report 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

 

Home Language Survey (all students and 

Pre K students) 

Administer W-APT as needed based on HLS 

PL workshop (teachers of ESOL) 

 

 

 

IDEA – Set-up initial eligibility meetings for year 
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August 

Revise Comprehensive LEA Improvement Plan (CLIP) 

- Technical Assistance workshop  
 

Monitoring for compliance with school level Parent 

Notifications (samples notices in Federal Guidelines appendices) 

List Title I employees (including Hi-Q Parapros, Academic 

Coaches, and others: securing schedules or need for time logs if 

split funded) 

Hold Organizational Meeting with Building Administrators and 

Academic Coach 

- Budget, Current Year Plans, Professional Learning 
needs 

 

Hold Organizational Meeting with Parent Involvement 

Coordinator  

- Title I Annual Parent Meetings 
- School/Parent Compacts 
- School and District Parental Involvement Plans  
- Parental Engagement Practices 

 

Prepare Parent Resource Center at Title I Schools 

Attend Parent Involvement Training provided by GaDOE (Parent 

Involvement Coordinator) 

Complete Homeless Survey (McKinney Vento Act) 

Parent Notifications: All Title I schools notify parents of 

1. Child’s teacher  / paraprofessional 
qualifications; Parents Rights to Know 

2. Title I status (Focus, Priority, Rewards, or 
other) (newspaper, newsletter, flyer, 
principal’s letter) 

3. Non-HiQ Teacher if more than 20 days 
 

Evaluate current month’s Professional Learning Effectiveness 

Hold Faculty Meeting led by Parent to discuss School/Home 

communication needs 

 

Title II A – Regional Technical Assistance Workshops 

Hold Organizational Meeting with School-

based EL Director 

- Professional Learning for ESOL 

teachers 

- Scheduling of EL students 

 

Title I, C: Meet with Program Specialist from Migrant 

Educational Consortium 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century – Review goals and revise objectives as 

necessary to support program goals 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

IDEA – Post Child Find 

IDEA – Interagency Agreement with Head Start 
 

 

Monitor schedules of EL students 

 

 

 

 

 

 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 
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September Complete Consolidated Application (predicator to CLIP and 

budgets) 

- List and number of Title I personnel and schedules 
 

Complete budgets based on DIP, SIPs, and SWP 

Approve Final Expenditures before Completion Report 

Completion reports due (Grants Accounting Online Reporting 

System (GAORS) 

Homeless survey due 

Private School Consultation letter (invitation for October 

meeting) 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

 

 

 

 

Monitor update of school’s Title I Evidence (Professional 

Learning, Evidence for use of funding, SIP) 

Complete budget needs based on Needs Assessment 

Monitor the return of Parent Acknowledgement of 

Handbooks and required notifications 

Parent Workshop (Parent Involvement Coordinator) 

Evaluate current month’s Professional Learning Effectiveness 

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs; distribution of School Parent Compacts; distribution of 

Parental Engagement Plan 

  

Title I, C: MEP survey due to regional office 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Submit monthly reimbursement 

requests by the 15th 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 
 

 

 

 

 

 

 

 

 

21st Century –Program begins in the schools 

 

IDEA – Plan and implement IEP meetings according 

to due dates 
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October Complete budgets based on DIP, SIPs, and SWP (Due October 1) 

Complete Neglected & Delinquent report (support N&D 

facilities if applicable) 

Private School Consultation meeting for Title IA, Title IIA, Title 

III, and 21st Century 

Attend Cross functional monitoring Training (if required) 

Comparability for next year based on previous year’s FTE (if 

required) 

May request carryover waiver 

Review Summary Budgets on Con App for accuracy with 

approved budgets 

Review Title expenditures and approve Draw Downs 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Host school level Title I Annual Parent meeting for 

information sharing  

- District  / School status based on ESEA Flexibility 
Waiver 

- School Wide Plan program / School Improvement 
Plan and process 

-  
Participate in Cross Functional Monitoring Training (if 

required year) 

Monitor progress with Parental Involvement  

Review of benchmark school data: monitor progress with SIP 

Evaluate current month’s Professional Learning Effectiveness 

Compliance Director modules are to be completed  

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century – Complete First 60-day Checklist 

21st Century –Submit monthly reimbursement 

requests by the 15th 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

IDEA – Budget  Submission Deadline 

IDEA – MOE Reconciliation 

IDEA – FTE Cycle Count Day 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 
 

November Review expenditures; verify Title I personnel on payroll 

Based on state rotation, host redelivery of Cross Functional 

Monitor update of school’s Title I Evidence (Professional 

Learning, Evidence for use of funding, SIP) 
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Monitoring Training (all program directors, district and bld 

admin) 

Begin to set up official files for Cross functional monitoring (if 

required) 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Participate in Cross Functional Monitoring Training (if 

required year) 

Evaluate current month’s Professional Learning Effectiveness 

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs 

21st Century –Submit monthly reimbursement 

requests by the 15th 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

IDEA – Transition Planning Report Opens for Data 

Entry 
 

 

 

 

 

 

 

 
IDEA – Plan and implement IEP meetings according 

to due dates 

 

December Align with budget and expenditures (adjust based on positions) 

Prep for Monitoring (self-monitoring of artifacts / Cross 

functional labeling and detailed evidence based on labels) 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Support teachers align their professional learning 

documentation 

Prep for Monitoring (self-monitoring artifacts / Cross 

functional artifacts) 

Evaluate current month’s Professional Learning Effectiveness 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Submit monthly reimbursement 

requests by the 15th 

IDEA – Transition Planning  

IDEA – Collection 1 Data Submission 

 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 

 

January Technical assistance with Periodic Certifications (after mid-year 

complete) 

Review budget for amendments and carryover funds 

Collect Fall Time and Effort Documentation (July to  

December) 

Review of benchmark school data: monitor progress with SIP 
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Monitor progress with DIP 

Review Title expenditures and approve Draw Downs 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

 

Parent Workshop (Parent Involvement Coordinator) 

Evaluate current month’s Professional Learning Effectiveness 

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs 

Title II A – Carryover Amendment Due January 31 

21st Century –Submit monthly reimbursement 

requests by the 15th 

 

Title I, C: Download and review Migrant Enrollment Reports 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

IDEA – Upload individual transition plans 
 

Begin ACCESS Testing – grades K-12 

IDEA – Plan and implement IEP meetings according 

to due dates 

 

February Align with budget and expenditures 

Attend GCEL – Federal Programs Director’s Conference 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Monitor progress of Parental Involvement implementation  

Evaluate current month’s Professional Learning Effectiveness 

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs 

Title III: GaDOE Training 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Submit monthly reimbursement 

requests by the 15th 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 
 

 

 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 
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March  Review of district and school data; monitor progress with DIP 

Support schools as they begin to revisit needs assessment. 

Align with budget and expenditures 

Begin Needs Assessment process 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Submit monthly reimbursement 

requests by the 15th 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

IDEA – FTE Cycle Count Day 

Review of benchmark school data: monitor progress with SIP 

Federal Programs “State of the Schools Forum” – Review 

and revise School Improvement Plan, District Improvement 

Plan, Stakeholder Surveys, and Data 

Begin needs assessment process 

Monitor update of school’s  Title I  (Professional Learning, 

evidence for use of funding, SIP) 

Parent Workshop (Parent Involvement Coordinator) 

Evaluate current month’s Professional Learning Effectiveness 

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 

April Revise District Parental involvement Plan for next school year 

(with parent input) from District meeting in March and send 

home parent response form) 

Complete of District Parental Involvement Plan for next school 

year 

Analyze Stakeholder Surveys 

Inform school personnel of deadline for submitting purchase 

orders 

Review Title expenditures and Approve Draw Downs 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Complete of School Parental involvement Plan for next 

school year to prep for handbook 

Begin Annual State Mandated Testing  

- End of Grade, Grades 3-8 
- End of Course, Grades 8-12 

 

Evaluate current month’s Professional Learning Effectiveness 

Ensure that teachers are completing Parental Engagement 

requirements, e.g. videos and reflections; communication 

logs 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Submit monthly reimbursement 

requests by the 15th 

21st Century – Complete Student, Parent, and School 

Day Teacher Surveys 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 
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May Review of district and school data 

Revise DIPs  based on new data 

Monitoring for compliance with assistance to school SIP 

revision (SIP process, sample SIPs, strategic plans leading to 

professional development plan) 

Revise DIP implementation strategies 

In depth alignment with budget and expenditures 

Deadline for Amendments – by 15th 

Support schools in completing needs assessment (based on end 

of the year data). 

Collect Spring Time and Effort Documentation (January to May) 

Technical assistance with Periodic Certifications 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements, Parental 

Engagement practices 

Review of school data 

Revise SIPs based on new data 

Revise SIP implementation strategies 

Revise SWP (with parental involvement) 

Align with budget and expenditures 

Schools complete Needs Assessment based on end of the 

year student data and parent surveys /feedback 

Annual Title I Parent Input Meeting - Revise CLIP, School 

Wide Plan (SWP), Parent Involvement Policies, 

Parent/School Compact, Parent Survey for next school year 

(send home parent response form – optional) 

Periodic Certifications (end of year) 

Evaluate current month’s Professional Learning Effectiveness 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Set up Summer Information 

21st Century –Submit amendment by the 15th 

IDEA – Attend monthly SpEd Director’s meetings 

IDEA – Attend monthly stakeholder’s meetings 

IDEA – Parent Surveys, if any are required 

 

 

 

IDEA – Plan and implement IEP meetings according 

to due dates 

 

 

  

June  Federal Programs Conference 

Provide technical assistance to schools to include all “new 

school year” parent involvement updates in handbook, website 

and other formats (Right to Know, PIP, DIP, SWP). 

Self-Monitoring Checklist due (if non- Cross Functional 

monitoring year) 

Review Title expenditures and approve Draw Downs 

Approve purchases, Professional Learning activities, travel 

reimbursements 

Include all “new school year” parent involvement updates in 

handbook, website and other formats (Right to know, PIP, 

DIP, SWP, Parent School Compact). 

File year-long professional learning documentation 
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Provide principals and school personnel with timely and 

necessary technical assistance on Title I requirements 

Title I, C: Download and review Migrant Enrollment Reports 

21st Century –Summative Evaluation Report due 

IDEA – Student Record Submission 
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SECTION 2: COMPREHENSIVE LEA IMPROVEMENT PLAN 

The CLIP is reviewed and revised with school level administrators, central office administrators, and 
district parents during the annual meeting held in the spring.  Parents are invited through global connect 
phone call invitations and invitations placed in the local newspaper and the school website.  System 
level personnel receive the invitation through e-mail.  Minutes and sign in sheets are maintained for 
documentation of the meeting.  The CLIP, data from the previous year’s test scores, and the 
implementation plans are reviewed and revised if desired.  The CLIP and implementation plan changes 
are documented through the consolidated application. 
 

COMPREHENSIVE NEEDS ASSESSMENT 

The Comprehensive Needs Assessment is overseen by a team that consists of people who are 
responsible for working collaboratively throughout the needs assessment process.  The team members 
will possess knowledge of programs, the capacity to plan and implement the needs assessment, and the 
ability to ensure stakeholder involvement.  The Assessment process will be initiated and overseen by the 
Federal Programs’ Director.  Team members will include the District Leadership Team, Program 
Coordinators, and School Leaders.  Team member names may be duplicated when multiple roles are 
performed by the same person.  Documentation of team members and their involvement will be 
maintained by the school system. 
 The system team will be responsible for organizing, implementing, and monitoring the needs 
assessment process.  The needs assessment process will begin in the Spring of each year.  The 
Comprehensive Needs Assessment data collection tool will be distributed to district and school staff.  
This data along with data from the state and any current data from the district will be analyzed.  Focus 
Groups of students, parents, teachers and administrators will be held in the spring to determine needs.  
Need Statements will be determined and prioritized based on the criticality of the need.  The District 
Improvement Plan will be developed from the needs assessment and will distributed to internal and 
external stakeholders for input and review.  This will be done by placing the plan on the website and 
providing paper copies.  The final Comprehensive Needs Assessment Tool and District Improvement Plan 
will be placed into the Consolidated App by July 31.  

 School Improvement Plans will be developed during the summer and early fall and will 
coordinate with the District Plan.  These plans will be reviewed and monitored throughout the year in 
administrative meetings, in school-level meetings, and in stakeholder meetings, such as the Annual Title 
I meeting, Parent Nights, and Family Connections meetings.  Feedback will be encouraged by all 
stakeholder groups to ensure that the plans are meeting the necessary needs. 

Stakeholders will also be involved in the Comprehensive Needs process.  These are individuals 
with valuable experiences and perspective who will provide the team with important input, feedback, 
and guidance.  An explanation of this process and input from the stakeholders will be conducted at the 
annual State of the Schools Forum in the Spring of the year.  At this meeting, stakeholders will be asked 
for their input into any of our school and district initiatives.  They will also review and revise, if needed, 
the system’s vision, mission, and belief statements.  The information will be received by surveys and by 
face to face discussions.  This data will be compiled and used as a data source in the needs assessment 
process.  Documentation of stakeholders and their involvement will be maintained by the school 
system. 
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SECTION 3: PARENT INVOLVEMENT  

ANNUAL TITLE I MEETING 

All Title I schools are required to hold an annual meeting within the first two months of school. It is the 

responsibility of the Principal and the Title I Parent Coordinator to arrange meeting times and invite all 

stakeholders to the meeting.  The principal will be responsible for collecting and submitting 

documentation of the required Title I annual meeting, including a copy of the sign in sheet, agenda, and 

any minutes to the Title I Director.  Meetings are also announced via paper copies to parents, websites, 

call system, and marquees at each school. The topics to be discussed will include: 

• Title I Program 

• Title I Budget 

• Schoolwide Requirements, Goals and Plans 

• Designation Status 

• Curriculum/State Standards 

• State/Local Assessments 

• Parental Involvement Opportunities, Plans, and Compacts 

• Teacher Qualifications 

• Contact Information for District/School Administrators 
 

CORRESPONDENCE IN OTHER LANGUAGES 

When parents mark on the Home Language Survey during registration and/or enrollment that they need 

correspondence in another language, to the extent practical, efforts are made to provide support in the 

families’ home language.  The Title I director supports these efforts as well as school staff who are fluent 

in multiple languages.   

PARENT CAPACITY 

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 

information received from the GADOE Parent Engagement department, and through student 

handbooks, newsletters, and flyers. 

Principals are required to consider and plan for capacity by reflecting on the following questions 

regarding parent involvement: 

1. What strategies/materials have been offered to parents on parenting? 

Parent Resources Center, booklets, pamphlets (i.e. homework help), parent meetings for 

orientation/academic nights, books available for checkout, brochures, handouts, and parent 

academic workshops  

       2.  What tips/advice have been offered to parents about communicating with the school? 
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Letters are sent home encouraging parents to contact the teacher, principal, or counselor to 

schedule conferences, information can be viewed on the website, communication by phone or 

e-mail, Suggestion Boxes in school offices, PTO, Home Visits 

3.  How have parents been encouraged to volunteer at the schools? 

PTO meetings, Newsletters, Website, Clubs,  Car Pick-up line, complete surveys, notes from 

teachers and counselors, personal invitations, opportunities to volunteer in classrooms, media 

center, cafeteria, chaperoning, assist with assemblies, tutoring, festivals, and room parents 

4. What information has been distributed to parents about helping their children learn at home? 

Newsletters, Website-school & Individual, Special Programs like “Make It-Take It” and “Topsy 

Turvy Night”, Teacher websites (flash cards, assignment, homework, directions for math, 

vocabulary), assessing on-line assessments and educational websites, test taking tips, study 

guides and tips, teacher websites, and parent workshops  

       5.  How have parents been involved in the decision making: 

A. For their child?      
RTI meetings, IEP meetings, conferences with teachers, Personal Advisements, surveys     

B. For the school? 
PTO, Title I Parent Involvement, Title I annual meetings, Annual State of the Schools’ 
Forum, surveys   
 

5. Describe your school’s collaboration with the community as a type of involvement. 
 
Volunteers, White Christmas for Kids, Jump Rope for Heart, Relay for Life, Rotary Club Student 
of the Month, Family Connections, Apprenticeship and Job Shadowing Programs, local churches, 
UGA Archway Youth Leadership Program 
Each of these provides opportunities for other adults and entities to share in the education 
process; some by volunteering personally and others through donation of their organizations’ 
time or talent, as well as material or monetary resources.  

 

SCHOOL/PARENT/STUDENT COMPACT 

Each school served under Title I, Part A, shall jointly develop and revise with parents a school-parent 
compact as part of the school-level parent and family engagement plan.  The school-parent compact is 
an agreement that outlines how parents, the entire school staff, and students will share the 
responsibility for improved student academic achievement and the means by which the school and 
parents will build and develop a partnership to help children achieve the state’s high standards.   
 
All Title I school staff will be trained on developing School-Parent Compacts in September.  Each school 
(or grade, if desired) will include one or two specific academic achievement goals to be included.  These 
goals will be determined by the school staff after analyzing prior year’s data.  The staff will also 
determine concrete activities and/or strategies that the school will share with the parents to help their 
children reach the defined goals.  The September 7, 2016, webinar on developing the GaDOE’s Compact 
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along with pp. 161-179 from Systemic Family Engagement book will be used in the training.  This training 
will be led by the Title I Director and the District Academic Coach. 
 
The School-Parent Compact Parent Input Meeting Template (or one similar), p. 175-176, will be used 
during Parent-Teacher conferences on October 10, 2017, to obtain input from parents.  This information 
will be used to complete the “Parent Responsibilities” Section of the Compact.  The School-Parent 
Compact Traditional Template, pp. 176-179, will be given to the Academic Coach to use as she prepares 
the final Compacts which will all be completed and signed prior to November 1. 

 

PARENT INVOLVEMENT PLANS 

Each school served under Title I, Part A, shall jointly develop with, and distribute to, parents of 
participating children a written parental involvement plan, agreed on by such parents.  Parents shall be 
notified of the plan in an understandable and uniform format and, to the extent practicable, provided in 
a language the parents can understand.  Such plan shall be made available to the local community and 
updated periodically to meet the changing needs of parents and the school [Section 118(b) (1), ESEA]. 
 
To ensure the content of the School Parent and Family Engagement Plan, the following requirements 
must be met: 
 
A district-wide State of the Schools’ Forum will be held annually in the spring to review the current 
School Parent and Family Engagement Plan.  Parents will be notified of this meeting and ways to provide 
feedback through newsletters, social media, newspaper advertisements, and local televised 
advertisements.  A link will also be placed on the website for parents to provide feedback on the Plan 
throughout the year. 
 
The Title I Director and the district Family Engagement Coordinator (FEC) will provide technical 
assistance to the Title I school administration through the School Parent and Family Engagement 
Policy/Plan Checklist from Georgia Department of Education, Systemic Family Engagement, pp. 135-146.  
This checklist indicates the required components:  Jointly developed, Annual Title I meeting time and 
place, Communication, School-Parent Compact development, Coordination of Services, Building 
Capacity of Parents, Building Capacity of School Staff, and Building Capacity for Involvement. The 
checklist will be completed and signed off by the school principal, the FEC and the Title I Director. 
Technical assistance will be provided to the school leadership teams on these requirements through 
school-based meetings.  The Innovative Template, pp. 153-159, will be provided to the schools.  This 
technical assistance will be held in August.   The Title I Director and the FEC will monitor the revision 
process and ensure that the Plan is completed and distributed to parents. 
 
The FY18 Plan will be revised prior to November 1st. 
 

BUILDING SCHOOL CAPACITY 
 
To ensure effective involvement of parents and to support a partnership among the school involved, 
parents, and the community to improve student academic achievement, each school that receives Title I 
funds shall educate teachers, pupil services personnel, principals, and other staff in the value and utility 
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of contributions of parents, and in how to reach out to, communicate with and work with parents as 
equal partners. 
 
Stakeholder surveys will be completed in the spring by parents, school staff, and community members.  
The results of these surveys will be used to determine the topics and themes that will implemented in 
the coming year to build school staff capacity.  The Family Engagement Coordinator, Title I Director, and 
principal will annually determine training that will be beneficial to building staff capacity.  This training 
may be parent presentations to the staff and/or reflections on parent engagement videos provided by 
GaDOE or other reputable sites. 
 
The Pulaski County Schools System’s Title I Director and the Family Engagement Coordinator will 
continually provide technical assistance to the schools throughout the year.  Title I Parental Involvement 
requirements that meet the “shalls” stated in Title I, Part A, Section 116(e) of ESSA will be provided to 
the schools at the beginning of the year during a faculty meeting.  These requirements will include the 
ways to build parent capacity throughout the school year.  Activities to meet the requirements will be 
determined before the school year begins by the FEC, the Title I Director, the principal (or designee), and 
parent representatives.  Some examples of these activities may include parents presenting ways that the 
school can better communicate with parents and/or watching and reflecting on parental engagement 
videos supplied by GaDOE or other reputable parent engagement sites.  The School Parent Engagement 
Plan Checklist and the School Parent Compact Checklist will be used to provide technical assistance to 
the staff as these plans are developed. 

 
PARENT INVOLVEMENT PROCEDURES/EXPECTATIONS 

 

PARENT INVOLVEMENT SURVEYS 

Requests for completion of the annual parent survey occur through the website, parent flyers, email, 

and each school’s newsletter.   The surveys are collected and compiled and the following year’s parent 

involvement activities are built from the responses.   

The results of the surveys are shared among several groups of stakeholders, including, but not limited 

to, parents, school and central office administration.    School administrators and the Title I Director 

review the results of the surveys while reviewing and revising the schoolwide and parent involvement 

plans and components. 

The Title I Director and principals are invited to review the annual spring surveys. Additions, deletions,  

and revisions are discussed and agreed upon during this meeting. 

Parent involvement workshops and activities are planned for the following year from the annual spring 
survey results.  Materials are also purchased for parent resource centers from expressed needs.  Many 
opportunities are provided for building strong parent capacity.  The purpose is to ensure effective 
involvement of parents and to support a partnership among the schools, parents, and the community to 
improve student academic achievement, through, at minimum, the following activities: 

• Annual meetings 

• Conferences 

• E-mail communications 
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• Phone calls 

• Parent workshops and activities 

• Family nights 

• Volunteering 

• Open Houses 

• Annual notification of CCRPI status 

• Newsletters/flyers/brochures  

• Website information 

• Board of Education meetings  
 
 

PARENT RESOURCE CENTERS 

All Pulaski County Title I schools maintain parent resource centers.  A variety of materials and resources 

are available to parents for use at the school for checkout, or as handouts.  Books, tapes, videos, DVDs, 

and a variety of other materials have been purchased for the parents.  Many purchases are based upon 

parent requests on the parent involvement surveys (i.e., helping with homework, information regarding 

bullying). 

Schools are required to notify parents of the availability of the resources in the parent resource center. 

This is typically achieved through a flyer and/or websites and includes information on the types of 

resources available in or through the resource center. 

PARENTS RIGHT TO KNOW TEACHER QUALIFICATIONS 

Parents are informed of their rights to know the qualifications of their children’s teachers. This 
information will be sent home to every parent in the beginning of the year in the student handbook. The 
Title I Director will provide technical assistance to all Principals.  This notification will include the specific 
contact person, telephone number, and email address.   The notification will be translated into 
appropriate languages, as practical. It is the responsibility of each principal to make their letter school 
and language specific.  Each school principal will be responsible for copying and distributing the letter to 
all parents and for monitoring the acknowledgement that the handbooks/letters have been received.   
 
In compliance with the requirements of the ESSA, parents may request information about the 
professional qualifications of your student’s teacher(s) and/or paraprofessional(s).  The following 
information may be requested: 
Whether the student’s teacher –  

has met State qualification and licensing criteria for the grade levels and subject areas in which 
the teacher provides instruction;   

 is teaching under emergency or other provisional status through which State qualification or 
licensing criteria have been waived; and 

is teaching in the field of discipline of the certification of the teacher. 
It may also be requested as to whether the child is provided services by paraprofessionals and, if so, 
their qualifications. 
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Principals are required to send a letter to the parents of those students who are taught four or more 
consecutive weeks by a teacher who does not meet applicable state certification or licensure 
requirements at the grade level and subject area in which the teacher has been assigned.  This 
notification must be made within 10 business days following the 4 consecutive weeks.  Retired, 
professionally qualified teachers are most often used to fill long-term substitute situations. 
 

STUDENT ACHIEVEMENT 

Title I schools must provide parents information regarding the level of achievement of their child in each 
of the state’s academic assessments. Schools provide individual score reports and host parent 
information nights at which they share information about state standards, assessments, and 
interpretation of scores.  
 

SCHOOL DESIGNATION STATUS 
 
Pulaski County Schools notify parents/guardians that the schools are Title I school-wide schools via 
school/district websites, handbooks, and at parent outreach activities (e.g., PIP/Compact meeting, 
Annual Parent meeting, curriculum night.)  
 

PUBLIC SCHOOL CHOICE 
 
 Public School Choice does not apply to Pulaski County School System because there is only one school 
per grade span:  K-5, 6-8, and 9-12. 
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SECTION 4:   SCHOOL IMPROVEMENT 1003(a) 

Pulaski County School District has no schools identified as Priority or Focus Schools. 
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SECTION 5:   SCHOOL IMPROVEMENT 1003(g)  

Pulaski County School District has no schools identified as Priority or Focus Schools. 
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SECTION 6:    MAINTENANCE OF EFFORT, COMPARABILITY, CONFLICT OF 
INTEREST, SUPPLEMENT AND SUPPLANT, INTERNAL CONTROLS 
 
The procedures in this Section are used by all federal programs to ensure that funds are lawfully 
expended.  All personnel who deal directly with federal funds are expected to review these procedures 
and comply with the requirements. 
 
Covered programs are:  Title I, Part A; Title I, Part C; Title I, Part D; Title II, Part A; Title IV, Part A; Title IV, 
Part B; Title V;, and Title X, Part C– McKinney-Vento Act; IDEA; School Nutrition 

MAINTENANCE OF EFFORT 

Under Section 8521 of ESSA, a local educational agency (LEA) may receive funds under a covered 
program for any fiscal year only if the Georgia Department of Education (Department) determines that 
the LEA has maintained the level of funding of 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): 
  ·       The Department will test aggregate expenditures of state and local funds to determine if 
the MOE standard is met. If the Department determines that the LEA has met MOE based on aggregate 
expenditures of state and local funds, no further calculations are required. The information will be auto-
populated in the program information tab of the Title I budget in the Consolidated Application. 

 ·       In the event that the LEA does not meet MOE, the Federal Programs Director will refer to the 
Georgia Federal Programs Handbook for further guidance. 

COMPARABILITY   

Pulaski County School District has only one school per grade band; therefore, comparability is not an 
issue.  If additional schools are opened, the Federal Programs Director will refer to the Georgia Title I 
Handbook for guidelines regarding comparability.  The Federal Programs Director does need to 
complete the appropriate reporting tab related to Comparability in the Con App each year noting that it 
does not apply to the district and ensure the superintendent completes the submission. 
 

CONFLICT OF INTEREST 

The Superintendent or his/her designee shall be authorized to submit grant applications for 
federal programs approved by the Board and to establish and maintain a system for administering 
federal funds awarded to the District. The Superintendent or his/her designee shall develop procedures 
to ensure that the following requirements are met:  

1. The financial management system establishes control over, and accountability for, all funds, 
property, and other assets acquired through federal funds. Safeguards are in place to assure 
that all assets are used solely for authorized purposes.    

2. All program expenditures, including travel costs, are reviewed to ensure that federal funds are 
expended only for allowable activities and in accordance with applicable cost principles. 
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3. Procurement activities are conducted in compliance with federal procurement standards, including 
written standards covering conflict of interest for employees engaged in the selection, award, 
and administration of contracts supported by federal funds. No employee, officer, or agent of the 
District may participate in the selection, award, or administration of a contract supported by federal 
funds if he or she has a real or apparent conflict of interest. 

4. Internal controls over federal funds awarded to the District are established and maintained in 
compliance with state and federal laws, regulations, and the terms and conditions of the federal 
award.  

Pulaski County Board Policy, DFC (Adopted 11-8-16) 

 ALLOCATIONS 
After receiving notification of the Title I, Part A grant amount from GADOE, reservations are set aside for 

required components such as parent involvement, professional learning (if allocated amount exceeds 

$500,000), 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.   

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

from low-income families who reside in eligible attendance areas (children eligible for free/reduced 

price meals under the Richard B. Russell National School Lunch Act).  Low-income is determined by the 

number of free or reduced lunches at a school using the previous year’s October FTE count.   

Typically, carryover funds are allocated back to all the schools on an equal basis and give each school an 

opportunity to spend the funds.  Set asides are recalculated for private school per pupil amounts.  

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

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

these near the end of the school year to determine that no more than the required amount will be 

carried into the following year.   

SUPPLEMENT VS SUPPLANT 

Under ESSA, the supplement not supplant requirement will not be required for Title I at the school level. 

Pulaski County School System will follow the traditional guidelines detailed below, which will continue to 

pertain to all other Title programs. 

  
Title I expenditures are supplemental to schools’ budgets.  Personnel are in addition to the number of 

personnel required to meet maximum class size as determined by GADOE.  Title I funds are only used to 

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

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

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

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

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

throughout the year. 
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Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (2 

CFR Part 200) presumes supplanting has occurred if federal funds are used to provide services that:  
 

• Were required to be made available under other federal, state, or local laws.  
• Were provided with non-federal funds in prior years.  
• Were provided to Title-participating schools/students if the same services were provided to 
other district schools/students with non-federal funds  
 

An LEA may rebut a supplanting determination if it can demonstrate it would not have provided services 

had the federal funds not been available. An LEA should maintain documentation, including but not 

limited to:  
 
• Fiscal or programmatic documentation to confirm that, in the absence of Title I, Part A funds, 
the LEA would have eliminated services in question.  
• State or local legislative action.  
• Budget histories.  
 
As a local agency, Pulaski County School System only uses federal funds to supplement the amount of 

funds available from non-federal sources for student services. Federal funds are used to augment the 
regular educational program and not to substitute for funds or services that have otherwise been 

provided by state or local funds in previous years. Pulaski County Schools does not use federal funds to 
provide services that are required under other federal, state or local statutes.  
 

All federal program expenditures must be approved by the Federal Programs Director, who has received 

training on “supplement vs. supplant.” The Federal Programs Director explains supplement vs. supplant 

restrictions to school administrators during technical assistance meetings throughout the year.  
 
The ESSA includes significant changes to supplement, not supplant requirements for Title I, Part A.  
GaDOE is coordinating with its LEAs to meet the requirements of the statue in Sec. 1118 of ESSA through 
the implementation of the Resource Allocation Methodology/Plan (RAM/P).  Guidance is provided in the 
GaDOE Federal Programs Handbook. 
 

EXPENDITURE OF FUNDS 

Title funds expended on personnel will be monitored separately through payroll.  Periodic certifications 

for both programs verify that duties are consistent with the position.  Periodic certifications are 

collected twice yearly (December and June) for those staff members who are paid 100% with Title funds.  

Split funded personnel submit monthly time logs that document the amount of time spent in Title I and 

non-Title I duties.  Other expenses are documented through purchase orders, which have been 

approved through the requisition process, and through travel authorizations, which are submitted on 

the travel expense sheet with automatic calculations and information available for reimbursements on 

mileage and meals. 

• Payroll:  After the September payroll has posted, the Federal Programs Director has a report 

pulled that shows the name of the personnel paid with Title funds.  This report should match the 
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Title personnel names submitted on the budget sheet by Federal Programs Director.  If the 

names do not match, an investigation occurs and the matter is resolved, if necessary, through 

journal entries.  The payroll report is pulled and checked several times throughout the year.  At 

the end of the year, teachers are asked if they will complete a degree upgrade during the year.  

Budgets are built around the anticipated upgrade. 

• Other Expenditures:  Other funds are for allowable expenditures and are expended through the 

following process: 

1. Schools develop budgets based on needs from the Comprehensive Needs Assessment 
2. Allowable items are approved or revisions are requested by the Federal Programs Director 
3. After revisions have been made, the Federal Programs Director approves school budgets 

and prepares set aside budgets per guidelines 
4. The budget is uploaded in to the Consolidated Application 
5. Approval is obtained on-line; hard copy approval follows 
6. Schools are notified to expend funds per submitted budgets 
7. Requisitions are made at the district level 
8. Approvals are made through the Federal Program Director and the Superintendent 
9. A purchase order is created 
10. As items are received by schools, book keepers sign-off  
11. Completed Federally-funded purchase orders are returned to the Central Office. 

 

• Periodic Certification for Time and Effort:  Federal law requires all employees, including 

teachers, paraprofessionals and other staff, who are paid with federal funds to document the 

time and effort spent within the program.  Fully-funded federal personnel must submit a signed 

assurance (Periodic Certification Form) that clearly states the cost objective twice yearly after-

the-fact documenting that they spent 100% of their time on allowable federal program related 

activities.  A supervisory official who has first-hand knowledge of the work performed by the 

employee may sign the assurance in the absence of the employee. Principals are provided a 

hard copy of the periodic certification forms as well as the dates they are due to the Federal 

Programs Director. Principals are directed to collect these on all full-time Title I salaried 

personnel, which includes teachers and paraprofessionals.  These are collected twice yearly.  

They do not cover a period longer than six months.  Schools are notified if the forms are not 

submitted accurately or on time. 

Permanent Schedules:  A permanent schedule is required to be submitted along with periodic 

certifications of teachers or paraprofessionals who are being paid with federal funds.  Title-paid 

teacher schedules and paraprofessionals schedules (showing paras are under the direct 

supervision of a highly qualified teacher) are submitted to the Federal Programs Director. 

Time Sheets:   A time sheet is completed by individuals providing additional or contracted 

services.  The sheet is approved and signed by the principal and the Federal Programs Director 

who forwards it to the Finance Director for review and then to accounts payable for payment.    
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Time Logs:   Individuals who are paid less than 100% from Title programs and whose schedule 

changes from day to day complete and submit a monthly time log depicting the amount of time 

spent on Title I duties matched, at minimum, the portion of their salary funded through Title I.  

Monthly time logs are collected from split-funded personnel. These personnel are instructed to 

monitor their own time throughout the month and the Title I Director approves the monthly 

time log via a signature and date.  

• After the Fact Distribution:   Requirements for activity reporting meet the following 

requirements: 

(a)  Reflect after-the-fact distribution of the actual activity of the employee; 
(b) Account for the total activity for which each employee is compensated; 
(c) Prepared at least monthly and must coincide with one or more pay periods; and 
(d)  Signed by the employee. 
(e) Additionally, reasonable approximations/distribution percentages are determined before 

the services are performed and are compared to actual costs regularly and are revised, if 
necessary 

 

• Drawdown of Funds:  LEAs that participate in Federal Programs with the GaDOE will draw down 
Federal funds on a reimbursement basis for all allowable expenditures incurred in their 
respective program.  An incurred expenditure is one in which the LEA has received, even if no 
payment was made.  This will include goods and services received such as salaries, consumed 
utilities, rent and supplies. The timing and amount of payments must be as close as 
administratively feasible to the actual disbursements.  Drawdown of funds will be made as close 
as possible to the actual expenditure of funds.  Expenditures will be reviewed monthly by the 
Finance Director, the Federal Programs Director, the Superintendent, and the Director of the 
specific grant.  The Finance Director will be responsible for the actual drawdown using Form 
DE147 (GOARS) and accounting records of expenditures that support the request of funds.  The 
Director of the Federal Program and the superintendent will approve the drawdowns. 

 

• Allowability Policy:  Any purchases made with Federal funds must follow the guidelines for 
allowable cost and be consistent with written internal controls.  Pulaski County Federal 
programs will follow guidelines as detailed in EDGAR, OMB Circulars, and Federal Program 
Handbooks for Georgia. Federal program purchases will also adhere to any memos, letters, 
and/or communication regarding allowable/unallowable purchases.  Any questionable expense 
will be directed by the Federal Programs Director to the area program specialist for further 
clarification.  All expenses charged to Federal Programs will: 

 
- Be necessary and reasonable for the performance of the Federal award and be allocable thereto 

under these principles.  The Director of the specific federal grant, Program Directors, will review, 
analyze, and determine that each cost is an allowable use of federal funds.  Once the Program 
Director has determined the cost is necessary and reasonable, the Superintendent and the 
Federal Programs Director will review the cost to ensure federal, state, and local board policies 
have been followed.  

- Conform to any limitations or exclusions set forth in these principles or in the Federal award as 
to types or amount of cost items.  The Federal Programs Director and Superintendent are 
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responsible for adhering to the specific categories and classification of expenditures as 
determined by federal, state, and local board policies. 

- Be consistent with policies and procedures that apply uniformly to both federally-financed and 
other activities of the non-Federal entity.  The Program Directors and the Federal Programs 
Director attends meetings provided by the State Program Divisions to stay abreast of all policy 
and procedural updates. 

- Be accorded consistent treatment.  A cost may not be assigned to a Federal award as a direct 
cost if any other cost incurred for the same purpose in like circumstances has been allocated to 
the Federal award as an indirect cost.  The Federal Programs Director and the Finance Director 
will review purchases to determine distinctions between direct and indirect eligibility. 

- Be determined in accordance with generally accepted accounting principles (GAAP), except, for 
state and local government and Indians tribes only, as otherwise provided for in this part.  The 
Federal Programs Director, Program Directors, and the Superintendent will approve all 
purchases to ensure alignment with accepted and approved Georgia state accounting practices. 

- Not be included as a cost or used to meet cost sharing or matching requirements of any other 
federally-financed program in either the current or a prior period.  See also §200.306 Cost 
sharing or matching paragraph (b).  The Federal Programs Director, Program Directors, and the 
Superintendent will review and compare all federally funded and finance programs and grants 
to ensure this requirement is met. 

- Be adequately documented.  See also §200.300 Statutory and national policy requirements 
through 200.309 Period of performance of this part.  All expenditures of federal program and 
grant monies will be documented by approved purchase orders, invoices, contracts, and quotes 
as applicable to the purchase.  All salaries and benefits shall be documented with time sheets 
and payroll records, as applicable to Federal procedures.  Professional learning and training, 
subcontractors and evaluators will be documented with contracts, invoices, and approved 
purchase orders.  Program  Directors will be responsible for the accurate and timely collection 
and maintenance of these records. 

- Net of applicable credits.  Applicable credits refer to those receipts or reduction of expenditure 
type that offset or reduce expense items allocable to the federal award as direct or indirect 
costs.  The Federal Programs Director and Finance Director will ensure that all applicable credits 
are accurately credited to the federal program account.  The account will be monitored 
throughout the fiscal year. 

 
The Federal Programs Director determines allowability of cost based on 2 CFR Part 200.403. 

• Reasonable (2 CFR Part 200.404):  Nature and amount do not exceed that which would 
be incurred by a prudent person under the same circumstances – the cost must be able 
to withstand public scrutiny.  Prices are comparable to similar items in the same 
geographic area. 

• Necessary (2 CFR Part 200.403):  Necessary costs are determined based on the needs of 
the federal program.  The expenditure should be necessary to achieve an important 
program goal or objective and the expenditure should be vital to the success of the 
program. 

• Allocable (2 CFR Part 200.405):  The cost for goods or services received aligns with the 
benefits received from said goods/services (also pertains to percentages of items 
funded by federal programs [i.e., 50% of a service is charge to  Title I and 50% is charged 
to Title II, the actual return of benefits should be balanced equally as well). 
The cost must be incurred specifically for the award and necessary to the overall 
operation of the entity and assignable to the award. 
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Unallowable Expenditures:  The following are examples of unallowable expenditures and cannot be 
included in federal programs’ budgets: 
 School resource officer, security guard 
 Clinic aide, school nurse, clinic supplies 
 Custodian, custodial supplies 
 Cafeteria worker, cafeteria supplies 
 EL Directors, EL required forms and tests 
 Behavioral intervention positions 
 Incentives, rewards, certificates, door prizes, raffle items, etc. 
 Marketing items such as brochures, banners, and flags 
 Personal memberships for professional organizations not related to Title I 
 Food items, except for small snacks that are necessary for the function of the meeting 
 Guidance counselors 
  
 Pulaski County School System does not purchase equipment with Title II, Part A funds. 
 
Payments made for costs determined to be unallowable by either the Federal awarding agency or pass-
through must be returned (including interest) to the Federal government in accordance with 
instructions from the Federal agency that determined the cost unallowable. 
  
In the Pulaski County School’s Federal programs, the following steps are taken when creating an annual 
budget: 

1) Only allowable costs are included in the budget.  When in doubt whether or not a cost is 
allowable or not allowable, the Program Specialist assigned to the program is consulted. 

2) Once a budget has been created, it is inputted into the Consolidated Application System. 
3) It is signed off by the program director, the school superintendent and two other individuals 

at GaDOE. 
 
The following procedures are followed for all spending: 

1)  All expenditures will be based on the Comprehensive Needs Assessment which will be 
included in the Federal Program plan and budgets and must be necessary for the administration 
and/or implementation of the grant. 

 2)  The expenditures must be in the Federal programs plan to be allowable by the specific  
 program and will be used during the grant period. 

3)  The approved budget is followed as closely as possible. 
4)  Should a need arise that is not addressed by the current budget (and funds are available in 
the budget to cover the cost of items/services needed), the Federal Programs’ Director will see if 
the cost that will be incurred to meet this need is an allowable one.  The Program Director also 
checks the expense against the allowbility policy/criteria.   If the expense is an allowable one, 
she/he will submit an amendment to spend part of our budgeted funds on this item. 
5) Once the original budget and/or amendment is approved, the Program Director will submit a 
purchase order which then must go through three sets of signatures before being approved 
(Financial Director for review, Federal Program Director, and School Superintendent). 
6) Before an expense is considered or the Purchase Order is created, the Program Director will 
check the expense against the allowability policy. 
7) The Financial Director will also check the expense against the allowability policy/criteria 
before sending it on for the final two signatures. 
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8) Once approved (as signified by the three signatures), the items and services can be ordered. 
 
Period of Performance Flexibility:  The intent of Federal funds is to benefit students in that fiscal year 
through the grant period as indicated on the Grant Award Notice.  Regarding purchases that cross grant 
periods (software, computers, equipment), GaDOE provides flexibility as follows: 
 Purchases may extend beyond one year to take advantage of cost reductions, IF the students in 
the current fiscal year receive benefit from the purchase. 
 Leases and Licenses – If instructional software subscriptions are purchased after January, the 
LEA will need to provide explanation within the budget description indicating how students in the 
current fiscal year will benefit from the purchase. 

 
 

INTERNAL CONTROLS 

LEAs MUST establish and maintain internal controls that provide reasonable assurance that the LEA is 
compliantly managing the Federal award. These internal controls are designed to ensure 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, 
abuse, and corruption in the use of Federal funds. LEAs must adequately safeguard all assets and assure 
that they are used solely for authorized purposes. Processes and procedures governing the LEA 
implementation of federal grants should be reviewed routinely and revised as needed.  
 
Pulaski County Schools System internal controls promote efficiency, ensure appropriate 
implementation, and safeguard all federal assets. The district employs a variety of safeguards for 
spending. Requisitions, purchase orders and all other financial transactions use distinctive forms that 
require multiple signatures for approval. The Federal Programs Director participates in regular training 
activities to remain abreast of federal grant guidelines. She must authorize (by signature) all 
expenditures charged to federal grants. Additionally, annual audits safeguard that all state, local, and 
federal funds have been expended as directed.  
 

Requisition Process 

Purchasing and Expenditures 

A non-Federal entity may charge to the Federal award only allowable costs incurred during the period of 
performance and any costs incurred before the Federal awarding agency or pass-through entity made 
the Federal award that were authorized by the Federal awarding agency or pass-through entity. (2 CFR 
200.309)  Source documentation must reflect the period of performance. 
 
All expenditures require a segregation of duties, as follows: 
 Approval – all expenditures must have prior approval for allowability by the Program Director 
and must follow the system purchasing guidelines used by all bookkeepers. 
 Processing – the Purchase Order must have all required signatures. 
 Receipt – the person purchasing must receive and reconcile the Purchase Order items before 
forwarding it to accounts receivable. 
 Payment – Accounts Payable pays the invoice. 
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Each budget, after prepared at the school level, is reviewed by Federal Programs Director, revised by 
school personnel, if necessary, and approved by the Federal Programs Director.  Once the necessary 
compilation is made by school and the budget is submitted and approved by the state, each school or 
department fills out a purchase order requisition. The requisition is then sent to the Federal Programs 
Director for review.  The Federal Programs Director reviews the requisition to assure that the purchase 
is included in the schools School Improvement Plan. The Federal Programs Director then signs off on the 
requisition and forwards the requisition to the Finance Director for review. The Finance Director then 
reviews the requisition and signs off on the requisition.  The Finance Director forwards the requisition to 
the Purchase Order Clerk.  The Purchase Order Clerk assigns a Purchase Order number, logs the 
Purchase Order in and orders the merchandise. The Purchase Order Clerk returns the P.O. to the school 
or department that made the requisition.  Once the merchandise arrives, the school or department then 
signs that the merchandise is accounted for and returns the P.O. to Accounts Payable for payment.  
 
Title II, Part A Procedures for Internal Controls 

 
The District ensures that Title IIA expenditures are  
 a.  allowable under applicable laws and regulations 
 b.  reasonable and necessary 
 c.  supported by source documentation 
 d.  supplement non-federal funds 
 e.  align with the Title IIA budget. 
 
The District also ensures that records permit the tracing of funds to a level of expenditures adequate to 
establish that such funds have not been used in violation of the restrictions and prohibitions of 
applicable statutes. 
 
Professional Development Payment Packets will include the following: 

• Title or the description of the professional learning 

• Agenda/sing in sheet that shows proof of attendance 

• Proof that the professional learning activity expenses were approved by the Title IIA 
Director for allowability expenditures as indicated by a signature.  Unallowable expenses 
such as tips and alcohol will not be included in the reimbursement 

• Proof that the professional learning activity expenses were approved by the Federal 
Programs Director for allowability expenditures as indicated by a signature.   

• Receipts/invoices 

• Names of employees attending 

• Dates of training 
 
The District maintains segregation of duties to ensure accountability and to make sure that purchases 
are made only for allowable expenditures.  The Federal Programs Director works with the school 
principals to determine what items will be in the budget based on school and district needs 
assessments.  Next, the budget is submitted to the Georgia Department of Education for approval.  Once 
the budget is approved, it is set up by the central office Finance Director.  The budget is entered in the 
financial software exactly as it was approved.  Each purchase is approved by multiple people including 
the school leadership team or administrator, coordinator of the program and district superintendent.   
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Procedures are in place to ensure that direct charges against Federal Funds are allowable, allocable, 
reasonable, and necessary.  The requisitions for expenditures, Purchase Orders, are generated and 
signed by the school leadership team or administrator within the school-wide program.  The Purchase 
Order is then forwarded to the Federal Programs Director who reviews it to make certain the 
expenditure is allowable and funds adequately budgeted.  If funds are not budgeted in the line item 
needed for the purchase, the purchase will not be made.  The Federal Programs Director signs the 
Purchase Order to indicate approval as does the Finance Director and the Superintendent.  The Purchase 
Order with appropriate signatures is forwarded to the central finance office where it is entered into the 
system’s financial software.  The Purchase Order is returned to the original person who initiated it and 
this person emails, faxes, or mails the document to the company/vendor to complete the purchase.  
When materials arrive at the designated location, the Purchase Order and/or packing list is verified, 
signed by the person receiving the materials, dated, and forwarded to the central office Accounts 
Payable Clerk for payment.  When the invoice and Purchase Order receipt copy are received, a check is 
written by the Accounts Payable Clerk to pay for the purchase.  Purchase orders and invoices are kept on 
file with the payment voucher.  Payment vouchers and checks for purchases are signed and dated as a 
packet. 
 
The Payroll Clerk issues checks to pay individuals who work in Federal Programs.  Approved budgets and 
lists from the Federal Programs Director are used to ensure payroll charges to Federal funds are correct. 
 
The Federal Programs Director also obtains a copy of the detailed expenditure report and payroll report 
monthly to verify that all expenditures made against Federal Programs are correct. 
 
Purchasing Procedure 

The Pulaski County Board of Education utilizes the purchase order (PO) form for all purchases of goods 
and/or services.  No one shall make purchases in the name of the school system without an authorized 
purchase order signed by the Superintendent.  Purchase orders are entered into the accounting system 
used by the Pulaski County Board of Education which is PC Genesis. 
 
Purchases made by the school system should follow these procedures: 

Goods, Supplies and/or Services 

(1) A purchase order should be completed by the person requesting the purchase. 

The following information must be completed: 

  Date 
  Vendor Name and Address 
  Ship to Address 
  Quantity, Description and Price (List can be attached only if PO space is not sufficient)                    
  Account number indicating fund source 
 Person requesting the purchase must sign and date. 
 Principal also must sign and date (If PO is generated at school level). 
 If fund source is a Federal grant, the grant administrator must sign and date. 
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(2) If the purchase is generated at school level - Forward to the Central Office for processing 

(Allow 7 to 10 days for this process) 

a) Purchase order number is assigned by the Central Office Secretary/Bookkeeper. 
b) Professional Learning Administrator signs and dates (If Professional Learning related) 
c) Federal Programs Director approves, signs, and dates (if Federal Program related) 
d) Finance Director reviews, initials and dates the PO. 
e) Superintendent signs and dates the PO. 
f) Secretary/Bookkeeper distributes the four copies of the PO. 

1. Yellow – Central Office copy 
2. White, Pink, Goldenrod – Person and/or school requesting the 

purchase 
  

(3) Once these procedures have been completed in the above sequence, the goods and/or 

services can be ordered. 

 

(4) Once the item(s) have been received, initial and date the PO to indicate the order has been 

received in full.  Forward the goldenrod copy of the PO and the packing slip to the Central 

Office to the attention of the Secretary/Bookkeeper. 

 

Registrations (Professional Learning) 

(1) A purchase order should be completed by the person making the request. 

The following information must be provided: 

  Date  
  Vendor Name and Address 
  Ship to Address 
  Quantity, Description and Price 
 

Must include: 

   Name of conference/workshop 
   Dates of conference/workshop – with a proposed agenda and/or description of 
    Conference/workshop 
   Person(s) attending 
  Attach a copy of the registration to the PO. 

Person requesting the purchase must sign and date. 

 Principal also must sign and date (If PO is coming from a school level). 

 If fund source is a Federal grant, the grant administrator must sign and date. 

(2) If the purchase is generated at school level - Forward to the Central Office for processing 

(Allow 10 days for this process) 

a) Purchase order number is assigned by the Central Office Secretary/Bookkeeper  
b) Professional Learning Administrator signs and dates 
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c) Federal Programs Director signs and dates for approval, if paid with Federal funds 
d) Finance Director reviews, initials and dates the PO 
e) (Superintendent signs and dates the PO 
f) Secretary/Bookkeeper distributes the four copies of the PO 

1. Yellow – Central Office copy 
2. White, Pink, Goldenrod – Person and/or school requesting the 

purchase  
g) Registration is approved. 

 
Recurring monthly expenditures – Utilities, Telecommunications, Insurance, Consultants, etc. 

a) Invoices for these types of expenditures are usually received in the mail.  The Central 
Office Secretary is responsible for forwarding mail to the appropriate department. 

b) Each department is responsible for initiating required purchase orders. 
c) A purchase order should be completed by the person requesting the purchase. 
d) The following information must be completed: 

1. Date 
2. Vendor Name and Address 
3. Ship to Address 
4. Description  
5. Account number indicating fund source 

ii. Attach invoice 
e) Purchase order number is assigned by Central Office Secretary/Bookkeeper. 
f) Purchase order is forwarded to department administration signature and date (if 

needed). 
g) If a good(s) or service was received, also initial and date on the Rec’d line. 
h) Finance Director reviews, initials and dates the PO. 
i) Purchase order is forwarded to the Superintendent for signature and date. 
j) Purchase order is forwarded to Secretary/Bookkeeper. 

 

Open Purchase Orders  

The Central Office has routine monthly operating costs.  At the beginning of each month, the              

Secretary/Bookkeeper will open purchase orders for a list of vendors approved by the 

Superintendent. 

a) Purchase order number is assigned by the Secretary/Bookkeeper. 

b) Superintendent signs and dates PO. 

c) The Secretary/Bookkeeper completes the purchase order with the total for the month. 

d)  Finance Director reviews, initials and dates the PO. 

e) Purchase order is forwarded to the Secretary/Bookkeeper. 

Maintenance and Transportation  

The Maintenance and Transportation departments have routine monthly operating costs.  At 

the beginning of each month, the Secretary for Maintenance and Transportation opens 
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purchase orders for a list of vendors approved by the Director of Operations/Transportation 

Supervisor. 

a) Purchase order number is assigned by the Maintenance /Trans Secretary 
b) Director of Operations/Transportation Supervisor signs and dates the PO 
c) Superintendent signs and dates PO 
d) The list of vendors along with the PO numbers for each month is given to authorized 

department personnel. 
e) The personnel authorized to make purchases are responsible for signing for all purchases.  A 

copy of each sales invoice should be turned in to the Maintenance /Trans Secretary. 
f) At the end of each month, the invoices that were turned in are compared to the statement. 
g) The Secretary completes the purchase order with the total for the month. 
h) The Director of Operations/Transportation Director initials and dates, acknowledging the receipt 

of all goods and/ or services. 
i) Finance Director reviews, initials and dates 
j) Purchase order is forwarded to the Secretary/Bookkeeper. 

 
The Maintenance and Transportation departments also have costs that are not on a routine basis.  
Usually these costs are related to unexpected repairs needed such as HVAC or mechanical issues.  In 
these cases, the department personnel will notify the Director of Operations/Transportation 
Supervisor of the situation.  The Superintendent has authorized that once the Director of 
Operations/Transportation Supervisor has approved the purchase (verbally or by signature), the 
item/service can be ordered/performed.  The Director of Operations/Transportation Supervisor will 
notify the Maintenance/Transportation Secretary to open a Purchase Order.    In the event of 
unusual circumstances (emergency type situations), permission may be requested from the 
Superintendent to vary from the above procedures.  When this happens, it should be noted on the 
Purchase Order for documentation purposes. 
 

Contracted Services 

Purchase Orders for contracted services should follow the procedures detailed in the Goods, 

Supplies and/or Services section.  In addition, a signed copy of the contract must be attached to 

the PO.  The person signing the PO indicating receipt of services should have firsthand 

knowledge that the services have been rendered.  Payment will only be made after services 

have been rendered. 

Formal written and/or verbal agreements for purchase of services should include the following: 

* A clearly defined contract that defines a description of services to be performed 
or goods to be delivered, a description of dates when services will be performed 
or goods delivered, a description of location where services will be performed or 
goods delivered, and a description of students/teachers/etc. to be served 

* Completed W-9 form 
* Signed contract 
* E-Verify affidavit must be obtained from the contractor before entering into the 

contract/Purchase Order.  This is for any Physical Performance of Services which 
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means any performance of labor or services for a public employer using a 
bidding process or by contract wherein the labor or services exceed $2,499.99. 

* Multi-year contracts can be entered into if there is a benefit in doing so (such as 
a reduced cost).  They must include the wording, “Pending funding availability.” 

 

Bids and Quotations 

A major responsibility of our school system is the wise and efficient use of monies entrusted to the 

district by the taxpayers of the county.  Maximum benefits from each dollar can be realized only if 

carefully planned procedures for purchasing are followed. 

Bid Procedures: 

1) For Purchases: 

A. Between $0 and $2,999.99, purchase orders may be issued based on informal price 

comparison, i.e. telephone calls, catalog prices, website review, etc., or written quotes 

whenever possible.  These purchases may be awarded without soliciting competitive 

quotations if non-federal entity considers the cost reasonable. This amount is aggregate 

in a single purchase.  Purchases should be distributed equitably among qualified 

suppliers to the extent practicable.  See Pulaski County Board Policy, Bids and 

Quotations, Descriptor Code: DJED, 1-12-16. 

B. Between $3,000.00 and $99,999.99, purchase orders must be issued based on written 

quotes; whenever possible at least 3 written quotes should be obtained and presented 

to the Board for approval. The lowest bid does not have to be rewarded; however, a 

statement should be presented as to why the selection was made. 

C. Purchase orders of $100,000.00 or more require at least two competitive sealed bids 

which are to be opened at a specified date and time, and at a place stated clearly in the 

invitation to bid.  All bid requests must be advertised in the local paper and on the 

school system website. 

2) When invitations to bid are issued, vendors shall be furnished with a copy of the terms and 

conditions for bidding. 

3) All reasonable efforts shall be made to use local vendors unless significant savings can be 

obtained.  As stated in the Terms and Conditions for Bidding, factors other than low bidder 

may be used in awarding the bid. 

4) Clearly detailed records must be maintained on all bids for audit purposes. 

5) Exemptions: 

A. In the event of unusual circumstances, permission may be requested from the 

Superintendent to vary from the procedures in Section 1 (A & B) above. 

B. Items purchased through state contracts are exempt from the procedures. 

C. Textbook orders are exempt from these procedures. 

D. Sole source products and services are those which are available from only one vendor.  

Such products and services are exempt from bid and RFP requirements.  The purchase 

of sole source products and services must be justified.  A letter of justification must be 
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attached to the purchase order when forwarded for approval.  In situations where “sole 

source” classification is debatable, the Superintendent shall make the final 

determination. 

E. Awarding of Bids: Bids will be awarded on the basis of service dependability, 

performance of product, warranty, training capability and cost.  The school system is not 

required to accept low bid without considering all aspects of the product and company.  

The Pulaski County Board of Education reserves the right to refuse any and all bids and 

the right to negotiate with any and all bidders after the bids is received.  The award of 

bids may be made on groups of items, individual terms or the entire bid.  The Pulaski 

County Board of Education reserves the right to continually purchase items from 

previous bidders as long as items continue to comply with specifications and 

performance requirements. 

 

Procedures for Conducting Technical Evaluation of Proposals  

The Technical Evaluation of Proposals and Selection of Recipient rubric will be used to conduct technical 

evaluations of the proposals received and for selecting recipients (200.320 (d) (3) )  This Rubric can be 

found in the Appendix. 

After the deadline for submission of proposals has passed, the Superintendent’s designee will: 

1 – Pull the original RFP (request for proposal) that was sent to prospective contractors in order to 

compare each proposal to it. 

-  Does the prospective contractor state that he/she is able to provide the service(s) and/or 

equipment to the specifications outlined in the original RFP? 

-  Can the prospective contractor provide this service and/or equipment in the time frame 

designated in the original RFP?      

- Is the prospective contractor’s price in line with the amount budgeted for this service 

and/or equipment? 

2 – If multiple proposals are able to meet the three qualifications above, the Superintendent’s designee 

then may request that the prospective contractor provide references or samples of the contractor’s 

work.   

3 - Once the references have been called and the sample work analyzed, the Superintendent’s designee 

will choose one of the proposals to recommend to the board.  Other factors that the designee will 

consider when making the choice are: 

- Is this contractor someone that has performed this service or provided this equipment for us 

in the past?  Were we satisfied with the quality of service or equipment? 

- The price quoted to us for the service and/or equipment.   
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4 – The Superintendent’s designee then works up a package containing the Rubric, the original RFP, the 

submitted proposals, and his/her recommendation of the contractor to be awarded to be presented to 

the School Board members at the Board meeting for consideration.   

Miscellaneous - Additional requirements for all purchases: 

a) Adhere to Board Policy DJED - Bids and Quotations (when applicable) 
b) Verify vendors are not listed on the Excluded Parties List on www.sam.gov – See detailed 

process in Appendix 
c) Any deviations from the above procedures require written approval from the Superintendent. 
d) If purchase required Board approval, the date of the Board meeting should be written on the PO 

to indicate purchase has been approved. 
e) A copy of all signed agreements and/or contracts should be forwarded to the Finance 

department. 
f) E-Verify affidavit must be obtained from the contractor before entering into the 

contract/Purchase Order.  This is for any Physical Performance of Services which means any 
performance of labor or services for a public employer using a bidding process or by contract 
wherein the labor or services exceed $2,499.99. 

 
Reimbursements – Other than Travel Related Expenditures: 
 
To request a reimbursement, a Purchase Order must be completed by the person making the request.  
The following must be provided: 
 Date 
 Vendor Name and Address (this would be the employee’s name and address that is requesting 
reimbursement) 
 Quantity, Description and Price 
  Under this section, a full description of item(s) purchased and why the normal 
purchasing procedures were not utilized must be included 
 The original receipt must be attached 
 Prior Proof of Approval must be attached (if applicable) 
 
The Principal/Supervisor and the Director of the specific fund source must sign and date the Purchase 
Order.   It then should be forwarded to the Central Office for processing. 
Unless Prior Approval was given, a reimbursement is not guaranteed.  All purchases must still follow the 
Allowability Policies. 
 

PULASKI COUNTY SCHOOL NUTRITION PROGRAM PROCUREMENT AND BID 
PROCEDURES 
 
The Pulaski County School System follows the state requirements when purchasing items. Those of 
$100,000 or more must be advertised for bids. However, the school system practices advertising and 
collecting 3 or more quotes for those items costing $3,000 or more. Price alone does not determine 
award of bid. Some specialized items or services costing more than $3,000 but less than $100,000 
cannot be accommodated by advertising for bids as the service or item is specific in nature.  
 
 

http://www.sam.gov/
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Section A – COMPETITIVE BIDS - $100,000+  
 
The following will be secured by competitive bids through the Mini Middle GA Co-Op (which consists of 
a nine county partnership between Baldwin County Schools, Bleckley County Schools, Dodge County 
Schools Dublin City Schools, Johnson County Schools, Laurens County Schools, Pulaski County Schools, 
Telfair County Schools, and Wilkinson County Schools):  
Milk Bread Produce Groceries (Meats, Grains, Staple, Canned goods, Frozen goods) Paper/Chemical 
Products Smallwares Large Equipment  
 
The aggregate amount for some of the above items is likely to be more than $100,000. Therefore, the 
following procedure will be used:  
1. Because of the potential of the Pulaski County School Nutrition Program to purchase more than 
$3,000 of any one item, it will be the responsibility of the School Nutrition Program Director to make 
projections of the amounts to be purchased so the correct method of procurement for the item will be 
followed. 
 2. Specifications with contract and debarment certification (Attachment A) will be prepared and mailed 
by US Mail to the potential contractors desiring to bid the products and posted on the school system 
website.  
3. Competitive bids will be secured as needed, depending on product. See schedule attached 
(Attachment B) for general proposed schedules.  
4. Each vendor will be given an opportunity to provide quotations on the same specifications.  
5. The invitation to bid will clearly define the purchase conditions. The following, as a minimum, shall be 
addressed: a. Contract period b. Date, time, and location of bid opening c. Benefits to which the Pulaski 
County School Nutrition Program will be entitled if the contractor cannot or will not perform as required 
d. Termination provisions and the basis for any settlement e. Provision requiring compliance with 
Executive Order 11246 entitled “Equal Employment Opportunity” as amended by Executive Order 11375 
and as supplemented in the Department of Labor Regulations f. Provision requiring access by duly 
authorized representatives of the Pulaski County Board of Education, State Agency, United States 
Department of Agriculture or Comptroller General to any books, documents, papers, and records of the 
contractor, which are directly pertinent to the contract. g. Protest procedures to resolve disputes by 
disclosing information regarding the protest to the awarding agency. h. Provision requiring contractor to 
maintain all required records for five years after final payment and all other pending matters are closed. 
i. Provision requiring the contractor to recognize mandatory standards and policies relating to energy 
efficiency which are contained in the State Energy Plan issued in compliance with the Energy Policy and 
Conservation Ace (PL 94-165). 
 6. If any potential bidder is in doubt as to the true meaning of specifications or purchase conditions, an 
interpretation will be provided by the School Nutrition Program Director.  
7. Within the Mini Middle GA Co-p, the School Nutrition Program Director assigned to the specified bid 
type will be responsible for securing all bids.  
8. The bids will be awarded to the best bid based upon quality, service, availability, and price. This may 
not be the lowest bid based on raw data.  
9. School Nutrition bids will be presented to the Board of Education for approval.  
10. The School Nutrition Program Managers will be responsible for documentation that the actual 
product specified is received.  
11. The School Nutrition Program Director will select the acceptable alternate any time an accepted item 
is not available.  
12. A new product may be purchased on a one time basis without competitive bid, if the purpose is to 
evaluate the product.  
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13. Identification of purchase orders for documentation that these procedures were followed will be the 
responsibility of the School Nutrition Program Director.  
 
Section B – MICRO-PURCHASE PROCEDURE – less than $3,000 
 
Any item(s) totaling less than $3,000 within the year will be secured by Micro-Purchase informal 
procurement procedures. When the aggregate amount of purchases for each of the above indicated 
items is less than $3,000 for the fiscal year, the following procedures will be used:  
1. Purchases within the micro-purchase threshold can be awarded without soliciting competitive price 
quotations if the price is reasonable.  
2. This distribution of purchases among qualified suppliers can happen in one of two ways; at the time of 
the purchase or over several purchasing events. For example: a school procuring apples may purchase 
them either: from various suppliers at the same time (the total of the purchases cannot exceed $3,000), 
or choose one supplier for the purchase of the apples and another supplier the next time apples need to 
be purchased (each of the purchases cannot exceed $3,000).  
3. REASONABLE PRICE: Ways to verify the reasonableness of a price is to compare previous purchases, 
have personal knowledge of the item being purchased, or compare to similar items being purchased.  
4. RECORDS: Records still need to be kept for all purchases regardless of the procurement method used, 
including micro-purchases.  
 
Section C – SMALL PURCHASE PROCEDURE – Up to $150,000  
 
The following will be secured by obtaining at least 3 competitive bids through either the Mini Middle GA 
Co-Op or in-house purchasing:  
Smallwares Hood Cleaning Grease Trap Pumping Floor Cleaning Pest Control Technology Special 
Equipment Maintenance/Repairs  
 
Most of the above items will be secured by small purchase informal procurement procedures of three 
quotes. The aggregate amount of purchases for each of the above-indicated items is less than $100,000 
for the fiscal year. Therefore, the following procedures will be used: 
 1. Specifications will be prepared and provided to the vendor.  
2. Each vendor will be contacted and given an opportunity to provide a price quote on the same 
specification. A minimum of three vendors shall be contacted.  
3. The School Nutrition Program Director or designee will be responsible for contacting the vendors 
when price quotes are needed.  
4. The price quotes will receive appropriate confidentiality.  
5. Quotes will be awarded by the School Nutrition Program Director or designee. Quotes awarded will 
be to the lowest and best quote based upon quality, service, availability and price.  
6. The School Nutrition Program Director or designee will be responsible for documentation that the 
records show the selection of vendor, reasons for selection, and the names of all vendors contacted and 
the price quotes from each vendor.  
7. The School Nutrition Program Director or designee will be responsible for documenting that the 
actual product specified is received.  
8. Any time an accepted item is not available, the School Nutrition Program Director will select the 
acceptable alternate.  
9. When the lowest quote is not accepted, the reason for unacceptability shall be recorded on the quote 
tabulations.  
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10. A new product may be purchased on a one-time basis without quotes, if the purpose is to evaluate 
the product. 
 
Section D – NON-COMPETITIVE NEGOTIATIONS 
 
Items which are available only from a single source may not be obtained competitively. Whenever 
possible, items which are available only from a single source will be avoided. If the item must be used, 
the following procedure will be used:  
1. Specifications will be prepared and provided to the vendor.  
2. The School Nutrition Program Director will be responsible for the documentation of records to fully 
explain the decision to use the non-competitive negotiations. The records will be available for audit and 
review.  
3. The School Nutrition Program Director will be responsible for documentation that the actual product 
specified is received.  
4. The Superintendent or his designee will be responsible for reviewing the procedures to be certain all 
state and LBOE requirements for using non-competitive negotiations are met.  
 
Section E – MISCELLANEOUS PROVISIONS  
 
The Pulaski County Board of Education agrees that the reviewing official of each transaction 
(Superintendent or his designee) is responsible for the elimination of the purchasing of duplicate or 
unnecessary items and will determine the economy and practicality of lease and purchase of 
alternatives. Positive efforts shall be made to utilize small businesses, woman, and minority-owned 
business sources, giving them the maximum feasible opportunity to compete. Small businesses, woman 
and minority-owned business sources will not be given unfair advantage when evaluating competitive 
bids. If it is necessary to make an emergency purchase in order to continue service, the purchase shall 
be made and a log of all such purchases shall be maintained by the School Nutrition Program Director or 
designee. The log of emergency purchases shall show: 
 1. Item Name  
2. Dollar Amount  
3. Vendor  
4. Reason for Emergency  
 
The Pulaski County School Nutrition Program will exhaust every effort to purchase foods which are 
made of 51% or greater domestic product unless such products are considered cost prohibitive or are 
not available as a domestic product (ex: banana, pineapple). When receiving bids from vendors, if a 
product is available as both domestic and imported, prices for both products will be obtained and the 
School Nutrition Director will determine if it is fiscally wise to purchase the domestic product. Records 
will be maintained to support the domestic vs. import decision. A written Code of Conduct that governs 
the performance of all persons engaged in purchasing procedures and provides penalties for violation 
has been developed and becomes a part of this procedure. (See Attachment C) Any contracts over 
$100,000 shall contain a provision which requires compliance with all applicable standards, orders, or 
requirements issued under Section 306 of the Clean Air Act, Executive Order 11738, and Environmental 
Protection Agency regulations. The Pulaski County Board of Education further assures that open and 
free competition exists to the maximum extent possible during the procurement process.  
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Code of Conduct 
 
 The following conduct will be expected of all persons who are engaged in the award and administration 
of contracts supported by Child Nutrition Funds.  
 
No employee, officer, or agent of the Pulaski County Board of Education shall participate in selection or 
in the award or administration of a contract supported by program funds if a conflict of interest, real or 
apparent, would be involved. 
 Conflicts of interest arise when any of the following has a financial or other interest in the firm selected 
for the award: 
 a. The employee, officer, or agent  
b. Any member of their immediate family  
c. His or her partner  
d. An organization, which employs or is about to employ any of the above  
 
The Pulaski County Board of Education employees, agents, or officers shall neither solicit nor accept 
gratuities, favors, or anything of monetary value from contractors, potential contractors, or parties to 
sub-agreements.  
The purchase during the program day of any food or service from a contractor for individual use is 
prohibited. Purchase of any food or service from a contractor not during the program day is to be 
avoided if at all possible.  
The removal of any food, supplies, or equipment from program sites is prohibited. 
 The outside sale of items such as used oil, empty cans, etc., may be sold by contract between the 
Pulaski County Board of Education and the outside agency.  
Failure of any employee to abide by the above-stated Code could result in appropriate disciplinary 
action, including suspension or dismissal. Interpretation of the Code will be given at any time by 
contacting Donna Coats, School Nutrition Program Director, at (478)783-7256. The Pulaski County Board 
of Education will not be responsible for any other explanation or interpretation, which anyone presumes 
to make on behalf of the school food authority. 

 
INTERNAL INVENTORY CONTROLS  

 
Equipment purchases for federal programs must meet program requirements (align to 
prioritized needs and have allowable uses), be reasonable, necessary, and allocable.  Inventory 
is maintained for all equipment purchased regardless of the cost with federal funds on a 
spreadsheet that lists the item, item description with vendor, cost, source of funding (with 
prorated percentages if funding is from more than one source), Federal Award Identification 
Number (FAIN) (as of FY16), date of acquisition, serial number or other identifying number, 
location of equipment, use and current condition of equipment, the date the information was 
added to the inventory, and a record of disposition of item (if applicable).  Equipment 
purchased with federal funds is permanently marked with the federal fund in which the 
equipment was purchased. Physical inventories are conducted annually.  All assets are 
safeguarded to assure they are used solely for the authorized purposes. 

 
Inventory is maintained at the school level by the designee selected by the Principal.  Inventory 
is documented in a database that is updated each time equipment is purchased.  All federally-
funded property is identified by permanent markings on the equipment that signifies the 
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federal fund in which the equipment was purchased.  The database lists the item, item 
description with vendor, cost, source of funding (with prorated percentages if funding is from 
more than one source), Federal Award Identification Number (FAIN) (as of FY16), date of 
acquisition, serial number or other identifying number, location of equipment, use and current 
condition of equipment, and a record of disposition of item (if applicable).    Each item must be 
checked/noted on the inventory record specifically for condition and location.  Principals attest 
that the equipment is as identified on the inventory record submitted to the Federal Programs 
Director. The inventories are signed by both the person who physically checks for the federally-
funded purchased item and the principal or Federal Programs Director. The inventories are to 
be completed by mid-December of each year. Any loss, damage or theft will be investigated by 
the director of the federal program that purchased the equipment and a written investigation 
will be conducted.  Technology personnel help determine the condition of technical 
equipment. Adequate maintenance will be done to keep the property in good condition.  
Disposal occurs per the Pulaski County School District disposal procedures.  Hard and electronic 
copies of the inventories are filed with the Director of Federal Programs. 
 
Off-site Use of Equipment: 
If federally-funded equipment is used off-site, a sign-out sheet will be completed that contains 
the date the equipment was signed out, the purpose of the use of the equipment, the person 
responsible for the equipment, and the condition of the equipment before signing out and 
upon return. 
 
Equipment Use in Targeted Assistance Programs: 
Equipment that is purchased for a Targeted Assistance Program must be reasonable and 
necessary to implement a properly designed program.  If the equipment is used on a less than 
full-time basis, the equipment can be made available for other educational uses without 
interfering with its use in the Title I, Part A program.  Equipment can be used on other projects 
or programs currently or previously supported by the Federal Government providing such use 
will not interfere with the work on the projects or programs for which it was originally 
acquired. 
 
Equipment Use in Participating Private Schools: 
Control of the ownership of materials and equipment purchased with Title I funds for 
participating private schools shall be with Pulaski County School District.  Pulaski County 
Schools shall be responsible for administering the funds, materials, equipment, and property.  
The District will complete the requisition forms for ordering materials and/or equipment, will 
have the materials and equipment delivered to the district, will sign for the delivery, and will 
label the equipment as Title I funded.  The district will also deliver the materials and/or 
equipment to the private schools, store the materials and/or equipment in a secure location 
when not in use, and maintain an inventory of the materials and/or equipment. 
 
Inventory procedures, including allowable use of Title I purchased equipment, will be 
disseminated annually to Title I staff. 
 
UAR, Section 200.313 – Equipment 
 

School Properties Disposal Procedures – Exhibit, Descriptor Code: DO-E 



Pulaski County School System Procedures Manual 
 

 

P
ag

e6
5

 

Equipment purchased under Title I, Part A and/or other federal funds shall be disposed of in 
accordance with state law and procedures and Education Department General Administrative 
Regulations (EDGAR) 200.313(e), which provides that when equipment is no longer needed for 
its original purpose, it may be used for activities currently or previously funded by other federal 
programs. 

 
Capitalization Policy for Capital Assets, Board Policy Descriptor Code: DIB-R 
School Properties Disposal Procedures, Board Policy Descriptor Code: DO 

Purchase Order Signatures - List of staff:  

Federal Program Managers 

Title I      Staci Vickers 

Title II-A      Staci Vickers 

Title IV-A     Staci Vickers 

Title V      Staci Vickers 

Title VI/Flowthrough    Debbie Puckett      

21st CCLC     Laurie Obert-Thorn 

Perkins      Jody Heath 

Perkins Plus      Jody Heath 

School Nutrition     Donna Coats 

Central Office 

Superintendent     Al Pollard  

Asst. Superintendent / Federal Programs Director Staci Vickers 

 

Professional Learning Director   Staci Vickers 

 

Director of Operations    David Daniell 

 

Finance Director     Rene’ Coleman 

Asst. Supt. Secretary/Bookkeeper   Beverly Dunaway 

Secretary     Sheryl Carr 

Front Office/Maintenance/Transportation 
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TRAVEL 
 
All travel expenses must be considered necessary, reasonable, allowable and consistent with the written 
travel policy.  A necessary expense is one for which there exists a clear business purpose.  Policies and 
procedures are applied consistently to local and federal dollars.  Professional learning activities and 
travel require preapproval for allowability of participant and activity. 
 
Expense Statements: 

 
How to fill out an Employee Expense Statement 

• Fill out the employee information at the top of the expense statement.  All parts must be 
completed.  The statement must be submitted by the individual who incurred the expense. 

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

• The expense statement should not span over more than one month unless the specific trip was 
in two months. 

 
Travel Reimbursement Procedures 

Pulaski County School System follows the minimum guidelines outlined in the Statewide Travel Policy as 
a guideline for travel procedures. These guidelines can be located at the following website: 
https://sao.georgia.gov/state-travel-policy 
 

Please follow the procedures below to request travel reimbursement: 

*EMPLOYEE EXPENSE STATEMENTS SHOULD BE TURNED IN WITHIN 30 DAYS OF INCURRING EXPENSE 
Expenses submitted more than 60 calendar days after completion of the trip or event, if reimbursed, 
should be included in the traveler’s IRS Form W-2 as taxable income. 
 
1) Use the Pulaski County School System Employee Expense Statement form. 

2) Complete the Name and Address, Headquarters and Reporting Period sections. 

3) Complete each section in full: 

a. Date 

b. Time – Departed and Arrived  - This must correspond with the beginning and ending times 

of the event/sessions 

c. From / To and Specific Purpose of Trip  (example: Hawkinsville to Atlanta – GACTE 

Conference) 

d. Number of Miles  (Map Quest or Google Map - most direct route) 

  Employees who share a personal vehicle with another employee and do not claim 
reimbursement for mileage should indicate the name of the person they rode with and 
the dates of the trips on the travel expense statement. 

e. Meal section (overnight trips only) 

High cost areas in Georgia are limited to the following counties: Chatham, Cobb, 

DeKalb, Fulton, Glynn, and Richmond                                

https://sao.georgia.gov/state-travel-policy
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f. Lodging (Lodging should only be requested if PCBOE check was not requested in a timely 

manner; taxes will not be reimbursed)   

g. Other Expense – Must submit receipt to request reimbursement of other expense such as 

parking, on-site registration or resort fee. 

h. Total to be Reimbursed 

4) Employee Signature, Position, and Date 

5) If any section is not properly completed, the form will be returned for correction 

6) Supervisor’s Signature and Date 

7) Forward to the Central Office  

8) Central Office Approval – Professional Learning Administrator   

9) Fund – Professional Learning Administrator will designate fund  

10) Account Number – Finance Director will code 

11) Expense form will be forwarded to the Secretary/Bookkeeper. 

12) Allow a minimum of 10 days to receive payment 

All travel forms should have the following documentation attached: 

*An agenda from the conference with sessions attended highlighted and initialed by attendee 

*A computer generated map/directions to indicate mileage from departure location to 

destination location (Map Quest or Google Map, etc) 

*Receipt from hotel (if applicable) 

*All meals and lodging expenses will only be paid/reimbursed as required by the timing of the 

workshop/conference. 

 

It is highly encouraged that employees travel with others that are attending the same professional 

learning activity at the rate of 1 car per 4 employees. 

 
Mileage- Mileage must be based from the place of work to destination.  Mileage allowance is based on 
the rate sent from the state. This rate is subject to change. A MapQuest or similar map with exact 
mileage must be included with the Travel Expense Statement.  Parking fees at conference sites are 
reimbursable, but they do require a receipt. 
If a fleet (government owned) vehicle is available, BUT a personal motor vehicle is used, the employee 
will be reimbursed for business miles based on the applicable GSA Tier 2 Rate.  Combining State travel 
with personal travel does not, in and of itself, provide justification for using a private vehicle rather than 
a state-owned vehicle. 
 
Meals- Meals are reimbursed at $6.00 for breakfast, $7.00 for lunch, and $15.00 for dinner or a daily 
total of $28.00.  Travel regulations have been revised to allow a higher meal reimbursement for high 
cost areas in Georgia.  High-cost area reimbursements are $7.00 for breakfast, $9.00 for lunch, and 
$20.00 for dinner with a daily total of $36.00.  Meals will be reimbursed as required by the timing of the 
workshop/conference.  This is a stricter policy that the state guidelines which is in accordance with the 
Statewide Accounting Policy and Procedures (p. 4). 
Employees on State business who travel more than 50 miles from their primary work station on a work 
assignment AND are away for more than twelve (12) hours, may receive the eligible per diem allowance 
for the time traveling even when there is no overnight lodging. 
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Lodging- Lodging expenses may be reimbursed at a reasonable rate.  Should lodging be upgraded due to 
personal requests, concierge floor, suite, condominium, etc., the rate for comparable regular lodging will 
be reimbursed.  Hotel receipt must be attached to the expense statement.  When registering for lodging 
the employee should claim exemption from the local hotel sales tax.  The appropriate form is available 
from the Central Office in paper form.  Failure to submit the form at registration will result in the 
employee having to pay the hotel tax since it is not reimbursable.   
 
Travel (Lodging only) for approved Professional Learning opportunities 

(1) A purchase order should be completed by the person making the request.   

The following information must be provided:  Date, Vendor Name and Address, Ship To 

Address, Quantity, Description and Price 

    Must include: 
   Name, location and date(s) of conference 
   Arrival and departure dates 
   Name(s) of people attending 
   Attach copy of hotel confirmation and meeting agenda/registration 
   Amount - without tax 
   

 Person requesting the purchase must sign and date 

 Principal also must sign and date (If PO is coming from a school level) 

 If fund source is a Federal grant, the grant administrator must sign and date 

(2) Forward to the Central Office for processing (Allow 10 to 14 days for this process) 

   (a) Purchase order number is assigned by the Central Office Secretary/Bookkeeper 
(b) Professional Learning Administrator signs and dates the PO 

   (c) Finance Director reviews, initials and dates the PO 
 (d) Superintendent signs and dates the PO 
(e) Secretary/Bookkeeper distributes the four copies of the PO 

   Yellow – Central Office copy 
   White, Pink, Goldenrod – Person and/or school requesting the purchase 

(f) A check will be generated by the Finance Director. 
(g) The check must be picked up from the Central Office.  Hotel checks will not be 

         delivered through inner office mail. 
(h) Upon return, forward the final hotel invoice to the Finance Director.        

(3) If the above procedures are not followed and the hotel check is not generated by the time 

of departure, the lodging cost is the responsibility of the employee.  The employee can 

request reimbursement for the lodging cost (less taxes) on his/her travel reimbursement 

form. 
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Cancellation 
Travelers should not book nonrefundable rates or rates that require a deposit unless required by 
conference lodging. 
It is the traveler’s responsibility to understand the cancellation rules of the room confirmed.  No-show 
charges and penalties will not be reimbursed when the traveler does not cancel reservations within the 
allotted time.  Nonrefundable rates cannot be changed or cancelled; therefore, the traveler is accepting 
the risk of a non-reimbursable cancelation fee. 
In a case where all efforts have been taken, and a fee is still charged, an explanation must be provided 
when submitting the expense statement in order for the fee to be reimbursed. 
 
Travelers with Physical and/or Medical Conditions 
The impact of travelers with physical and/or medical conditions, while on State travel, should be 
considered on a case-by-case basis.  Each agency and department has the authority to provide 
reasonable accommodations during State travel for travelers with disabilities. 
 
Secure Approval 
The Federal Programs director must sign the employee expense statement before it is submitted to the 
central office for reimbursement.  Leave should be entered into Capitol Impact before the expense 
statement will be approved.  An agenda or sign-in sheet of the meeting/workshop/conference with the 
sessions attended highlighted and initialed must be included with the expense statement to show that 
the employee was in attendance.  Agenda or sign-in sheets are also required even if there are no travel 
expenses incurred.  Any costs exceeding state per diem must be preapproved by the Federal Program 
Director and require written explanation. 
 
The Superintendent’s expenses statements will be approved by the Chair of the Board of Education as 
designated by his/her signature. 
 
Time Line for Approval and Payment 
All expense statements should be submitted to the Accounts Payable Department within 30 days of the 
time the expense incurred.  When this time frame is followed, expense checks should be printed within 
10 days.  Expense statements received after 30 days may be declined for payment.  
 
*If an expense statement is not completed correctly, it must be returned to the employee.  
 

PERSONNEL 

New Employee Information Sheet 

An information sheet should be completed immediately upon the arrival of a new employee (certified 
or non-certified) and forwarded to Personnel Office.  All information should be completed so that 
his/her information can be entered into the Personnel and Payroll system.  If any questions arise, the 
Director over that position should be contacted.  At the beginning of the school year, The Payroll 
Director will send out employee information sheets along with the new hire information packet to the 
schools. Upon receiving the employee information sheets, the school designee should immediately place 
them in the employee boxes and instruct employees to make changes to their information in RED. 
Principals, Program Directors, and the Payroll Director are then to review the information sheets to 
verify the fund, function, object, and program codes for all employees.  If the codes are not correct, 
changes should be made in RED. 
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Any change in an employee’s working status at any time must be submitted to the Payroll Director. 
 

Stipends 
 
Stipends may be awarded only if conditions exist as specified in the SBOE Rule. There must be evidence 
that the knowledge, skills, practices, and dispositions gained are aligned to an approved plan, initiative, 
or goal and that participation in or facilitation of the professional learning has been 
implemented/demonstrated in the classroom/work setting.  An activity agenda and sign-in sheets must 
be submitted.  Stipends may only be awarded if participation occurs beyond regular contract hours, days 
or school year.  Stipends will be granted consistently with federal funds and nonfederal funds. 
 
Additional  Compensation 
 
Additional compensation is a one-time or on-going payment that is added to an employee’s salary when 
an employee goes above and beyond what is required of the contracted position.  Written approval 
must be received as to the purpose of the additional compensation.  Individual contracts must be 
developed that include the time frame, the amount to be paid, and the scope of the work to be 
completed.  These must be signed by the employee, the immediate supervisor, and the Federal 
Programs Director.  Documentation of the activities must be submitted before payment. 
 

TITLE I PURCHASING FOLLOWS, AT MINIMUM, ALL PULASKI COUNTY 
PURCHASING PROCEDURES 
 

1. The School or Department fills out a purchase order requisition. 

2. Requisition is sent to the Title I Director for review. 

3. The Title I Director then reviews the requisition to assure that the purchase is included in the 

schools School Improvement Plan. 

4. The Title I Director then signs off on the requisition and forwards the requisition to the Finance 

Director for review. 

5. The Finance Director then reviews the requisition and signs off on the requisition. 

6. The Finance Director forwards the requisition to the Purchase Order Clerk.  

7. The Purchase Order Clerk assigns a P.O. number, logs the P.O. in and orders the merchandise. 

8. The Purchase Order Clerk returns the P.O. to the school or department that made the 

requisition. 

9. When the merchandise arrives the school or department signs that the merchandise is 

accounted for and returns the P.O. to Accounts Payable for Payment. 

AUDITS 

Accurate, current and complete records and source documents are maintained for audit purposes that 
identify adequately the source and application of funds for federally-funded activities.  These records 
must contain information pertaining to Federal awards, authorizations, obligations, unobligated 
balances, assts, expenditures, income, interest, and comparison of expenditures with budget amounts 
and be supported by source documentation. 
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The annual audit of all funds is conducted by the GA Dept. of Audits (DOAS).  At the conclusion of the 
audit process, the Superintendent and Director of Finance and Student Information Systems meet with 
the DOAS regional director and the auditor-in-charge to discuss any finding or recommendations.  
Following the exit conference the district receives a written copy of all findings and recommendation 
points.  In the event a finding is related to a particular program rather than general financial matters, 
the Director of Finance meets with each program director to discuss and establish a corrective action 
plan (CAP).  The Finance Director submits required written responses to all findings which are included 
in the final audit report which is available to the public.  
 

 
CASH MANAGEMENT/DRAW DOWNS 
 
State Revenue (QBE Payment) 

The official allotment sheet for Pulaski County School System can be found on the GADOE website.  

These funds are received monthly basis.   

* A copy of the QBE payment advice is printed from the GADOE website. 

http://www.doe.k12.ga.us/fbo_financial 

* The funds are then receipted in a pre-numbered receipt book by the Secretary and posted in PC 

Genesis by the Finance Director. 

* Payment Advices are filed by fiscal year and maintained in the Finance department. 

Bright from the Start Funds   (Pre-K) 

The EFT Payment Advice for Pulaski County School System can be found on the DECAL website.  These 

funds are received on a monthly basis for ten months, August through May. 

* A copy of the payment advice is printed from the DECAL website. 

 https://www.panda.decal.ga.gov 

* The funds are then receipted in a pre-numbered receipt book by the Secretary and posted in PC 

Genesis by the Finance Director. 

* Payment Advices are filed by fiscal year and maintained in the Finance department. 

School Nutrition Payments 

The Pulaski County School Nutrition Program receives state and federal funds from the Georgia 

Department of Education. 

 

* The state amount is determined by GADOE and is distributed on a monthly basis. 

http://www.doe.k12.ga.us/fbo_financial
https://www.panda.decal.ga.gov/
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*  The School Nutrition Bookkeeper prepares the DE106 claim from the monthly reports submitted 

by each school.  These reports have been reviewed and signed by each school’s cafeteria 

manager. 

*  The School Nutrition Bookkeeper submits the DE106 to the SNO (School Nutrition On-line) 

program for reimbursement. 

*  The School Nutrition Bookkeeper enters the receivable into PCG and forwards a copy to the 

Finance Director. 

*  The copy of the receivable is maintained in a “Receivables” folder in the office of the Finance 

Director. 

*  The Finance Director checks the GADOE portal weekly for notification of payment of School 

Nutrition funds. 

*  When funds are received, the Finance Director prints the payment advice from the GADOE 

portal and compares it to the receivable generated by the School Nutrition Bookkeeper. 

*  The payment advice is given to the Front Office secretary to receipt in a pre-numbered receipt 

book. 

*  The Finance Director enters the receipt into PCG.  

*  Funds are then transferred from the General Fund account to the School Nutrition account 

through an on-line bank transfer.   

*  The Finance Director enters the information into the on-line bank program.  The Superintendent 

or his/her designee has to review and approve the transaction in the program. 

*  The Finance Director enters a journal entry into PCG to record the transfer of funds. 

*  School Nutrition receives a copy of the Bank Transaction Summary Report for their records. 

*  Receipts and supporting documentation are maintained in the Finance Department. 

Local Funds (Ad Valorem Taxes) 

The Pulaski County School System utilizes the Pulaski County Tax Commissioner’s office to collect the  

ad valorem taxes due to the school system.  The Pulaski County Tax Commissioner’s office withholds a  

 fee of 2.5 % for this service. 

 

* Checks are picked up from the tax office by the Central Office Clerk.  The person picking up the 

 checks at the tax office is required to sign indicating receipt of the checks. 

* The funds are then receipted in a pre-numbered receipt book by the Secretary.  A copy of each 

check 
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 is made to attach to the receipts. 

* The Finance Director completes the deposit for the clerk to carry to the bank.   The receipts are 

posted in PC Genesis by the Finance Director. 

* Receipts and supporting documentation are filed by fiscal year and maintained in the Finance 

department. 

Other Funds 

All other funds received by the Pulaski County School System should be forwarded to the Front office 

Secretary at the Central Office.   If the funds are in the form of a check, make a copy of the check and 

attach to the receipt. 

* The funds are then receipted in a pre-numbered receipt book by the Secretary. 

* The Finance Director completes the deposit for the clerk to carry to the bank.   The receipts are 

posted in PC Genesis by the Finance Director. 

* Receipts and supporting documentation are filed by fiscal year and maintained in the Finance 

department. 

Interest Income 

Various bank accounts held by the Pulaski County School System earn interest.  Bank Statements are 

forwarded to the Front Office Secretary. 

* The interest amount by account is then receipted in a pre-numbered receipt book by the 

Secretary and posted in PC Genesis by the Finance Director. 

* Bank statements are then reconciled and initialed by another individual not involved in the 

receipt process. 

* After reconciliation, each bank statement is reviewed and initialed by the Superintendent and 

the Finance Director. 

LEAs that participate in Federal Programs with the GaDOE will draw down Federal funds on a 
reimbursement basis for all allowable expenditures incurred in their respective program.  An incurred 
expenditure is one in which the LEA has received, even if no payment was made.  This will include goods 
and services received such as salaries, consumed utilities, rent and supplies. The timing and amount of 
payments must be as close as administratively feasible to the actual disbursements.  Drawdown of funds 
will be made as close as possible to the actual expenditure of funds.  Expenditures will be reviewed 
monthly by the Finance Director, the Federal Programs Director, the Superintendent, and the Director of 
the specific grant.  The Finance Director will be responsible for the actual drawdown using Form DE147 
(GOARS) and accounting records of expenditures that support the request of funds.  The following 
procedures will be followed: 
 
Requesting Grant Funds thru GAORS 
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Pulaski County Board Education receives various State and Federal grants.  Most grants utilize GAORS as 

the method for disbursing funds.   

• The amount of the requisition is calculated by examining prior period expenditures, recurring 

expenditures, such as salaries and benefits, and estimated current period expenditures.  Pulaski 

County BOE utilizes an Excel spreadsheet to track these calculations. 

• The claim is processed through GAORS by the Finance Director. 

• Once completed, the Excel spreadsheet along with supporting documentation is reviewed and 

approved by the Federal Program Director and the Superintendent. 

• A copy of the requisition of funds is maintained in a “Receivables” folder.  Once the requisition is 

processed, the grant payment advice is compared to the requisition of funds to ensure that all 

funds have been received.   

• The funds are then receipted in a pre-numbered receipt book by the Secretary and posted in PC 

Genesis by the Finance Director. 

• The requisition of funds and the grant payment advice are filed by fiscal year in a program folder 

by grant.  These records are maintained in the Finance department. 

• Drawdowns are limited to one each month during the grant period.  A monthly drawdown is 

limited to 20% of the approved budget balance. 

• The legally binding certification must include the following statement on all completion reports 

and vouchers requesting payment (DE0147) (2 CFR 200.415): 

By signing this report, I certify to the best of my knowledge and belief that the report is true, 

complete, and accurate, and the expenditures, disbursements and cash receipts are for the 

purposes and objectives set forth in the terms and conditions of the Federal award.  I am aware 

that any false, fictitious, or fraudulent information, or the omission of any material fact, may 

subject me to criminal, civil or administrative penalties for fraud, false statements, false claims 

or otherwise. (US Code Title 18, Section 1001 and Title 31, Sections 3729-3730 and 3801-3812). 

If an LEA is found to have spent funds inappropriately or has drawn down more money that they have 
spent, then funds will be refunded to the GaDOE.  Furthermore, if the LEA is found to have earned 
interest over $500 due to excess drawdowns of funds during the period of performance, then the LEA 
must comply with 2 CFR Part 200.305(b)(9) and remit the additional interest earned.  The GaDOE also 
reserves the right to take further corrective action as necessary, including a more restrictive 
reimbursement method of submitting invoices prior to being reimburse. 
 
Requesting 21st CCLC Reimbursement 

• The 21st CCLC grant is a reimbursable grant. 
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• As stated in the 21st CCLC guidelines, reimbursement requests are due by the 15th each month 

for the prior month’s expenditures. 

• At month end, computer reports are generated to verify program expenditures for the period to 

be reimbursed.  An Excel spreadsheet is utilized to track year to date expenditures and revenue 

in addition to the computer reports.  After the reports are reviewed for accuracy, the required 

documentation for reimbursement is compiled.   

• The Invoice is processed through GAORS by the Finance Director. 

• A copy of the invoice and supporting documentation is maintained in a “Receivables” folder.  

Once the request has been approved and processed, the grant payment advice is compared to 

the invoice to ensure that all funds have been received.   

• The funds are then receipted in a pre-numbered receipt book by the Secretary and posted in PC 

Genesis by the Finance Director. 

• The grant payment advice is filed in a program folder by grant. 

• The invoice and supporting documentation are filed by month and maintained in the Finance 

department. 

COMPLAINT PROCEDURES 

Board Policy GAE(2) describes the complaint and grievances procedures for certified personnel.  
Parents/school communication is described in student handbooks and on the website.  Parents are 
expected to address complaints or grievances beginning at the school level with the teacher first and 
then the administration.  Central office personnel should be contacted next should parents feel the 
issues have not been resolved.  If still unsatisfied, the superintendent should be contacted.  Parents 
have the right to speak to the Board of Education through public participation at a Board of Education 
meeting.  Conferences forms/notes/minutes are kept on file as documentation of the issues.  Complaint 
procedures are described and a form for documenting complaints is located in the administrative 
handbook.  The complaint procedures describe grounds for complaints, federal programs for which 
complaints can be filed, filing and investigation of a complaint, as well as rights to appeal.  The GADOE 
address to which complaints should be filed is included in the procedure. Information regarding the 
complaint procedures is sent home to all parents of Title I students.   
 
Forms for complaint are available at the superintendent’s office, the Federal Programs Director office, 
and online at the county website under Federal Programs. 
 

Complaint Procedures under the ESEA  

A.   Grounds for a Complaint 

Any individual, organization or agency (“complainant”) may file a complaint with the Pulaski County 
School District Board of Education if that individual, organization or agency believes and alleges that a 
violation of a Federal statute or regulation that applies to a program under the No Child Left Behind Act 
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has occurred.  The complaint must allege a violation that occurred not more than one (1) year prior to 
the date that the complaint is received, unless a longer period is reasonable because the violation is 
considered systemic or ongoing. 
 
B.   Federal Programs for which complaints Can Be filed are Title I, Part A; Title I, Part C; Title I, Part D; 
Title II, Part A; Title III, Part A; Title IV, Part A; Title V; Title VI, Part B; Title X, Part C—McKinney-Vento 
Act; School Improvement 1003(a) and 1003(g) (SIG); and IDEA.   
 
C.    Filing a Complaint 
A formal complaint must be filed in writing to the Pulaski County School District superintendent or 
his/her designee. 
The complaint must include the following: 

1. A statement that the LEA has violated a requirement of a Federal statute or regulation that 
applies to an applicable program; 

2. The date on which the violation occurred; 
3. The facts on which the statement is based and the specific requirement allegedly violated 

(include citation to the Federal statute or regulation); 
4. A list of names and telephone numbers of individuals who can provide additional information; 
5. Copies of all applicable documents supporting the complaint’s position; and 
6. The address of the complaint. 

 
D.    Investigation of Complaint 
Within ten (10) days of receipt of the complaint, the Superintendent or his/her designee will issue a 
Letter of Acknowledgement to the complainant that contains the following information: 

1. The date the Department received the complaint; 
2. How the complainant may provide additional information; 
3. A statement of the ways in which the Department may investigate or address the complaint; 

and 
4. Any other pertinent information. 

If additional information or an investigation is necessary, the Superintendent will have sixty (60) days 
from receipt of the information or completion of the investigation to issue a Letter of Findings.  If the 
Letter of Findings indicates that a violation has been found, corrective action will be required and 
timelines for completion will be included.  Either the 30-day or the 60-day timelines outlined above may 
be extended, if exceptional circumstances exist.  The Letter of Findings will be sent directly to the 
complainant. 
 
E.   Right of Appeal 

If the complaint cannot be resolved at the local level, the complainant has the right to request review of 
the decision by the Georgia Department of Education.  The appeal must be accompanied by a copy of 
the Superintendent’s decision and include a complete statement of the reasons supporting the appeal. 
The complaint must be addressed to: 
Georgia Department of Education 
Office of Legal Services 
205 Jesse Hill Jr. Drive SE 
2052 Twin Tower East 
Atlanta, GA  30334 
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PULASKI COUNTY SCHOOL DISTRICT 

Complaint Form for Federal Programs under the No Child Left Behind Act of 2001 
Please Print 

Name of (Complainant): 

Mailing Address: 

Phone Number (home): 

Phone Number (work): 

Person/department complaint is being filed against: 

Date on which violation occurred: 

Statement that the Pulaski County School District has violated a requirement of a Federal statute or 

regulation that applies to an applicable program (include citation to the Federal statute or regulation) 

(attach additional sheets if necessary): 

 

The facts on which the statement is based and the specific requirement allegedly violated (attach 

additional sheets if necessary): 

 

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

Please attach/enclose copies of all applicable documents supporting your position. 

Signature of Complainant:                                                          Date: 

 

Mail or deliver this form to: 

Pulaski County School District Superintendent 
Pulaski County School District 
72 Warren Street 
Hawkinsville, GA 31036 
 

Date Received: 

Date of Response to Claimant: 
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ETHICS 

Principals are required to discuss policies at a faculty meeting at the beginning of the year.  The Assistant 

Superintendent will speak specifically to the principals regarding ethics and fraud during an 

administrative meeting and instruct principals on the Compliance Director Modules that each staff 

member must complete online.  Every staff member is required to complete a Compliance Director 

module on the Code of Ethics by October 1st.  This module also includes information on moral turpitude.   

This requirement is checked by the Assistant Superintendent’s secretary and by the building principals. 

Principals are to discuss the same information with their personnel.  The Pulaski County School District 

Fraud Regulation describes the definition, staff responsibilities, and internal controls/investigations.  

WASTE, FRAUD, ABUSE AND CORRUPTION 

Procedures for Reporting Fraud, Waste, Abuse, and Corruption 

To ensure that the reporting of suspicion of fraudulent activity occurs, the Pulaski County Board of 
Education ensures employees, constituents, and providers shall have confidential channels to report 
suspicious activity. 
 
Fraud is a false representation of a matter of fact, whether by words or 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. 
 
Waste is the intentional or unintentional, thoughtless or careless expenditure, consumption, 
mismanagement, use or squandering of resources owned or operated by the school system.   
 
Abuse is the excessive or improper use of something; the intentional destruction, diversion, 
manipulation, maltreatment, or misuse of resources owned or operated by the school system; or abuse 
of one’s position or authority. 

 
Corruption includes dishonest proceedings, bribery, debasement, alteration, or perversion of integrity.  
Corruption threatens equal access, quantity and quality of education. 
 
All Pulaski County employees must annually complete the Code of Ethics module using Compliance 
Director.  The Board Policy DIE and the procedures will be disseminated to all employees through the 
Employee Handbook. 
 
The Board thoroughly and expeditiously supports the investigations of any and all reported cases of 
suspected fraud, waste, abuse, and corruption to determine if disciplinary, financial recovery, and/or 
criminal action should be taken. 
 
All reports of suspected fraud, waste, abuse, and corruption shall be handled in the strictest manner of 
confidentiality possible.  Only those directly involved in the investigation should be given information.  
Informants may remain anonymous if and when possible, but should be encouraged to cooperate with 
investigators and should provide as much detail and evidence of alleged fraudulent activity as possible. 
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Procedures 

1. Anyone suspecting fraud, waste, abuse, or corruption concerning federal, state or local programs 
should report their concerns to the Superintendent or his designee. This specifically applies to Title I, 
Part A; Title I, Part C; Title I, Part D; Title II, Part A; Title III, Part A; Title VI, Part B; Title X, Part C—
McKinney-Vento Act; School Improvement 1003(a) and 1003(g) (SIG); and IDEA.  If the suspected 
fraud, waste, abuse, or corruption implicates the Superintendent, the informant shall report the 
information directly to the Board Chair. 

2. Any employee of the school system who receives a report of suspected fraudulent activity shall 
report this information within the next business day to the Superintendent or designee.  Employees 
have the responsibility to report suspected fraud, waste, abuse, or corruption immediately.  All 
reports can be made in confidence. 

3. The Superintendent or designee shall conduct or cause to be conducted an investigation of 
employees, providers, contractors, or vendors as necessary and appropriate.  In a case where the 
Superintendent is suspected of involvement in fraud, waste, abuse, or corruption the Board Chair or 
his designee shall conduct or cause to be conducted the investigation. 

4. Periodic communication should emphasize the responsibilities and channels to report suspected 
fraud, waste, abuse, or corruption. 

 

Pulaski County Administrative Regulations for Reporting Fraud, Waste, Abuse, or Corruption 

• This procedure is established to facilitate the development of controls concerning fiscal matters that 
aid in the detection and prevention of waste, fraud, abuse and corruption against the Pulaski County 
Board of Education.  It is the intent of the District to promote consistent organizational behavior by 
providing guidelines and assigning responsibility for the development of controls and conduct of 
investigations.  These procedures apply to acts involving employees as well as consultants, vendors, 
contractors, and any other parties doing business with the District. 

• Management is responsible for the detection or prevention of fraud, misappropriations, and other 
inappropriate conduct.  Each employee is responsible for reporting indication of irregularity.  Any 
fraud, waste, abuse, or corruption that is detected or suspected must be reported to the 
Superintendent. 

Dr. Al Pollard 
Superintendent 
Pulaski County Schools 
72 Warren Street 
Hawkinsville, GA  31036 
478-783-7200 
apollard@pulaski.k12.ga.us 

• The Superintendent has the primary responsibility for the investigation of all suspected fraudulent 
financial acts as defined herein.  If the investigation substantiates that fraudulent activities have 
occurred, final action or resolution will rest with the Board. 

• Investigations related to fraud will be treated with confidentiality.  Investigation results will not be 
disclosed or discussed with anyone other than those who have a legitimate need to know. 
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TESTING REGULATIONS AND PROCEDURES 
 
Pulaski County shall adhere to all written regulations and procedures relating to testing and test 
administration, including the distribution and collection of test materials, test security, use of test 
results and official testing dates established in the Student Assessment Handbook and other 
correspondence from the GaDOE Assessment Division with regards to the following (not inclusive): 

• Assessment guidelines shall be reviewed annually 

• Individual student assessment scores shall become a part of the student’s records as 
soon as possible after testing and records shall follow students to their new schools 
when requested as specified in Rule 160-5-1-.14 

• Scores for an individual student shall be made available only to said student, to the 
parent(s) or legal guardian(s) of said student, and to appropriate local, state, and federal 
governmental agencies as provided by state and federal law 

• Any person involved directly or indirectly in the assessment process of all state-
mandated assessments shall be properly trained 

• Allegations of failure to follow procedures required for appropriate and secure 
administration of state-mandated assessments shall be reported to the GaDOE and the 
Ethics Division of the Professional Standards Commission 

• All students shall be assessed in English 

 
Data Quality Issues: 

Pulaski County shall assess all students using the state-designated assessment instruments, as required.  
Test scoring should be reliable and valid.  All students will appropriately participate in the Statewide 
Student Assessment Program.  Standard administration of tests should be given unless the student has 
an accommodation.  Students with disabilities or students who receive EL services will receive 
accommodations in accordance with their IEPs, IAPs, or EL plans. 

Certified educators (teachers, counselors, administrators, and paraprofessionals) must administer all 
assessments. 

Dissemination of scores and test data interpretation shall be appropriately given to the stakeholders.  
The LEA will annually inform the citizens residing within its area about the achievement of all enrolled 
students by the school and the system.   

Test Material Distribution: 

Test materials shall be secured before, during, and after testing and scoring to ensure fair assessment of 
all students.  Due to testing being mainly online, the materials sent from the GaDOE/EDirect are 
primarily examiner and coordinator manuals. 

Before distributing testing materials to the schools, they will be stored in a secure central location.    

• The System Test Coordinator (SyTC) will verify the count of the testing material for paper/pencil 
and online administration and then distribute the materials to the School Testing Coordinator 
(STC) between two to five days prior to the testing date. 

• The STC will verify the counts of the testing materials when it is secured in the school.  Any 
discrepancies will be reported to the SyTC. 
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• The STC and the school principal are responsible for test storage and security once the tests are 
distributed to the schools and once online test tickets are printed. 

• Whenever paper/pencil or online administration materials are not in use, they must be stored in 
a secure locked location with restricted access.  No student, teacher, or other school personnel 
must have access to test booklets or questions prior to testing. 

• The STC will keep a log of testing materials that are distributed to the testing examiners (TE).  
This will include the number of tests/test tickets that the TE received and a roster of the 
students the TE tested. 

• All testing materials will be carefully counted by the TE when received.  Any discrepancies will be 
reported to the STC to be resolved. 

 
STCs will be trained in their responsibilities by the SyTC.  The STCs will make sure that everyone who 
assists them with test administration is aware of his/her testing responsibilities for each testing 
administration and the each means of administration – paper/pencil or online.  Staff members who 
are not involved in testing should also be aware of the school’s responsibility for test security.  
Paraprofessionals, custodial staff, and others in the school who may be in classes during testing or 
may be in the area where tests are stored, even though they do not have direct access to tests, 
should be aware of the security rules. 

Return of Testing Materials: 

The TEs must carefully count and return all testing materials to the STC as soon as testing is 
completed each day. 

Testing materials must be counted and verified by the STC and returned to the central location and 
to the SyTC as soon as possible, but no later than three days after all test administration has been 
completed. The test counts will be confirmed by the SyTC and verified with counts from the STC and 
the system/school packing lists.  Paper tests will then be packaged and shipped appropriately.  
Online test tickets will be maintained securely until scores are received for the students.  Once it is 
confirmed that all students have received scores and that there are no outstanding irregularities 
surrounding the students’ test administrations, test tickets will be securely destroyed. 

The principal at the school that is administering the assessment must complete, sign, and return to 
the SyTC a Principal’s Certification Form for each assessment.  These Forms must remain in the 
system for five years.  

Security Breaches: 

Any signs of testing irregularity must be dealt with immediately. The TE should contact the STC if any 
cheating or security violations are suspected.  The STC, in turn, notifies the SyTC.  The steps for the STC 
to report a testing irregularity are as follows: 

• Communicate with the SyTC about a possible testing irregularity. 

• The SyTC will provide guidance to investigate the possible testing irregularity. 

• A written narrative must be provided by parties involved in the irregularity.  

• All documentation must be returned to the SyTC. 
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The SyTC will be responsible for the following items in the case of a testing irregularity: 

• Collecting Testing Irregularity Forms and documentation from the STCs. 

• Compiling documentation for each incident reported. 

• Calling the assessment specialist in the Assessment Administration Division to determine 
appropriate coding for student answer documents. 

 

The Assessment Administration Division will inform the local district if it is required to report the 
irregularity to the Professional Standards Committee.  

Failure to comply with test administration procedures could adversely affect an individual’s certification 
status. Such must be reported to the GaDOE and may be referred to the Educators Ethics Division of the 
Professional Standards Commission as failure to adhere to established policies and procedures. 
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SECTION 7:   WITHIN DISTRICT ALLOCATION PROCEDURES 

All schools are required to have School Improvement Plans. It is the responsibility of the Principal to 

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

following School-wide program checklist.  Schools plans are reviewed and revised annually with parents 

and other stakeholders (teachers, principals, administrators, and other school personnel).  Each school 

will hold an annual meeting in late Spring or early Summer where all stakeholders are given the 

opportunity to review the school plan and make comments.  All parents, teachers, administrators, and 

other school personnel will be invited to the meeting to provide input.  All schools will notify 

stakeholders in multiple ways: notice of the meeting dates on each school’s marquee, in the local 

newspaper and on the web site; parents and other stakeholders will be notified by invitation sent  from 

each individual school or the district office; and, all stake holders will be notified using each school’s 

phone messaging system.  Parents that cannot attend the meeting will be given the opportunity to 

obtain a copy from each school and submit input before the final revisions are approved.  The Principal 

in each school will be responsible for collecting the required Information (agenda, meeting notes, and 

sign in sheets).  Each school will hold its meeting within the first month of school. The revision date will 

be clearly marked on each plan.    

ATTENDANCE AREA DETERMINATIONS  

Attendance area determinations are calculated using the previous year’s October FTE count of children 

eligible for free/reduced price meals under the Richard B. Russell National School Lunch Act and the 

October FTE enrollment report.  These numbers are placed in the attendance area determination 

worksheet provided by GADOE and are then rank ordered from highest to lowest percentage 

free/reduced lunches.  Pre-K counts are automatically deducted in the document.  Schools are grade 

span grouped and rank ordered for per pupil allocation calculations, which are highest to lowest per the 

percentage poverty or in a rank such that a school ranked at a higher poverty receives no less per pupil 

allocation than the lower ranked per pupil allocation.  

RESERVATION OF FUNDS 

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

meet the needs of homeless children and youth.  The school social worker who is also the Homeless 

Liaison, works, consults and trains school personnel including: counselors, assistant principals, academic 

coaches, as well as clerks, teachers, principals, and bus drivers to identify children in homeless 

situations.  A home survey is also used to identify homeless students.  The Title I director and Homeless 

Liaison are consulted if a student is found to need transportation to a school of origin and one of them 

will make arrangements through the transportation department.  Needs assessments are conducted by 

the school counselors when a child is identified as homeless.  The Homeless Liaison is contacted and she 

will provide the needed supplies. 

Foster Children:  The Homeless Liaison also serves as the Foster Child Contact.  Foster parents and/or 

DFCS will advise the school if there is a foster child enrolling.  A transportation plan has been filed with 
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GaDOE to address any concerns to practically allow the foster child to continue in his/her school of 

origin. 

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 are no facilities in Pulaski County. 

Private Schools:  Pulaski County School District currently has no Private Schools that have chosen to 

participate in the Title I program. If Pulaski County School District ever has any Private School to choose 

to participate all Title I regulations for Private school participation will be followed.  
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SECTION 8:   SERVICES FOR HOMELESS CHILDREN AND YOUTH 

The LEA has implemented a rigorous process for the identification of homeless children in the district.  In 

collaboration with school personnel and community organizations, the Parent Coordinator and/or 

Homeless Liaison make contact with every student and/or their parents that have indicated they could 

be identified as homeless in the community.  The identification process includes but is not limited to the 

following methods: (1) Parents, caretakers or unaccompanied youth contact the LEA in response to fliers 

posted in every school, post office, grocery store, DFCS and Health Department (2) The student was 

identified as homeless when he/she enrolled in school because of the answers on the residency 

questionnaire that is in every enrollment packet in our district (these student questionnaires are turned 

into the parent coordinator when they are checked “yes” for having a temporary, irregular or  

inadequate nighttime residence). These forms are turned into the LEA to the school data or enrollment 

clerks. (3) A recent tragedy such as house fire or family tragedy has occurred and left the family 

temporarily homeless or having to live “doubled up” with other family members. In this situation, the 

LEA is usually notified by school administration and/ the school counselor. (4) If the school is not CEP, 

homeless students and/or families are also identified through school cafeteria personnel when they fill 

out free/reduced lunch forms and if they indicate on that form that they are homeless, and then the LEA 

is notified immediately. (5) Unaccompanied Youth are often identified when they enroll in school or 

change their status of enrollment to “independent”, which usually indicates there is no parent/guardian 

responsible for this student.  The LEA then makes contact with that student and keeps a copy of the 

Affidavit (if available) that identifies them as being solely responsible for themselves. In each of these 

possible scenarios of identification, the parent coordinator and/or homeless liaison makes contact with 

these students and parents/guardians if necessary and ensures that there are no barriers to enrollment, 

attendance, school performance, lunch, transportation, clothing and school supplies.   

Pulaski County School District’s Homeless Liaison and the Title I Director meet at minimum, yearly with 

school personnel to discuss the requirements of the McKinney-Vento Homeless Education Act. Among 

the topics discussed are the transportation requirement for schools of origin and the definition of and 

services for students identified as homeless.  The Homeless Liaison supervises and works very closely 

with the school guidance counselors and transportation director to assure students receive the services 

they need.  She provides new or additional posters and assures these are placed where parents can 

readily see them. 

Each school conducts a home survey update at the beginning of each year to enable the system to 

update records and to determine if there were any homeless situations of which the schools are 

currently unaware.  The Homeless Liaison makes visits to these situations to update their status at the 

beginning of each year and to determine specific needs.  She is the key liaison between all the social 

services and the community and civic groups who can ensure that resources are available for homeless 

children and youth.  Administrators and other staff members are made aware of the system’s obligation 

to serve homeless children and youth through administrative meetings and school staff meetings. 

Homeless set-aside funds are available for identified homeless students in the high school which is a 

non-Title I school. 
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SERVICES FOR FOSTER CARE CHILDREN 
 
The LEA Parent Coordinator/Homeless Liaison will serve as the LEA Foster Care Point of Contact. This 

individual will assume responsibility for communication and coordination with DFCS personnel, foster 

parents, LEA transportation department, and LEA Superintendent to ensure best-interest placement, 

immediate school enrollment, timely records transfer, and un-delayed transportation.   

It is the responsibility of DFCS to notify LEA Foster Care Point of Contact if a Pulaski County student is 

placed in a home outside of the county so transportation plan can be implemented. In the case that a 

Pulaski County student is placed in a home within the county, DFCS will notify LEA Foster Care Point of 

Contact, who will notify school personnel so student(s) can be transferred to appropriate bus route 

immediately.  

Coordination will occur between DFCS personnel, LEA Foster Care Point of Contact, and foster parent, to 

determine “best-interest” school placement, ensure timely enrollment, coordinate transfer of records, 

and organize transportation to designated school. All participating parties will strictly follow FERPA 

guidelines during the coordination process. Because Pulaski County has only one school at each grade 

span, transportation cost issues would only arise if student were placed in a different county. In that 

case, the following plan will be implemented:  

• LEA will pick up and deliver child at agreed-upon point at county line.  

• Child will be transported to county line pick-up point by foster parent or by DFCS-contracted 

transport company.   

LEA will be responsible for costs associated with any bus re-routing; DFCS will be responsible for costs 

associated with transportation of child to county line. Disputes will be forwarded to LEA Foster Care 

Point of Contact and DFCS Custody County Director for resolution. Final determination of payment will 

be made by the LEA Superintendent. Transportation of foster child to appropriate school will begin 

immediately and continue without delay or interruption while payment disputes are resolved.   
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SECTION 9:  SERVICES FOR NEGLECTED AND DELINQUENT CHILDREN 

Currently there are no facilities that exist in or near Pulaski County School District.  If facilities 
were to open within the district’s geographic boundaries, the reservation (set aside) amount 
would be provided by GaDOE in the Title I, Part A allocation letter and worksheet.  The Annual 
survey of Local Institutions for Neglected and Delinquent children is completed by the Federal 
Programs Director annually.   

 

 

 

 

SECTION 10:  PREVENTION AND INTERVENTION PROGRAMS FOR CHILDREN 
WHO ARE NEGLECTED, DELINQUENT, OR AT-RISK 
  (Title I, Part D, Subpart 2) 

 
Currently there are no facilities that exist in or near Pulaski County School District. 

 
 
 
 
 
 
 
 

SECTION 11:  RURAL AND LOW INCOME SCHOOLS PROGRAM 
  (Title V) 
 
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. REAP consists of two separate programs: the Small, Rural School Achievement (SRSA) 

program and the Rural and Low-Income Schools (RLIS) program.  

Funds received under this program may be used to carry out activities authorized under one or more of 

the following federal programs: 

Title I, Part A (Improving Basic Programs Operated by Local Educational Agencies) 
Title II, Part A (Supporting Effective Instruction) 
Title III (Language Instruction for Limited English Proficient and Immigrant Students) 
Title IV, Part A (Student Support and Academic Enrichment Grants) 
Parental involvement activities 
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SECTION 12:  TITLE II, PART A 

Title IIA 
 
The Improving Teacher Quality program increases student achievement by promoting the use of 
scientifically-based professional development and holding districts and schools accountable for 
improvements in student achievement performance. 
 
Title IIA will fund training for school-level administrators and core academic teachers and 
paraprofessionals, along with materials associated with the training.  All activities supported with this 
fund must be based on a review of scientifically-based research that shows how such interventions are 
expected to improve student achievement.  Schools must: 
  

• Ensure that activities are aligned with state standards and explain how selected programs will 
result in improvement to student academic achievement 

• Coordinate the program with other professional development programs 

• Develop professional development activities in a collaborative fashion and seek the input of 
administrators, principals, teachers, paraprofessionals, parents, and other stakeholders. 
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Procedure to ensure annual Title II needs assessment is conducted which includes all 

components, source documentation, and appropriate required stakeholders. 

 
Pulaski County School District ensures that the Needs Assessment and Planning Processes are done in 
collaboration with the appropriate stakeholders to identify needs for the current fiscal year and how to 
best improve the system’s activities.  In the spring of each year, school administrators, teachers, 
paraprofessionals and other appropriate school personnel complete a survey to assist the district in 
identifying needed professional learning activities for the upcoming year(s).  The Needs Assessment 
process will also include examining student achievement data, teacher recruitment and retention data, 
professional qualifications of teachers and paraprofessionals, class size data and TKES/LKES data.  Also in 
the spring of each year, the Title II-A Director notifies selected stakeholders to participate in the Title IIA 
planning.  This includes school administrators, teachers, other school staff, parents, community business 
leaders, and representatives from higher educational institutions.  Surveys are administered to this 
group and input is gathered. 
 
Once data/input is collected, district-level meetings will be held to make decisions regarding prioritized 
needs and equity concerns. 
 
The Needs Assessment will address the following components:   

1.  Student Achievement 
2. Professional Learning 

a. Teacher Development 
b. Leader Development 
c. Professional Growth 
d. Private School Professional Learning 

3. Personnel 
a. Teacher and Leader Recruitment 
b. Teacher and Leader Retention 
c. Teacher Experience and Effectiveness 

4. Factors that Impact the Learning and Work Environment 
5. Title II, Part A Grant Administration 

 
Supporting documentation will be kept on file by the Title IIA Coordinator to support the data summary 
and needs analysis.  This data, along with the effectiveness of prior corresponding expenditures, will 
determine the needs that will be reported in the CLIP and Equity Plan and will guide the strategies that 
will be included in the budget. 
 
Possible Source Documentation: 
 Needs Assessment Worksheets from administrators 
 CCRPI Data 
 Stakeholder surveys with summary data 
 SACS reports 
 Enrollment Data 
 Class size reduction worksheets 
 Agenda and sign-in sheets from School Forum meeting 
 Prior year Effectiveness Plan 



Pulaski County School System Procedures Manual 
 

 

P
ag

e9
0

 

 

Equity Plan Procedures 
 
Pulaski County School District’s Equity Plan is revised each spring using the Equity Gap data profile, the 
system’s comprehensive need’s assessment, surveys and other forms of current data.  The Equity Plan 
serves as the plan detailing professional learning and effective equitable practices among teachers and 
school and system leaders. It also includes Equity Gap interventions for the upcoming year.  The current 
data is shared with school, community and parent stakeholders and feedback is given for revisions.   
 
The District will select equity indicators to guide improvement each year.  The indicators are selected at 
the beginning of each school year to revise the CLIP and Equity Plan.  The Federal Programs Director 
heads this process.   
 
The District will decide the following for each selected equity indicator: 

• The Title IIA component(s) funded that will address the needs of poverty and/or 
minority students; 

• Equity interventions to address the equity gap(s) 

• The plan for implementation, monitoring, and measuring the effectiveness of the 
intervention; 

• The data to be collected to determine effectiveness; 

• The personnel responsible for collecting the data and coordinating the review and 
analysis of the data; and, 

• The timeline for collecting data and completing the review and analysis of the data. 
 
The current system Equity Plan shall be implemented for the Fiscal Year and specific positions, as written 
in the plan, will be responsible for maintaining the corresponding source documentation and for 
collecting data as indicated in the plan.  The Title IIA Director will ensure this is done. 
 
Possible Source Documentation: 
 Equity Gap Data 
 Equity Plan 
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Procedures describing specifically the LEA’s steps for determining the effectiveness of Title IIA 

funded activities 

 
The Title IIA Effectiveness Plan outlines the key measures for determining the effectiveness of the 
funded activities.  This annual report contains information covering the program for which the grant is 
used and administered, including the financial and program performance information. With the 
development of an ongoing action plan, professional learning implementation and effectiveness is 
monitored and evaluated by professional learning effectiveness surveys, student academic data, GACE 
scores, and TKES/LKES data.  Data is reviewed at monthly leadership team meetings.  The Effectiveness 
Plan will be revised and uploaded if a budget amendment is submitted due to a change in needs and/or 
a significant change in budgeted strategies.  During the Annual Administrative Retreat, school 
administrators will evaluate the prior year’s Effectiveness Plan to measure the effectiveness of the 
activities in regards to addressing the identified needs. 
 
Source Documentation: 
 Previous year’s Effectiveness Plan 
 Summary and data analysis of effectiveness of plan’s components from administrators 
 Professional Learning Effectiveness sheets 
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Professional learning activities are based on a review of evidence-based research. 

 
Pulaski County School District will ensure that professional learning activities are based on evidence-
based research of program success and are implemented to enable teachers to become or continue to 
be highly effective and successful.  The principal and Title IIA director will sign-off and track all Title IIA 
funded professional learning activities to ensure that they target success in the classroom to result in 
increased student achievement.  A Coordination of Funds will be applied when expenditures for 
professional learning are split across programs (Title I, Title IIA, IDEA, Perkins, etc.)  The data collected 
will justify the percentages reported in the CLIP.  The Title IIA Director will also maintain a list of 
professional learning activities completed by all school district personnel.  At the end of the fiscal year, 
the Title IIA Director will analyze the data, calculate the percentage of superintendent, principals, 
assistant principals, teachers and paraprofessionals who participated, and report percentages on the 
Consolidated Application. 
 
Source Documentation: 
 Evidence based documentation on each PL or purpose of each PL 
 List of professional learning activities system wide 
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Procedures to ensure paraprofessionals working in a program supported by Title I, Part A 

meet State and Federal professional qualifications 

The Federal Programs’ Director verifies the professional qualification status of all teachers and 
paraprofessionals working in a program supported by Title I, Part A, by checking the status of each 
employee at the time of hiring, reassignment, and at the beginning of school.  The personnel office will 
inform the Federal Programs’ Director by providing a list of teachers and paraprofessionals due for 
recertification within six months of the expiration date.  The principal will verify and submit the 
professional qualification status of all new teachers and paraprofessionals and submit credentials to the 
personnel office prior to recommending them for hire.  The Federal Programs’ Director will check and 
follow up on all referrals from the personnel office and principal and will make corrections if corrections 
are needed. 
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Right to Know Procedures and Notifications 

 
At the beginning of every school year, all schools must tell parents they have a right to request the 
following information about the professional qualifications of their children’s teachers and 
paraprofessionals.   School principals or their designees are responsible for carrying out this requirement 
and maintaining records that document the dissemination.  This notification must be sent home with 
students in the student’s packet at the beginning of the year.  The notification must also be posted on 
the school’s website.  It may be distributed in other ways such as a school newsletter.  To the extent 
practicable, the notification should be provided in the language the parents understand. 
 
Parents have the right to know: 

• Whether the teacher has met the Georgia Professional Standards Commission 
certification requirements for the grade level and the subject area he/she teachers; 

• Whether the teacher has an emergency or provisional license; 

• 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. 
 

This letter must include the principal’s contact information, the school name, and the date (month and 
year) of notification.  The handbook acknowledgement forms will be kept at the school site and 
monitored by the principal or his/her designee. 
 
A sample of this letter for the current year can be found on the GaDOE website. 
 
 
Possible Source Documentation: 
 Copy of each handbook 
 Screen shot of letter on website 
 Signed statement from principals that all acknowledgement forms have been returned that 
shows that this statement was put into the handbook 
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Procedures for internal controls 

The District ensures that Title IIA expenditures are  
 a.  allowable under applicable laws and regulations 
 b.  reasonable and necessary 
 c.  supported by source documentation 
 d.  supplement non-federal funds 
 e.  align with the Title IIA budget. 
 
The District also ensures that records permit the tracing of funds to a level of expenditures adequate to 
establish that such funds have not been used in violation of the restrictions and prohibitions of 
applicable statutes. 
 
Professional Development Payment Packets will include the following: 

• Title or the description of the professional learning 

• Agenda/sign in sheet that shows proof of attendance 

• Proof that the professional learning activity expenses were approved by the Title IIA 
Director for allowability expenditures as indicated by a signature.  Unallowable expenses 
such as tips and alcohol will not be included in the reimbursement 

• Proof that the professional learning activity expenses were approved by the Finance 
Director for allowability expenditures as indicated by a signature.   

• Receipts/invoices 

• Names of employees attending 

• Dates of training 
 
The District maintains segregation of duties to ensure accountability and to make sure that purchases 
are made only for allowable expenditures.  The Federal Programs Director works with the school 
principals to determine what items will be in the budget based on school and district needs 
assessments.  Next, the budget is submitted to the Georgia Department of Education for approval.  Once 
the budget is approved, it is set up by the central office Finance Director.  The budget is entered in the 
financial software exactly as it was approved.  Each purchase is approved by multiple people including 
the school leadership team or administrator, coordinator of the program and district superintendent.   
 
Procedures are in place to ensure that direct charges against Federal Funds are allowable, allocable, 
reasonable, and necessary.  The requisitions for expenditures, Purchase Orders, are generated and 
signed by the school leadership team or administrator within the school-wide program.  The Purchase 
Order is then forwarded to the Federal Programs Director who reviews it to make certain the 
expenditure is allowable and funds adequately budgeted.  If funds are not budgeted in the line item 
needed for the purchase, the purchase will not be made.  The Federal Programs Director signs the 
Purchase Order to indicate approval as does the Finance Director and the Superintendent.  The Purchase 
Order with appropriate signatures is forwarded to the central finance office where it is entered into the 
system’s financial software.  The Purchase Order is returned to the original person who initiated it and 
this person emails, faxes, or mails the document to the company/vendor to complete the purchase.  
When materials arrive at the designated location, the Purchase Order and/or packing list is verified, 
signed by the person receiving the materials, dated, and forwarded to the central office Accounts 
Payable Clerk for payment.  When the invoice and Purchase Order receipt copy are received, a check is 
written by the Accounts Payable Clerk to pay for the purchase.  Purchase orders and invoices are kept on 
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file with the payment voucher.  Payment vouchers and checks for purchases are signed and dated as a 
packet. 
 
The Payroll Clerk issues checks to pay individuals who work in Federal Programs.  Approved budgets and 
lists form the Federal Programs Director are used to ensure payroll charges to Federal funds are correct. 
 
The Federal Programs Director also obtains a copy of the detailed expenditure report and payroll report 
monthly to verify that all expenditures made against Federal Programs are correct. 
 
Possible Sources of Documentation: 
 Semi-annual certifications 
 Daily time logs or schedules 
 School calendar for 2015-16 and 2016-17 
 List of personnel funded with job title, work site, and % of job funded by Federal Programs 
 Time and Effort Reports 
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Internal Controls and Expenditures 

Drawdown Controls/Evidence 

 
LEAs that participate in Federal Programs with the GaDOE will draw down Federal funds on a 
reimbursement basis for all allowable expenditures incurred in their respective program.  An 
incurred expenditure is one in which the LEA has received, even if no payment was made.  This will 
include goods and services received such as salaries, consumed utilities, rent and supplies. The 
timing and amount of payments must be as close as administratively feasible to the actual 
disbursements.  Drawdown of funds will be made as close as possible to the actual expenditure of 
funds.  Expenditures will be reviewed monthly by the Finance Director, the Federal Programs 
Director, the Superintendent, and the Director of the specific grant.  The Finance Director will be 
responsible for the actual drawdown using Form DE147 (GOARS) and accounting records of 
expenditures that support the request of funds.  For Drawdown procedures, see page 67 of the 
Pulaski County Federal Programs Procedures. 
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Expenditure Internal Controls 

Allowability Policy:  All expenses charged to Federal Programs will: 

- Be necessary and reasonable for the performance of the Federal award and be allocable thereto 

under these principles. 

- Conform to any limitations or exclusions set forth in these principles or in the Federal award as 

to types or amount of cost items. 

- Be consistent with policies and procedures that apply uniformly to both federally-financed and 

other activities of the non-Federal entity. 

- Be accorded consistent treatment.  A cost may not be assigned to a Federal award as a direct 

cost if any other cost incurred for the same purpose in like circumstances has been allocated to 

the Federal award as an indirect cost. 

- Be determined in accordance with generally accepted accounting principles (GAAP), except, for 

state and local government and Indians tribes only, as otherwise provided for in this part. 

- Not be included as a cost or used to meet cost sharing or matching requirements of any other 

federally-financed program in either the current or a prior period.  See also §200.306 Cost 

sharing or matching paragraph (b). 

- Be adequately documented.  See also §200.300 Statutory and national policy requirements 
through 200.309 Period of performance of this part. 

- Net of applicable credits.  See also §200.406  Applicable credits 
 

 
In the Pulaski County School’s Federal programs, the following steps are taken when creating an annual 
budget: 

1)  Only allowable costs are included in the budget.  When in doubt whether or not a cost is 
allowable or not allowable, the Program Specialist assigned to the program is consulted. 
2)  Once a budget has been created, it is inputted into the Consolidated Application System. 
3)  It is signed off by the program director, the school superintendent and two other individuals 
at GaDOE. 

 
The following procedures are followed for all spending: 
 
 1)  The expenditures must be in the Federal programs plan to be allowable. 
 

2The approved budget is followed as closely as possible. 
 
3) Should a need arise that is not addressed by the current budget (and we have funds available 
in the budget to cover the cost of items/services needed), the Federal Programs’ Director will 
see if the cost that will be incurred to meet this need is an allowable one.  The Program Director 
also checks the expense against the allowbility policy/criteria.   If the expense is an allowable 
one, she/he will submit an amendment to spend part of our budgeted funds on this item. 

 
4) Once the original budget and/or amendment is approved, the Program Director will submit a 
purchase order which then has to go through three sets of signatures before being approved 
(Financial Director, Federal Program Director, and School Superintendent). 
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5) Before an expense is considered or the Purchase Order is created, the Program Director will 
check the expense against the allowability policy before approving. 
 
6) The Financial Director will also check the expense against the allowability policy/criteria 
before approving the purchase and signing the purchase order and sending it up the ladder for 
the final two signatures. 
 
7) Once approved (as signified by the three signatures), the items and services can be ordered. 

 

INTERNAL CONTROLS – See Section 6 
 
Requisition Process: 

Purchasing and Expenditures – See Section 6 

Purchasing Procedure– See Section 6 

Goods, Supplies and/or Services– See Section 6 

Registrations (Professional Learning) – See Section 6 

Travel (Lodging only) – See Section 6  

Recurring monthly expenditures – See Section 6 

Open Purchase Orders – See Section 6 

Maintenance and Transportation – See Section 6 

Contracted Services– See Section 6 

Bids and Quotations– See Section 6  

Additional requirements for all purchases– See Section 6 

Travel – See Section 6 
 
EXPENSE STATEMENTS – See Section 6 
 
Travel Reimbursement Procedures – See Section 6 

Procurement Standards – see Section 6 
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INTERNAL INVENTORY CONTROLS  
 

Equipment purchases for federal programs must meet program requirements (align to 
prioritized needs and have allowable uses), be reasonable, necessary, and allocable.  Inventory 
is maintained for all equipment purchased with federal funds on a spreadsheet that lists the 
item, item description with vendor, cost, source of funding (with prorated percentages if 
funding is from more than one source), Federal Award Identification Number (FAIN) (as of 
FY16), date of acquisition, serial number or other identifying number, location of equipment, 
use and current condition of equipment, and a record of disposition of item (if applicable).  
Equipment purchased with federal funds is permanently marked with the federal fund in which 
the equipment was purchased. Physical inventories are conducted annually. 

 
Inventory is maintained at the school level by the designee selected by the Principal.  Inventory 
is documented in a database that is updated each time equipment is purchased.  All federally-
funded property is identified by permanent markings on the equipment that signifies the 
federal fund in which the equipment was purchased.  The database lists the item, item 
description with vendor, cost, source of funding (with prorated percentages if funding is from 
more than one source), Federal Award Identification Number (FAIN) (as of FY16), date of 
acquisition, serial number or other identifying number, location of equipment, use and current 
condition of equipment, and a record of disposition of item (if applicable).    Each item must be 
checked/noted on the inventory record specifically for condition and location.  Principals attest 
that the equipment is as identified on the inventory record submitted to the Federal Programs 
Director. The inventories are signed by both the person who physically checks for the federally-
funded purchased item and the principal or Federal Programs Director. The inventories are to 
be completed by mid-December of each year. Any loss, damage or theft will be investigated by 
the director of the federal program that purchased the equipment.  Technology personnel help 
determine the condition of technical equipment. Adequate maintenance will be done to keep 
the property in good condition.  Disposal occurs per the Pulaski County School District disposal 
procedures.  Hard and electronic copies of the inventories are filed with the Director of Federal 
Programs. 
 
UAR, Section 200.313 – Equipment 
 

School Properties Disposal Procedures – Exhibit, Descriptor Code: DO-E 
Equipment purchased under Title I, Part A and/or other federal funds shall be disposed of in 
accordance with state law and procedures and Education Department General Administrative 
Regulations (EDGAR) 200.313(e), which provides that when equipment is no longer needed for 
its original purpose, it may be used for activities currently or previously funded by other federal 
programs. 

 
Capitalization Policy for Capital Assets, Board Policy Descriptor Code: DIB-R 
School Properties Disposal Procedures, Board Policy Descriptor Code: DO 

 

 



Pulaski County School System Procedures Manual 
 

 

P
ag

e1
0

1
 

Pulaski County Schools 
Off-site Equipment Usage Form  

 
Date 

Checked Out 

Item 

Description 

Item 

Barcode 

Number 

Home 

Location 

Person 

Responsible 

Date 

Returned 

Condition of 

Item Upon 

Return 

       

       

       

 

Pulaski County Schools 
Report of Lost, Damaged or Stolen Property  

(to be completed and returned to Board Office within 2 working days of 
occurrence) 

 
Form can be found in the Appendix 
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SECTION 13:  ESSA PROFESSIONAL QUALIFICATIONS AND IN-FIELD 

Pulaski County is a strategic waiver school system.  Guidelines to be used in implementing PQ and In-
Field requirements can be found on the Title IIA webpage and in the Appendix. 
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SECTION 14:  ENGLISH LEARNERS 

The Home Language Survey is used for the initial screening for other language students.  It is included as 
part of the initial registration and for all students as they enter school during the school year. Students 
entering our school district whose home language is not English are given the W-APT as soon as possible 
after they enroll if there are no records from the previous system. 
 
Any student who enters the district during the ACCESS testing window and is identified as EL must be 
administered ACCESS to determine placement.  Exit criteria based on ACCESS 2.0 CPL score in grades 1-
11 will be a 4.3 (or greater).  This exit criteria will be applied uniformly to EL students across the district. 
Exited students are placed on a monitored status for four years. 
 
During the Private School Consultation meeting, officials of private schools are made aware of Title III, 
Part A services for eligible limited English proficient and immigrant children attending private schools 
located within the district’s geographical boundaries.  At this time, there are no private schools located 
within the district’s geographical boundary. 
 
Pulaski County schools are required to send notification, in a language and format appropriate for the 
reader, to parents of Els who have been selected to participated in the Title I supplemental English 
language support services.  This notice also permits the parent to waive participation in the Title-funded 
services. 
 
English Learners are provided comparable facilities and are taught by ESOL-certified teachers.  Data is 
monitored regularly to ensure accuracy (FTE, SIS). 
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SECTION 15:  SERVICES TO ELIGIBLE PRIVATE SCHOOL CHILDREN 

Pulaski County School System sends a U.S. postal registration certified receipt letter in October to 
private schools that teach students who live in the district’s geographical boundaries to inform the 
schools about the initial consultative meeting explaining the available federal programs/services.  The 
GaDOE Private School List will be consulted to determine all private schools located within the LEA’s 
geographical boundaries.  If the LEA knows of any schools that are not on this list, those schools must 
also be invited to participate.  The private schools are notified of the time and place of the consultative 
meeting.  All federal funded programs are invited to give an overview of their programs. 
 
The consultative meeting is held in November to provide information regarding the services available to 
the private schools.  An agenda, sign-in sheet and informative documents are maintained.  The Federal 
Programs Director and private school representatives participate in this meeting.  The meeting is for 
private school services in the next school year. 
 
If a private school agrees to receive the services, a written plan will be created through collaboration 
between the District and the private school to ensure the guidelines and procedures are followed in 
providing services.  The District will assist the participating private schools in developing a written plan.   
 
The District will determine funding for the private schools and serve as the fiscal agent by applying Title 
II guidelines for completing the private school allocation. 
 
Title I - Private Schools  - Currently, Pulaski County School System does not have any private schools 
participating in any of the federal programs.  In the event that the private schools choose to participate 
in Title I, the Director of Federal Programs will ensure that equitable services are provided for 
professional learning, parent involvement and district wide instructional activities.  The Director will 
complete the private schools equitable services worksheet.  The following information will be completed 
for each set-aside for each private school: 

• Number of private school children from low-income families 

• Number of public school children from low-income families from all Title I schools in the 
district 

• Total number of children from low-income families 

• Proportion of reservation 

• Reservation amount 

• Amount for private school equitable participation 
 

If private schools participated in the previous fiscal year, the private school carryover worksheet will 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 for private school for the next fiscal year. 
 

Sources of Documentation: 
 Alphabetical list of private schools in our area 
 Copy of letter 
 Copy of registered mail receipts 
 Agenda from meeting 
 Sign-in sheets from meeting 
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SECTION 16:  MIGRANT PARTICIPATION PROGRAM SERVICES (MEP) 

   (Title I, Part C) 
 
Pulaski County School System uses the Occupational Survey provided by the GaDOE MEP Region 2 
Office coordinator to identify migrant students. This is given to all new students and all returning 
students during back-to-school registration and is ongoing with any new student registrations 
throughout the year.  Forms with a "YES" in the relevant section will be referred to ABAC Consortium for 
further determination for eligibility. The Migrant contact person collaborates with the Migrant 
Education Program and other community agencies such as DFACS to provide appropriate services for 
identified families and children. 
Our system parent liaison/social worker makes contact with each migrant family to determine case by 
case needs. Migrant students are evaluated academically like other students in the school system to 
determine academic needs. 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 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. Parent outreach is 
provided in a language that is understood by the family if at all possible. ABAC Consortium Staff will 
serve as resource staff to help develop the best service model depending on funds and resources 
available. Parents are presented 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 agency. Presenters from local agencies such as, the Health Department, DFACS, and 
County Extension office may be involved. 
Pulaski County School System will follow system and state policies for transfer of students and has 
procedures in place to provide a timely transfer of school records for all students but particularly for 
migratory students. We utilize and promote available interstate and intrastate services available 
through the state and national migrant education program, GADOE, ABAC Consortium and other local 
systems. School registration personnel will be provided information and training on how to identify 
migrant students and read a Mexican birth certificate. The process of transfer begins as soon as the 
parent/guardian provides the school with a formal signed release or by the request of records from the 
receiving school. Records are then sent via FAX to the receiving school and followed-up by the mailing of 
the hard copy. 
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Appendix 

These can be found in the Pulaski County Procedures Manual: 
 
Employee Expense Statement – Travel Form (attached and can be found on Website) 
Evaluation of Professional Learning Activities (p. 107) 
 
McKinney-Vento Homeless Education Act Dispute Resolution (p. 109) 
Foster Care Transportation Plan (attached) 
 
Report of Lost, Damaged or Stolen Property – (p. 110) 
School Properties Disposal Procedures Policy – DO  (attached) 
School Properties Disposal Procedures Exhibit – DO-E (attached) 
Capitalization Policy for Capital Assets – DIB-R (attached) 
Off-Site Equipment Usage Form (p. 113) 
 
Technical Evaluation of Proposals and Selection of Recipient Rubric (p. 111-112) 
 
Contractor Affidavit (eVerify) (attached and can be found on Website) 
 
ESSA PQ and Infield Implementation Guide (attached and on Title IIA Website) 
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EVALUATION OF PROFESSIONAL LEARNING ACTIVITIES 
PULASKI COUNTY SCHOOLS 

 
Name: _________________________  School: ________________________ 

 
Workshop/Conference Information: 
 
Title: ______________________________________________________________ 
 
Beginning/Ending Dates and Times: _____________________________________ 
 
Provider (ex. GaDoe, RESA, GLRS, etc.): ___________________________________ 
 
Training Location: ____________________________________________________ 
 
Instructor (if known): _________________________________________________ 

 
Alignment with District Improvement Goal (check at least one): 
 

□ District alignment through a shared understanding of expectations, procedures, protocols, and resources that are 
communicated to all stakeholders by the end of FY18. 

□ Increase in EOC and EOG achievement scores in all academic content areas and Lexile scores. 
□ Develop benchmarks and formative assessments in all content areas to be used to plan instruction and monitor 

student achievement. 
□ Provide targeted teacher development on content, pedagogy, and student supports and interventions (Equity 

Intervention 1) 
□ Support the retention of effective teachers and effective school leaders (Equity Intervention 2) 

 
Student Learning and Outcomes: 
 

1. What changes do you wish to see because of this training in: 
Student Achievement? 

________________________________________________________________________
________________________________________________________________________ 
Your skills, knowledge and practices? 
________________________________________________________________________
________________________________________________________________________ 

 
2. What data will give the most reliable results of the implementation of this material? 

(Circle one) 
 
 Classroom Observations  Test Scores  GA Milestone scores 
 

 
 

(This side should be completed before registering for the workshop/conference) 
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General Knowledge of Activity: 
 

 Yes No 

Was your time well spent?   

Did the material make sense?   

Will it be useful?   

Was the leader knowledgeable and helpful?   

Would you recommend this for someone else to attend?   

 
Use of New Knowledge and Skills: 
 

1. What specific skills or insights did you gain from this activity? 
________________________________________________________________________
________________________________________________________________________ 

2. What will the indicator of success be in the  
Short Term? 

________________________________________________________________________
________________________________________________________________________ 

 
  Long Term? 
________________________________________________________________________
________________________________________________________________________ 

 
3. When would you prefer to be observed teaching the information you received from this 

activity?  
 

      Within one week   Within two weeks   Within a month 
 
 
Please write any additional information you would like for us to know below: 
 
 
 
 
 
 
 
_____________________________________    __________________ 
Participant Signature        Date 
 
Date Received by District: _______________ 
 
(This side should be completed after attending the workshop/conference and should be returned to the School 

Administrator within 10 days) 
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McKinney-Vento Homeless Education Act 
 

Dispute Resolution 
 
Should a dispute arise over eligibility, school selection, or school enrollment: 
 

□ The child or youth shall be immediately enrolled in the school in which 
enrollment is sought, pending final resolution of the dispute, including all 
available appeals 

□ The parent, guardian or unaccompanied youth shall be provided with a written 
explanation of any decisions related to the dispute made by the school, the local 
educational agency, or the State educational agency involved, including the 
rights of the parent, guardian, or unaccompanied youth to appeal such decisions 

□ If, after conducting the best interest determination, the district determines that 
it is not in the child’s or youth’s best interest to attend the school of origin or the 
school requested by the parent, guardian, or unaccompanied youth, the district 
must provide the parent, guardian, or unaccompanied youth with a written 
explanation of the reasons for its determination, in a manner and form 
understandable to the parent, guardian, or unaccompanied youth, including 
information regarding the right to appeal. 

  
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Pulaski County School System Procedures Manual 
 

 

P
ag

e1
1

0
 

 

REPORT OF LOST, DAMAGED, OR STOLEN PROPERTY 
 

(Report on Arson, Burglary, Vandalism, Theft, Unexplained Loss and Failure to Return) 
 
Instructions:  Please complete this form and forward it to the Federal Programs Director.  A police report is 
required in the event of theft or burglary. 
 

School:        Date:  Date of Loss/Disposal:  
___________________________________  __________ _______________________ 
 
Principal: ___________________________  Date Reported: ______________________ 
 
Who was notified:     

□ Principal     
□ School Resource Officer 
□ Police 
□ Other (Specify: ______________) 

 
Type of Event Reported: 
____ Disposal – Broken    ____ Disposal – Obsolete 
____ Burglary/Attempted Burglary   ____ Larceny 
____ Theft by Taking    ____ Mysterious Disappearance 
____ Destroyed by Fire    ____ Other (Specify: ______________) 
 

Description of Items: 
Description of Item and 
Quantity 

Home 
Location 

Original Cost of Item 
with FAIN, if known 

Serial Number Year of 
Purchase 

Disposition 
of Item 

      

      

      

 
For Burglary, Larceny, Theft Events Only 

Who discovered the loss of the item? 
 
Who closed the building prior to the violation? 
 
Who first opened the building after the violation? 
 
What measures were taken to safeguard the property? 
____Alarm System Activated  ____In locked room  ____ In locked closet 
____In school vault   ____Other (specify: _______________________) 
 
Location of the property: 
____Classroom (Specify: ____________)  ____Portable/Trailer  
____Media Center     ____Office (Specify: ________________) 
____Kitchen      ____Other (Specify: ________________)  
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Pulaski County Schools 
   

 

Technical Evaluation of Proposals and Selection of Recipient (Rubric) 
Type/Purpose of 
Product/Service: 

 
         Physical Performance of Service* 

      

 

(E-Verify Affidavits are included with this proposal: ______ Yes            _______ No 
Purchase of 
Goods 

       

 

(Quotes are included with this proposal)    
 

______ Yes             _______No 

Suspension and Disbarment has been checked and printed: 
 

_______Yes             _______No 

Vendor Name 

Did the 
prospective 
contractor 
meet the 
required 
deadline to 
submit the 
proposal? 

The 
reference 
number 
of each 
proposal 
will be 
reflected 
as date 
received 
unless 
otherwis
e stated. 

Does the 
prospective 
contractor 
state he/she 
is able to 
provide the 
service(s) 
and/or 
equipment to 
the 
specifications 
outlined in 
the original 
RFP?  

Can the 
prospective 
contractor 
provide this 
service and/or 
equipment in 
the time 
frame 
designated in 
the original 
RFP? 

Is the 
prospective 
contractor's 
price in line 
with the 
amount 
budgeted 
for this 
service 
and/or 
equipment
? 

Is this 
contractor 
someone 
that 
performed 
this service 
or 
provided 
this 
equipment 
for us in 
the past?  
Were we 
satisfied? 

Price 
quoted to 
us for the 
service 
and/or 
equipment
. 

        

         

        

         

        

         

                  

                  

         *"Physical Performance of Services" means any performance of labor or services for a public employer using a  

bidding process wherein labor or services exceed $2499.99. For a bid of services to be considered, an E-Verify 

Affidavit must be obtained from the provider of the services. 
   

         Prospective contractors must be able to meet the qualifications highlighted in yellow before proceeding to the  

following steps: 
       

         Recommendation   
     Source of 

Funding:   
     

Comments as to why the Vendor was chosen: 
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Prepared by:  Title: 
 

Signature: 
 

           
Date:  

       

         Superintendent: _____________________________________ Date: _____________________ 
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Pulaski County Schools 
Off-Site Equipment Usage Form 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

              

          

Date 
Checked 
Out 

Item 
Description 

Item 
Barcode 
Number 

Home 
Location 

Person 
Responsible 

Date 
Returned 

Condition 
of Item 
Upon 
Return 

Purpose 
of Use 

        

        

        

        

        


