	Sample Yearly Timeline for School Division Consultations
With Private School Officials Under Title II, Part A

	Month
	Title II, Part A, Coordinator Activities

	November- December 
	· Obtain/update list of all nonprofit, k-12 private schools in the school division’s geographic area with appropriate contact information for sending “Intent to Participate in Federal Education Programs” forms/letters.

· Update letters with appropriate overview information about available programs.
· Continue consultations with private schools currently participating in Title II, Part A.

	January- February 


	· Send “Intent to Participate” forms to all private schools in the school division’s geographic area with a late winter/early spring deadline for returning the forms.

· Continue consultations with private schools currently participating in Title II, Part A.

	February -March
	· Prepare for consultation meeting with private school officials who indicated on the Intent to Participate form that they may wish to participate in Title II, Part A. 
· Develop an agenda to include 1) the purpose of Title II, Part A; 2) data driven needs assessments; 3) examples of allowable services; 4) estimated value of services; and 5) options for delivery of services.
· Meet with appropriate school division personnel (finance/procurement offices, program office, etc.) to review procedures for procurements/payments to vendors, reimbursements (to individuals only), and processes by which services may be contracted or provided for private school teachers and educational personnel. 

	March-April
	· Schedule an informational consultation meeting with all interested private schools. Utilize the initial session to assist private school officials to understand the purposes and requirements of Title II, Part A.*
· Inform private school officials of fiscal requirements to include public school control of funds; prohibition against reimbursements to private schools; estimated value of services; allowable uses; the 27 month funding cycle, and timelines.
· Discuss the type of services that are available and the process for requesting services.

· Inform private school officials that all requests must be secular, neutral and nonideological.
· Explain that all requests must be supplemental and not supplant what otherwise would be  required of the private school.  

· Explain that all activities must be discussed in advance and that no funding or reimbursements may be provided to the private school. 
· Explain that upon prior discussion and pre-approval, reimbursements may be made directly to the individual teacher or principal for allowable expenses.
· Provide opportunities for participants to brainstorm for possible activities allowable under Title II, Part A.  
· Discuss how the needs of eligible private school students and teachers should be identified to determine professional development priorities.

· Provide information regarding accountability and the use of data in designing programs and developing evaluation procedures. 
· Discuss options for how, where, and by whom the services may be provided to the private school.

· Discuss the potential use of a third-party provider, and explain that if a request by the private school for a third-party provider is declined, a written explanation will be provided.  

· Discuss program/services assessment and how the results will be used to improve services.  

· Develop a timeline for periodic consultations throughout the implementation of programs and provision of services.**  

· Provide contact information to the private school officials.

· Continue consultations with private schools currently participating in federal programs.


	 April - May
	· Continue consultations and planning for for upcoming school year/award cycle.

· Evaluate programs and services for the current school year/award cycle and make suggestions for new programs or for modifications to programs that will be continued. 

· Set dates for programs and services to begin in the next school year.
· Develop  a consultation timeline for the next school year. 

· Continue consultations with and services to private schools currently particpating in federal programs.

	June
	· Finalize actions related to programs and services to be included in the Title II, Part A application.

· Continue consultations with and services to private schools currently participating in federal programs.

	July-August
	· Inform private school officials about the readiness and logistics of programs and services for the new school year.

· Remind private school officials that have been participating in the program for two years that the timeline for the obligation of funds is closing and that the full value of services must be encumbered on their behalf before September 30. 

	July-September
	· Begin new programs and services.
· Consult with private school officials about current programs and services implementation and modify if necessary. Notify private schools of final value of services once final allocations to school divisions have been posted via Supt’s Memo and application amendment has been submitted.

	October
	· Continue consultation about current and new programs and services.


*The information and planning consultations can be combined depending upon the size and experience of the private schools. 
** After the initial information and planning sessions, it may be necessary to conduct additional consultations. These may be by telephone or e-mail.
Note: This document is intended to serve as a sample resource to assist in planning for equitable services as part of the meaningful consultation process under Title II, Part A. It is not a required document, and may be modified to fit the specific needs of interested parties.
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To make sure things run smoothly as you begin the process of consultation and program implementation
with private schools, it is important to lay some groundwork both within your district and with the private
schools. Below are some suggestions for things to do, people to contact, and procedures to consider as you
begin this process.

Preparing the District

Because procedures and requirements for providing services with federal funds in private schools differ in some
ways from those used with district programs, it is important to make sure everyone who might be involved with
the programs be aware of these requirements and work out necessary. procedures to support these services. To
make sure your district is prepared:

V' Identify NCLB programs available in the district for which private schools are eligible; include potential
competitive grant funding services.

Identify district contacts for various federal programs available to private schools.
Review private school requirements with district program consultants.
Determine what procedures will be used and who will be involved in the consultation process.

Discuss approval processes for private school services (contracts, conferences, etc.) with cabinet
representatives.

Meet with business services staff to review procedures for payments, reimbursements, and contracts as
they apply to private schools. Make sure they understand the prohibition on providing funding
(reimbursement) directly to private schools.

Identify any potential roadblocks in the district system (i.e.: fiscal procedures for reimbursing private
school teachers for professional development, paying for consultant services, approval process for
contracts, etc.).

Establish procedures to ensure all expenditures related to programs in private schools are made in a legal
and appropriate manner.

Determine administrative needs and associated costs required to implement and monitor services
(clerical, administrative time required for consultation, documentation, budget oversight,
review/approval of requests, etc.) and budget for these costs.

Preparing the Private Schools

It is important to keep in mind that private school staff may not be familiar with many of the processes,
procedures and protocols that public school staff’ “live with” and take for granted. They may not be used to
working with systems such as school boards, administrative processes or public school business practices. Also,
they may not be familiar with the planning and evaluation processes generally associated with program
development and implementation of programs in most public schools. Although private school officials may be
very familiar with what funding is available to private schools through federal programs, the specific legal
requirements that fall upon districts may not be as clear to them. To help prepare private schools to support
effective program implementation:
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