School Improvement Grant 
Pre-Site Documentation 

Please submit the following documentation to the ED Staff six weeks prior to the monitoring team’s scheduled visit.
	SEA DOCUMENTATION
	LEA DOCUMENTATION 

(from each LEA to be visited)

	· Copy of the approved LEA applications for the districts to be visited, including budgets
· Letters, emails, templates, or announcements outlining the SIG application process or soliciting applications from LEAs

· Sample copies of rubric or feedback provided to LEAs on their SIG application
· URL indicating where on the SEA’s website the following is posted or documentation with the following information:

· LEA applications

· Summaries of LEA grants including: LEA names and NCES numbers, school names and NCES numbers, and types of interventions implemented in Tier I and Tier II schools

· List of schools  that are excluded from a state’s PLA list under the n-size waiver (if applicable)

· Name of each LEA awarded grant and schools being served

· Amount of grant award over 3 years

· List of schools being served (by LEA) and the waivers the SEA granted for each school.

· Guidance documents, letters, and memoranda related to the LEA’s SIG application, budgeting, selection of the intervention model, and selection of external providers

· Documentation of statewide/regional meetings on SIG, such as announcements, invitations, agendas, and presentation materials

· Informational resources and tool kits, including Web-based resources and materials, related to SIG
· SEA approved list of external providers, if applicable

· Current written documentation that describe the SEA’s process and criteria for monitoring the LEAs that are implementing the SIG program

· Schedule for SEA monitoring of LEAs implementing the SIG program

· Protocol to be used in monitoring, including any desktop or other off-site monitoring protocols

· Monitoring reports from LEA/school visits

· SEA budget for FY09, FY 2010 and FY 2011 SIG funds including:

· SEA reservation amount and how those funds were used

· Payroll records, invoices, etc. that document how the reservation was used.

· LEA awards

· Amount of FY 09 or FY 10 funds that were carried over

· SEA documentation that it used its process for ranking applications based on SEA priorities.

· Copies of any baseline or benchmark data that the SEA has collected on the leading indicators, if available
· Current written documentation that assigns or describes duties or responsibilities related to SIG, such as a job description, department memorandum, organizational chart, etc.


	· LEA’s needs assessment
· Informational resources and tool kits, including Web-based resources and materials, provided by the LEA to schools related to the implementation of the SIG models

· LEA memorandums or letters relating to the monitoring of SIG

· LEA and school-level SIG budgets
· Copies of any budget amendments submitted

· Copies of invoices, personnel “runs,” etc. that document expenditures of SIG funds.

· Comparability reports

· Documentation of Title I ranking and allocation
· LEA provides copies of and explains any benchmark or interim data it has collected, if available
· School provides copies of and explains any benchmark or interim data it has collected, if available
· Current documentation that describes how the LEA is organized to support/implement  SIG, such as organizational charts or job description
· Copies of MOUs with labor unions

· Current documentation that describes  the LEA’s process and criteria for approving external providers

· Contracts/Agreements the LEA has entered into with external providers

For LEAs with schools implementing the Turnaround Model include:
· List of staff (including hiring dates) who were hired or rehired as part of the turnaround model and those who did not return as part of the turnaround model

· Job announcements for positions with SIG school

· Current written documentation outlining the evaluation criteria and screening processes for hiring new and returning staff

· Documentation of professional development activities for each school year of SIG implementation
· LEA memorandum, announcements, attendance, or agendas for professional development meetings

· Professional Development resources and materials provided by LEA to SIG school staff relating to the school reform models and effective instruction 

· Current written documentation outlining the LEA’s criteria and evaluation process for screening and selecting new instructional programs
· Current year’s and previous year’s school schedule

· School provides copies of most recent data collected

· Current written documentation outlining social-emotional services and supports available to students

For LEAs with schools implementing the Transformation Model include:

· LEA memorandum, announcements, or rubrics outlining the evaluation criteria for staff
· Faculty Handbook, memorandum, or staff contract that lays out criteria and teacher evaluation process; the system of reward for staff who are raising student achievement and remediation; and any consequences for staff who are not raising student achievement

· Documentation of professional development activities for each school year of SIG implementation
· LEA memorandum, announcements, attendance, or agendas for professional development meetings

· Professional Development resources and materials provided by LEA to SIG school staff relating to the school reform models and effective instruction 

· Current written documentation outlining the LEA’s criteria and evaluation process for screening and selecting new instructional programs or strategies
· School shares any benchmark or interim data collected thus far

· Current year’s and previous year’s school schedule

· Letters to parents, fliers, announcements, agendas, attendance, and/or minutes from parent/community meetings about the implementation of the transformation model

For LEAs with schools implementing the Restart Model include:

· Memorandum, announcements, RFPs, and other documentation outlining the criteria and process for screening and selecting a CMO or EMO

· Copy of service agreement/contract with CMO or EMO

· Any additional documentation relating to changes implemented by the CMO or EMO

For LEAs with schools implementing the Closure  Model include:

· Letter to parents, press releases, or announcements providing information on the closure of the school and new school where the student will be enrolled 

· Achievement data for the schools in which students are now enrolled

· Schedule for completing the closure process




