“SAMPLE TEMPLATE” FOR LEA USE (Title I Private School Consultation)
FROM:


, Title I Director




, [insert LEA name]
DATE:

TO: 


, Principal




, School

SUBJECT:    2016-2017 Request for Data to Begin Consultation for Title I Services  

I am writing to begin the consultation process that is required by Title I of the No Child Left Behind (NCLB) Act.  The consultation process has several steps and differing timelines.  The first step of the consultation process is for [insert LEA name]  to fully determine the number of resident children associated with each of our attendance areas in order to represent fully the number of students from low-income families who are residents of [insert city/town]. 
I would appreciate your cooperation in fulfilling this requirement by completing the attached form and returning it to me to [insert method for return] by [insert date].  

To complete the form, the following information is needed for each student who resides in [insert city/town]: student’s street address, grade level, indication as to whether or not the child (ren) at the address is a member of a low-income family*, and indication as to whether any students at that address may have academic need based on [insert LEA’s multiple, educationally related selection criteria here]. 
Please note: To protect student privacy, the school district does not want, nor need, the names of students. 

*The school district makes its public poverty determination based on the income guidance established by the Department of Agriculture. Please use the attached guidelines to report comparable poverty numbers, noting that federal regulations prohibit both of us from sharing these income eligibility guidelines with parents/households.

The second step of our consultation process is to meet with you to discuss the educational needs of those students who would have attended a Title I participating school and may have academic needs based on the multiple educationally related objective criteria listed above). 
Please note: If Title I services are not provided to [insert LEA name] public school students in the grade spans (elementary, middle, high school) that are associated with your school, then your students are not eligible for Title I services; however [insert LEA name] still requests this data from you about its resident children in order to fully represent the number and percent of public and private school students from low-income families who are residents of [insert city/town].
I am hosting a small group meeting on ____from ___to ____at the [insert LEA name] Administrative Office.
During this meeting, we will discuss the Title I funds that might be available for services to eligible children, professional development for their teachers and parental involvement activities for their parents. If you do not enroll children from low-income families who would have attended Title I participating schools services may not be available for students with academic needs, so please do all you can to determine poverty levels of families of your students. 

In the meantime, if you have any questions about the either phase of our consultation process, please call me at _________or email me at ____________.

Your cooperation and assistance, as we fulfill our mutual administrative responsibilities, is appreciated.

 “SAMPLE DRAFT” FOR LEA USE 

TITLE I Consultation Data Collection
TO DETERMINE STREET ADDRESSES, GRADE LEVELS AND NUMBERS OF CHILDREN 

FROM LOW-INCOME FAMILIES ENROLLED IN PRIVATE SCHOOLS WHO RESIDE IN

________________________________

City or Town 

Name of Private/Nonpublic School: ______________________________________________________

Please complete the information below, sign and return by [insert date].  Your cooperation and assistance on behalf of Title I is appreciated. 
If Title I services are not provided to [insert city/town] public school students in the grade levels that are associated with your school, then students are not eligible for Title I services. 

	Student’s Street Address
	Grade Level of Student(s)
	
	Is this student from a low-income family? (yes/no)
	
	Does this student have academic need? (yes/no)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


This form needs to be completed in order for [insert LEA name] to comply with Federal Title I Requirements for consultation with private schools. If your school is not able to provide information for students who reside in [insert city/town] that are enrolled in your program or your school is not interested in participating in Title I, please check the appropriate box below, sign and date the form, and return it to [insert method for return] by [insert date for return]. 
· We are not able to provide the requested data, and are not interested in participating in Title 1 services at our school.
· We are not interested in participating in Title I services at our school.

	
	
	

	Signature of Private School Official
	
	Date
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