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Introduction 

 
This technical assistance paper replaces the Technical Assistance Paper (TAP) Related 
to Public School Choice Parent Outreach and Notification (K12 Memo 2008-47, June 9, 
2008).  
 
This TAP updates the following previously published information: A-1, A-2, A-3, G-1 
through G-6, I-1, I-2, I-3, and I-6 through I-20. This TAP provides additional information 
and guidance in Sections B, C, D, E, F, G, and H as well as I-5, and I-21 through I-24. 
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General NCLB Requirements 

A-1. What are the general parental notification requirements outlined in the 
Elementary and Secondary Education Act (ESEA) reauthorized as No Child 
Left Behind (NCLB)? 

 

Parents play a vital role in the educational experiences of their children. 
Research over the last few decades has found that parental engagement is a 
major factor impacting student achievement. In response to that research, NCLB 
has made parental engagement one of the cornerstones of the legislation. The 
availability of information to parents and the community is one of the first steps to 
this engagement. Meaningful communication with parents and community 
members is imperative to school support and improvement. The statute requires 
that parents and the community are informed about the following: 
 

 State, local educational agency (LEA), and school report card information 
[Section 1111(h)(1)(B), Section 1111(h)(2)(E)]; 

 Information about their student’s level of achievement on state 
assessments[Section 1111(h)(6)(B)(i)]; 

 Identification of schools or the LEA as needing improvement, and being in 
corrective action or restructuring, as applicable [Section 1116(b)(6), Section 
1116(b)(8), Section 1116(c)(6), and Section 1116(c)(10)(e)] ;  

 Availability of public school choice and/or supplemental educational services;  
 Information about the LEA’s Title I parental involvement policies [Section 

1116(e)(2)(A) and ];  
 Parent’s right to request information on the qualifications of their child’s 

teacher, whether they are provided services by a paraprofessional, and if their 
child is taught for four or more consecutive weeks by non-highly qualified 
teachers[Section 1111(h)(6)];  

 Parent’s right to be involved in their child’s school [Section 1111(h)(6)]; and 
 Parent’s right to provide input in the development, implementation, and 

evaluation/review of plans and policies as outlined in NCLB [Section 
1112(d)(1), Section 1116(b)(3)(A), and Section 1118(b)(1)].  

A-2. What is meant by “to the extent practicable…in a language and format that 
parents can understand?” 

 

Providing information to parents, “to the extent practicable,” in a language 
parents can understand means that translations of printed information should be 
provided to parents with limited English proficiency in a language they 
understand. Written translations are preferred; however, it is permissible to 
provide oral translations to limited English proficient parents in the language they 
understand. The LEA has flexibility in determining what mix of oral and written 
translation services may be necessary and reasonable for communicating the 
required information to parents [Title I, Part A Final Regulations, 67 Fed. Reg. 
71749 – 50, Comments and Discussion on Section 200.36; available at USDE 
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Web site at: http://www.ed.gov/legislation/FedRegister/finrule/2002-
4/120202a.html]. 

 

The LEA and school must also take the necessary steps to ensure that 
communications involving parents with disabilities are as effective as 
communications with other parents. The LEA and school must provide an 
opportunity for parents with disabilities to request the auxiliary aids and services 
of their choice (such as sign language interpreters and large print or materials in 
Braille) to ensure meaningful participation in the different types of programs or 
activities carried out to implement the Part A provisions. The LEA or school must 
give primary consideration to the expressed choice of a parent with disabilities by 
honoring that choice, unless the LEA or school can demonstrate that the 
following conditions have been met:  
 

 Another effective means of communication exists;  
 Use of the means chosen by the parent would result in a fundamental 

alteration in the service, program, or activity; or 
 Use of the means creates an undue financial and/or administrative burden  

on the LEA [28 CFR Sections 35.104 and 35.160-164, and Appendix A to 
Part 35 of Title 28T of the Code of Federal Regulations implementing 
subtitle A of Title II of the Americans with Disabilities Act of 1990)]. 

A-3. Is posting information on the LEA or school Web site sufficient for parental 
notification?  

 

No. Posting information on the LEA or school Web site alone is not sufficient 
notification to parents. The regulations require that certain notifications related to 
school improvement, public school choice, and supplemental educational 
services be provided directly to parents through mail, e-mail, or other direct 
means and through broader means such as the Internet (34 CFR, Section 
200.36) Notifications may also include a Web address that provides  more 
specific information to parents.  
 

The LEA should consider how accessible the Internet is for its parents when 
using this as a method for providing information to parents. If a small percentage 
of parents have access to the Internet, the LEA should consider the effectiveness 
of this form of communication.  

Notification Regarding Student Achievement 

B-1. What type of notification must the LEA or school send to parents regarding 
their child’s achievement on state assessments?  

 

Each year, a school that receives Title I, Part A funds must provide parents with 
an individual student report informing them of their child’s level of achievement 
on the state’s assessments in at least reading/language arts and mathematics 
[Section 1111(h)(6)(B)(i)].  
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B-2. Are LEAs required to send the notice regarding student assessment results 
via US Mail?  
 

No. Notification regarding student achievement on state assessments may be 
sent via backpack, delivered during individual conferences, or sent with report 
cards. The LEA should use the most appropriate method to ensure that parents 
receive the information in an understandable format.  

B-3. Are parental reports provided with state assessments sufficient for 
parental notification?  

 

Yes. The individual FCAT parental reports meet these notification requirements.  

B-4. Is FCAT the only assessment about which LEAs and schools are required 
to notify parents of the results?  

 

No. The LEA and school are required to notify parents of the results of any state 
assessment administered to their child. More information on the state 
assessment system may be found at: 
http://fcat.FLDOE.org/pdf/BriefingBook07web.pdf.  
 
Statewide assessments include but are not limited to the following: 
 

 Florida Comprehensive Assessment Test® (FCAT) [Section1088.22(2), 
Florida Statutes]: http://fcat.FLDOE.org/; 

 Florida Assessments for Instruction in Reading (FAIR): 
http://www.justreadflorida.com/instrreading.asp;  

 Florida Kindergarten Readiness Screener (FLKRS): 
http://www.FLDOE.org/earlylearning/providers.asp [School Readiness Act: 
Florida Statutes 411.01]; 

 National Assessment of Educational Progress (NAEP) [Section1088.22(2), 
Florida Statutes]: http://www.FLDOE.org/asp/naep/; 

 Comprehensive English Language Learning Assessment (CELLA): 
http://www.FLDOE.org/aala/cELLa.asp; 

 Florida Alternate Assessment: http://www.FLDOE.org/asp/altassessment.asp;  
 Preliminary Scholastic Aptitude Test (PSAT) [Florida Partnership for Minority 

and Underrepresented Student Achievement: Florida Statute 1007.35]: 
http://www.collegeboard.com/student/testing/psat/about.html or 
http://www.FLDOE.org/asp/k12memo/k12memo-psat-plan.asp;  

 Preliminary ACT (PLAN) [Florida Partnership for Minority and 
Underrepresented Student Achievement: Florida Statute 1007.35]: 
http://www.act.org/plan/ or http://www.FLDOE.org/asp/k12memo/k12memo-
psat-plan.asp; and  

 End-of-Course Exams: 
http://info.FLDOE.org/docushare/dsweb/Get/Document-
4896/ececlearinghouse.pdf.  
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B-5. How can LEAs move beyond compliance to best practice?  
 

The LEA is encouraged to utilize multiple notification mechanisms to parents to 
ensure they have read and understand their child’s academic achievement 
results. Examples of methods which go beyond compliance include, but are not 
limited to:  
 

 Individual conferences with parents;  
 Student led conferences (see B-6 for more information); and/or 
 Home visits to deliver and discuss assessment results. 

B-6. What are student led conferences?  
 

Student led conferences provide an opportunity for students to share their test 
information, goals, and plans with parents in a structured setting and with the 
assistance of the teacher. Information on student led conferences may be found 
at the following locations:  
 

 Education World Article:  
http://www.educationworld.com/a_curr/curr323.shtml 

 Education World Article: 
http://www.educationworld.com/a_admin/admin/admin326.shtml 

 School Improvement Resources using Student Led Conferences: 
http://quality.cr.k12.ia.us/Tutorials/studentled_conf/student_led_index.html 

 General Information, forms, templates, and student preparation guides: 
http://www.croydonsc.vic.edu.au/foundation2/SLC/Student%20Led%20Confer
ences.htm) 

 Resource Book: 
http://www.nmsa.org/store/ProductDetails/tabid/1084/ProductID/108/List/0/De
fault.aspx?SortField=ProductName,ProductName 

 Resource Book: 
http://www.corwinpress.com/booksProdDesc.nav?prodId=Book226866 

B-7. What types of documentation should the LEA maintain to demonstrate 
compliance?  

 

The LEA should maintain sufficient documentation to demonstrate that the 
notices were sent to parents. Documentation should include a sample of the 
actual signed and dated notices and the method of distribution. 

B-8. Is the LEA required to provide student achievement results to parents of 
students attending private schools implementing Title I, Part A programs?  

 

Yes and no. The requirement to provide student achievement results to parents 
of student attending private schools depends on the assessments agreed upon 
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during the consultation process. If the LEA is using assessments administered as 
part of the private school’s program to document progress in meeting the goals of 
the Title I program, parental notification would be the responsibility of the private 
schools, since it is not part of the state’s assessment program. If the LEA is using 
assessment from the state’s assessment system to determine progress, then 
yes, the LEA would be required to notify the parents of the results. It is not 
necessary for the LEA to send the assessment results via US Mail. The 
notifications may be disseminated through the private school officials. The LEA is 
not required to include private schools in the state academic assessment system 
[34 CFR 200.10].  

Parent’s Right to Know 

C-1. What information must be included in the “Parent’s Right-to-Know” notice? 
 

Parents must be notified at the beginning of each school year that they may 
request the following information about their child’s teacher(s) [Section 
1111(h)(6)(A)]:  
 

 Whether the teacher has met state qualifications and has a license for the 
grade level(s) and subject(s) he or she teaches; 

 Whether the teacher has an emergency or provisional license; 
 What degrees the teacher holds and the field of discipline of his or her 

certification or degree;  
 Whether their child is provided services by paraprofessionals and if so, their 

qualifications; and  
 The process the parent should follow when making the request. 
 

Parents of children attending Title I schools must be notified of these rights at the 
beginning of each school year. This information must be provided to parents in a 
uniform format, including alternative formats upon request, and to the extent 
practicable in a language that parents can understand. The LEA must respond to 
such requests in a timely manner and maintain documentation of such requests 
and the resolution. 

C-2. Is a sample parental notification available for review by LEAs and schools?  
 

Yes. Appendix A contains a sample “Parent’s Right-to-Know” notice. This 
notification may be in the form of a letter to parents, newsletter entry, or section 
of a parent handbook. However, notification through a newsletter is only one 
method of notifying parents. Using a newsletter as the main vehicle for 
communication is only allowable if the LEA and/or school use a newsletter to 
consistently communicate with parents. Based on guidance from United States 
Department of Education (USDE), when utilizing the newsletters to provide this 
information, it is suggested that a standing section be incorporated that calls 
attention to the NCLB or Title I requirements to keep parents informed. 
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C-3. Are schools allowed to provide the notice within another document?  
 

Yes. Schools may provide the notification within other documents provided to 
parents. However, it cannot be the only method of communication and must be 
prominently displayed and easily identifiable to parents. The USDE has recently 
found states out of compliance if LEAs only provide notice to parents through a 
parental handbook. 

C-4. How often must the Parent’s Right-to-Know notice be published?  
 

The Parent’s Right-to-Know notice must only be published once at the beginning 
of the school year. However, LEAs and schools must ensure that parents of 
students who enroll after the first day of school are also provided this information. 

C-5. How can LEAs and/or schools document that parents were provided the 
“Right-to-Know” notice? 

 

The LEA and school must maintain adequate documentation that parents were 
provided the required Right-to-Know notification. Documentation may include, but 
is not limited to the following:  
 

 Copies of the notice with date and method of distribution; 
 Copies of the multiple methods the LEA and/or school notified parents with 

the date and method of distribution; 
 Copies of newsletters referencing parental rights; and 
 US Mail receipts with a list of homes to which notices were mailed, if 

applicable. 

C-6. Is it necessary for parents to sign the notification, documenting receipt of 
the notification?  

 

No. The LEA and school are not required to maintain parental signatures 
acknowledging receipt of the notice.  

C-7. How can a school go beyond compliance to ensure that parents are fully 
informed of their right to request information on the qualifications of their 
child’s teacher?  

 

The LEA and school may consider implementing the following strategies to move 
beyond compliance and ensure parents understand the Right-to-Know 
requirements:  
 
 Provide reminders in monthly school newsletters; 
 Include the information in the annual Title I meeting; 
 Provide information to all parents on the qualifications of their child’s teacher 

even if not requested; and/or 
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 Provide a statement on the parent’s rights on the back of all report cards 
and/or progress reports.  

C-8. How soon must the LEA or school provide the requested information to 
parents?  

 

The law requires that LEAs and schools respond in a timely manner [Section 
1111(h)(6)(A)]. While timely is not defined, it is recommended that the 
information be provided within two weeks of the request; sooner if possible. The 
LEA and school should maintain adequate documentation when parents make 
the request, how and when the LEA/school responded, and a copy of the 
information provided to the parents.  

C-9. Are LEAs required to notify parents of students attending private schools 
implementing Title I, Part A programs?  

 

No. Although parents of participating children must be notified of their rights to 
request information on the qualifications of their child’s Title I teacher; however, 
this requirement does not extend to the regular private school teachers.  

Non-Highly Qualified Teacher Notice 

D-1. What is the “Four-Week Notice?” 
 

Timely notice to parents must be sent if their child has been taught for four or 
more consecutive weeks by a teacher who is not highly qualified. This notice is 
commonly referred to as the “Four-Week Notice.” The notice and information 
provided to the parents must be in an understandable and uniform format and, to 
the extent practicable, in a language that the parents can understand [Sec. 
1111(h)(6)(B)(ii)]. 

D-2. What must be included in the “Four-Week Notice?”  
The “Four-Week Notice” must include the following information:  
 

 Reason for the notification; 
 Reason the teacher is not highly qualified;  
 The steps the teacher is taking to become highly qualified; and  
 The support the LEA is providing until the teacher becomes highly qualified. 
 
Appendix B and C provides sample “Four-Week Notices” that meet the above 
requirements. 

D-3. When must the “Four-Week Notice” be sent to parents? 
 

Timely notice means that this information must be provided to parents of 
students no later than the end of the week following the fourth consecutive week 
a student is assigned to a non-highly qualified teacher. Four weeks has been 
interpreted as twenty school days.  
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D-4. Does the LEA need to send the notice every four weeks? 
 

No. Once the parent has been notified that their child is being taught by a non-
highly qualified teacher, it is not necessary to continue to provide the same notice 
every four weeks. However, the LEA is required to re-notify parents if the 
teacher’s status changes. The following situations would require a re-notification 
of parents:  
 

 The teacher assignment changes; 
 The support provided to the non-highly qualified teacher changes; or 
 The students assigned to the teacher’s class changes.  
 

The LEA may also consider notifying parents when a non-highly qualified teacher 
meets the requirements to be highly qualified. Although not specifically required 
in the statute, such notification could be used to go beyond compliance and 
ensure that parents are fully aware that their child’s teacher now meets the highly 
qualified requirements.  

D-5. Can the LEA send a generic “Four-Week Notice?”  
 

No. The four-week notice must be specific to each teacher identified as not highly 
qualified. Therefore, the letter may not be a generic letter. In addition, the notice 
should be provided in a letter instead of a newsletter, as the information is 
specific to a certain set of students. In middle or high schools where students 
have more than one teacher, one letter may be sent to each student that 
encompasses all non-highly qualified teachers from which the student receives 
instruction.  

D-6. Are LEAs required to send the “Four-Week Notice” to parents of students 
attending private schools implementing Title I, Part A programs?  

 

No. Although parents of participating children must be notified if their child’s Title 
I teacher is not-highly qualified, this requirement does not extend to the private 
school teachers.  

Principal Attestations 

E-1. What are “Principal Attestations?” 
 

In an effort to ensure compliance with Section 1119, LEAs must receive from 
each principal operating a Title I program (targeted assistance or schoolwide) an 
attestation that the school is in compliance with the highly qualified teacher and 
paraprofessional requirements. The attestations must be maintained at the 
school and LEA and be available to any member of the general public upon 
request [Section 1119(i)].  
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E-2. Does FDOE have a special form or format for the attestations?  
 

No. The FDOE does not have a specific format for the attestations. The format is 
specific to each LEA. Appendix D includes an example; however, LEAs are not 
required to use this form. 

E-3. Do the attestations pertain to both paraprofessionals and teachers?  
 

Yes. The verification of the highly qualified status pertains to both 
paraprofessionals and teachers. Section 1119(i) specifically states that the 
verification of compliance is for the requirements outlined in the entire section of 
the ESEA. 

E-4. How does FDOE monitor compliance with the principal attestations? 
 

During the annual monitoring process, FDOE will request copies of the 
attestations from the LEA and the school. Department staff will also verify the 
highly qualified status of the paraprofessionals and teachers.  

Local Educational Agency and School Report Cards 

F-1. What must be included in the LEA and school report cards? 
 

Each LEA receiving Title I funds must publicly disseminate a report card to 
parents and the public information that includes the following [Section 
1111(h)(2)(E): 

 

 Aggregate student achievement at each proficiency level on state tests, 
including comparisons to state averages; 

 Disaggregated student achievement at each proficiency level on state tests 
by race, ethnicity, gender, disability status, migrant status, English 
proficiency, and status as economically disadvantaged. The local data must 
also show a comparison to state averages; 

 Comparisons of student achievement by subgroup to the state’s annual 
measurable objectives for each group on each test;  

 The percentage of students not tested disaggregated by the above 
subgroups; 

 The most recent two-year trend in student achievement in each tested subject 
area and grade level; 

 Aggregate information of Adequate Yearly Progress (AYP) of students in 
achieving academic standards and a comparison to state averages; 

 Information on the number of recently arrived English language learners that 
were exempted from the state assessment;  

 Graduation rates for high school students by subgroup and compared to state 
averages;  

 The names, number, and percentage of schools identified for improvement 
and how long the schools have been identified for improvement;  
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 The professional qualifications of teachers (aggregate and disaggregated, 
comparing high-poverty to low-poverty schools); 

 The percentage of teachers teaching with emergency or provisional licenses 
(aggregate and disaggregated, comparing high-poverty to low-poverty 
schools); and 

 The percentage of classes not being taught by highly qualified teachers 
(aggregate and disaggregated, comparing high-poverty to low-poverty 
schools).  

F-2. Does FDOE provide this information to LEAs and schools?  
 

Yes. The FDOE provides the required state, LEA, and school information via the 
Public School Accountability Report (SPAR), which may be accessed at: 
http://doeweb-prd.doe.state.fl.us/eds/nclbspar/index.cfm.  

F-3. Are LEAs and schools required to disseminate the report cards to parents? 
 

Yes. The LEA must notify parents of the availability of the report cards and make 
the information included in the SPAR available to parents of all students 
attending Title I schools. The information must be in a format and, to the extent 
practicable, in a language parents can understand. The LEA may provide a 
summary of the information and provide the link to the Web address available to 
parents. If the LEA does not provide the entire report to parents, they must offer 
parents a complete report if requested. The process for requesting the report 
must be provided.  
 

The LEA must also make the report cards widely available to the public through 
means such as posting on the Internet, distribution to the media, and through 
public agencies [Section 1111(h)(2)(E)].  

F-4. How can LEAs and/or schools document that parents were provided the 
required report cards? 

 

The LEA and school must maintain adequate documentation that parents were 
provided with the required report cards. Documentation may include, but is not 
limited to the following:  
 
 Copies of the letters with date and method of distribution; 
 Copies of newsletters referencing report cards with an offer to provide the 

hard copy; 
 US Mail receipts with a list of homes in which letters were mailed, if 

applicable; 
 Copies of agendas, meeting minutes in which the report cards were 

discussed; and/or 
 Copies of articles published in local newspapers. 
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F-5. How can the LEA and/or school move beyond compliance to best practice?  
 

One of the major components of the ESEA is that parents have the information 
they need to make well-informed choices for their children, more effectively share 
responsibility with their children’s schools, and help those schools develop 
effective and successful academic programs. The LEAs and schools may go 
beyond compliance by completing the following tasks: 

 

 Sending multiple notices to parents; 
 Provide notification in multiple formats (US Mail and backpack); 
 Sharing information at the Title I annual meeting; and/or 
 Sharing information at School Advisory Council, parent advisory council, 

and/or other parent organization meetings.  

Local Educational Agencies and Schools Identified for Improvement 

G-1. What information must be provided to parents when their child’s school 
has been identified as in need of improvement, corrective action, or 
restructuring?  

 

Schools identified for improvement that receive Title I funds must promptly notify 
parents of all children enrolled in the school that the school has been identified 
for improvement. The notice to parents must include:  
 

 An explanation of what the identification means;  
 The reason for the identification;  
 How the school compares with other schools in the LEA and the state in 

terms of academic achievement;  
 What the school is doing to address low achievement;  
 What the LEA will do to help the school;  
 How parents can become involved in helping the school improve 

academically;  
 If in corrective action, information regarding the corrective actions 

implemented at the school; 
 If planning for implementing restructuring, information about the schools 

status and opportunities to comment on and participate in the plan; and 
 An explanation of parents’ options to transfer their children to another public 

school or to receive supplemental educational services. 
 

Under Florida’s Differentiated Accountability program, schools that do not show 
adequate yearly progress for two consecutive years must offer parents of eligible 
students supplemental education services. Schools that do not show adequate 
yearly progress for three consecutive years must offer parents the option of 
transferring their children to another public school in addition to supplemental 
educational services for eligible students.  
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G-2. What are the requirements regarding LEAs identified as in need of 
improvement or corrective action?  

 

Section 1116 of the ESES, reauthorized as NCLB, requires the FDOE to notify 
parents of each student enrolled in all schools served if an LEA is identified as in 
need of improvement or corrective action. This notice must include the following 
information:  
 

 Reason for the identification;  
 How parents can participate in upgrading the quality of the LEA; and  
 Description of the corrective actions taken by the FDOE to improve the 

academic progress of the LEA.  
 

In addition to notifying parents, the FDOE must broadly disseminate the findings 
to the public. This information may be accessed on the Bureau of Federal 
Education Programs Web page at: http://www.FLDOE.org/bsa/title1/parta-
improvement.asp. The FDOE does not have access to individual student 
addresses; therefore, the information must be forwarded to the LEA for 
distribution to all parents in the LEA. The FDOE letters are distributed to LEAs 
annually for distribution to parents.  

G-3. How must the information be provided to parents? 
 

This information must be provided to parents directly by such means as regular 
mail, e-mail, or backpack mailings. To the extent practicable, the information 
must be conveyed in a language parents can understand. However, in cases 
where an LEA decides to send notices home via backpack, the LEA must be able 
to demonstrate that it has met the parental notification requirement. If the LEA 
chooses to send the notification on their letterhead, the notification must be sent 
on behalf of the FDOE and include all required information included in the letter 
from the Commissioner. 

G-4. What type of documentation is required to demonstrate that the LEA 
disseminated the notices? 

 

The LEA and school must maintain documentation that notifications were 
disseminated and may consider requesting parent acknowledgement of receipt. 
The FDOE requires that the verification form (Appendix I) is uploaded as part of 
the annual monitoring process. 

G-5. When must the letter be sent?  
 

The notification of the LEA’s improvement or corrective action status should be 
sent to parents as soon as possible. Once FDOE provide the notices to LEAs, 
the letter should be shared with parents within two weeks of receipt. 
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G-6. How should the LEA notify FDOE that the letters have been distributed?  
 

The FDOE must maintain documentation that the notices have been sent. In an 
effort to reduce the multiple notification requirement, LEAs submit evidence 
through the online monitoring system. The LEA will upload the form in Appendix I 
as well as a copy of actual letter sent to parents.  

Parental Notification Related to Parent Information Resource Center  

H-1. What are Parent Information Resource Centers (PIRCs)? 

The Parental Information and Resource Center (PIRC) program is a discretionary 
grant program funded by the USED. In 2006, PIRCs were awarded to serve 
statewide needs. The PIRCs provide regional and statewide services and 
disseminate information to parents statewide. The PIRCs help LEAs implement 
successful and effective parental involvement policies, programs, and activities 
that lead to improvements in student academic achievement and that strengthen 
partnerships among parents, teachers, principals, administrators, and other 
school personnel in meeting the education needs of children.  

H-2. What information are LEAs and schools required to provide parents 
regarding the PIRCs?  

 

All LEAs and schools must notify parents and parent organizations of the 
existence and purpose of the two PIRCs located in Florida [Section 1118(g)]: 

  
The Florida Parental Information and 
Resource Center of Family Network on 
Disabilities of Florida (FL PIRC of FND) 
2735 Whitney Road 
Clearwater, FL 33760 
Phone: (727) 523-1130 
Fax: (727) 523-8687 
Web site: http://www.floridapirc.org 
 

The Florida Parental Information and 
Resource Center at the University of South 
Florida (FL PIRC at USF)                              
3500 East Fletcher Avenue, Suite 301 
Tampa, FL 33613 
Phone: (813) 974-2673 
Fax: (813) 396-9925  
Web site: http://www.floridapirc.usf.edu 

 

The purpose of the PIRC program is to: 
 Assist with the implementation of successful and effective parental 

involvement policies, programs, and activities that lead to improvements in 
student academic achievement; 

 Strengthen partnerships among parents, teachers, principals, administrators, 
and other school personnel in meeting the educational needs of children; and  

 Work hand-in-hand with state and federal programs to provide information 
and resources on early childhood through high school parental involvement. 
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H-3. What types of services are available through the PIRCs? 
 

The FL PIRC of FND offers technical assistance to the SEA, LEAs, schools, 
parents, and community groups on the value of parental involvement in 
education and the impact it has on student academic achievement. The FL PIRC 
of FND provides training to schools and parents to promote communication to 
foster and maintain positive relationships. The FL PIRC of FND supports LEAs 
and schools in implementing the parental involvement requirements in the No 
Child Left Behind Act of 2001. Specifically, technical assistance is targeted 
to compliance and effectiveness in the Title I areas of parental involvement 
policies, supplemental educational services, public school choice, family literacy, 
and early childhood; all with a focus on increasing parental involvement to 
improve student academic achievement. 
 
The FL PIRC at USF provides programs and services that increase the 
effectiveness of parental’ involvement in the education of their children to 
improve the academic achievement of Florida’s students and schools. The 
services are available statewide to parents, educators, LEAs, schools, 
community groups, and the Florida Department of Education. They include 
research-based training, technical assistance, early childhood parent education, 
dissemination of information and resources on research-based parental 
involvement practices, instructional technology for connecting with and 
supporting parents and educators, and regional parental involvement learning 
communities. The Florida PIRC at USF focuses on outreach to educators and 
families, especially those who are disadvantaged (educationally, linguistically, 
and/or economically) or whose children attend schools that have not made 
Adequate Yearly Progress (AYP). The services target increasing parents’ 
knowledge and use of public school choice options, school accountability data, 
and supplemental educational services. The goals of the services of the Florida 
PIRC at USF include increasing: 1) home-school communication, 2) parental 
engagement in school planning, review and improvement, and 3) parents’ ability 
to facilitate children’s developmental progress and school readiness. 

H-4. Is there a specific flyer an LEA is required to use?  
 

No. The LEA is not required to use a specific form or notice. However, 
informational flyers for both Florida PIRCs are located in Appendix J.  

H-5. Are other groups required to be notified of the resources available through 
the statewide PIRCs?  

 

Yes. All LEAs and schools must also notify local parental organizations of the 
existence and purpose of the PIRCs [Section 1118(g)]. These parental 
organizations include, but are not limited to:  
 
 Parent Advisory Councils;  
 Parent-Teacher Associations (PTA);  
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 Parent-Teacher Organization (PTO); and/or 
 LEA or school-based parent committees or groups. 

H-6. Must parents of students attending private schools implementing a Title I, 
Part A program be notified of the availability and purpose of the PIRCs?  

 

Yes. All LEAs are required to notify the parents of participating students 
attending private schools implementing Title I, Part A programs of the existence 
and purpose of both PIRCs in Florida.  

H-7. How must the information be provided to parents? 
 

Information regarding the PIRCs must be provided to parents directly by such 
means as regular mail, e-mail, or backpack mailings. To the extent practicable, 
the information must be conveyed in a language parents can understand. The 
notification may be included as part of other parental notifications.  

H-8. What type of documentation is needed to demonstrate compliance? 
 

The LEA and schools must maintain documentation that parents have been 
notified of the existence and purpose of the PIRCs including format, date, and 
method of dissemination. Documentation may include, but is not limited to:  
 
 Flyers; 
 Newsletters; 
 Parental organization meeting minutes; 
 Multiple notices, if applicable; and 
 Notifications in a language and format parents can understand. 
  
The LEA may not document compliance by simply including a link in a list of 
resources for parents.  

H-9. How does FDOE monitor compliance with the PIRC notification? 
 

During the annual monitoring process, FDOE will request from the LEA and the 
school copies of the notification as well as the date and method of dissemination. 
During monitoring interviews, parents may also be asked to describe their 
knowledge of the existence and purposes of the PIRCs. The LEA and school 
personnel may be asked about any services provided by the PIRCs.  

H-10. How can the LEA and school go beyond compliance?  
 

The PIRCs in Florida work diligently to support the parental involvement 
programs of LEAs and schools in Florida. It is recommended that LEAs and 
schools contact the PIRCs and avail themselves of the services and programs 
offered by each PIRC. It is also recommended that parents are provided multiple 
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notifications about the PIRCs through newsletters, flyers; information presented 
at the Title I annual meetings, and/or parental organizations or groups.  

Parental Notifications Related to NCLB School Choice 

I-1. What information must LEAs and schools provide to parents regarding 
NCLB School Choice?  

 

The LEA and school must provide the parents of each student enrolled in a Title I 
school identified as in need of improvement, corrective action, or restructuring 
with the following information: 
 

 The school’s AYP status;  
 What the AYP status means; 
 The reason(s) for the identification as a school in need of improvement, 

corrective action, planning for restructuring, in restructuring; 
 How the school’s academic achievement compares to other public schools in 

the LEA and in the state; 
 What the school is doing to address the problem(s) of low achievement; 
 What the LEA is doing to address the problem(s) of low achievement; 
 How parents can become involved; 
 If in corrective action, information regarding the corrective actions 

implemented at the school; 
 If planning for implementing restructuring, information about the schools 

status and opportunities to comment on and participate in the plan; and 
 Options for public school choice, including transferring to another public 

school and supplemental educational services (SES), as applicable [Section 
1116(b)(6) and 34 CFR Section 200.38].  

 

The communication must be easy to understand, available in alternate formats 
and translated into other languages where feasible [34 CFR Section 200.36(b)]. 
Specific information that must be provided related to public school choice and 
SES is provided in questions B-2 and C-2. 

I-2. When must notifications be sent to parents? 
 

An LEA must offer public school choice when it notifies parents that a school has 
been identified for school improvement, corrective action, or restructuring [34 
CFR Section 200.44(a)]. An LEA must notify parents of eligible students 
sufficiently in advance of, but no later than 14 calendar days before, the first day 
of the school year following the school year in which the LEA administered the 
assessments that resulted in the school being identified for school improvement, 
corrective action, or restructuring [34 CFR Section 200.37(b)(4)(iv)]. An LEA 
should offer public school choice as early as possible so that parents may 
consider their choice options well in advance of the start of the school year. An 
LEA must notify parents of the availability of SES prior to and after the start of 
school [Section 1008.331, Florida Statutes]. 
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I-3. How must an LEA notify parents of Choice and SES options?   
 

Federal regulations require that, throughout the school improvement process, an 
LEA provide information to parents (1) directly, through such means as regular 
mail, e-mail, or backpack and (2) through broader means of dissemination such 
as the Internet, the media, and public agencies serving the student population 
and their families. The LEA must distribute information to parents through both of 
these means [34 CFR Section200.36(c)].   
 

The LEAs that are most effective in reaching eligible families are those that 
provide information to parents through as many means as practicable, including 
less traditional forms of parental outreach, such as radio and TV ads and notices 
at venues that parents may frequent, such as movie theaters, shopping malls, 
beauty parlors, and places of worship. The LEA should also enlist schools in their 
efforts to reach parents. For example, an LEA could use back-to-school nights as 
forums to explain SES to parents and offer them advice about enrolling their 
children. As part of this effort, an LEA should educate teachers and principals 
about SES so as to ensure that they can effectively and objectively assist parents 
in making their selections if parents request such assistance.  
 

In providing this information, LEAs must take care not to disclose to the public 
the identity of any student eligible for SES without the written permission of the 
student’s parents [Section 1116(e)(2)(D); 34 CFR Section 200.36(d)].   

I-4. How may an LEA meet the requirement to notify parents directly of their 
options? 

 

An LEA may decide to meet its responsibility to inform parents directly by 
notifying parents through other means, such as through e-mail or by sending a 
notice home in a student’s backpack. 
 

An LEA should consider which method of direct communication is likely to be 
most effective in reaching parents of eligible students and, in doing so, may wish 
to take into account such factors as family mobility, student grade level, and 
access to the Internet. An LEA may find that the particular circumstances of the 
LEA, or of a subgroup of eligible students within the LEA, may favor one type of 
direct communication over another. All LEAs are encouraged to notify parents 
through multiple means, so as to further increase the likelihood of reaching 
parents. 
 

The LEA should bear in mind that documentation must be maintained to 
demonstrate that the parental notification requirement has been met [34 CFR 
Section 200.48(d)]. If an LEA chooses to send notices home in a student’s 
backpack, the LEA should consider the evidence that would verify that it has met 
its responsibility. An LEA could, for instance, ask for signed responses from 
parents acknowledging that they have received the notice. Alternatively, the LEA 
could show that it has met the requirement to notify parents by demonstrating a 
sufficient level of demand for public school choice and SES. 
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I-5. Can the LEA reference the state or LEA’s Web site to provide part of the 
required information?  

 

No. Section 1116(b)(6) of ESEA requires written notification for all parents; 
however, the parental notification may refer parents to the LEA or state’s Web 
site for additional information on public school choice and SES (see questions I-1 
and I-15). The parental notice must contain all required elements, but may also 
provide a reference to an Internet site to access more detailed information, as in 
the case of the performance of other schools in the LEA [Section 1116(b)(6)].  

I-6. Can the LEA send the parental notification prior to the determinations of 
AYP status of Title I schools?  

 

Yes. The LEA may send information to parents regarding the possibility of the 
options to transfer or participate in SES prior to the determination of the 
Adequate Yearly Progress (AYP) status of Title I schools. However, it is not 
possible for this notification to contain all essential components since the 
required notification must include the current AYP information and status of the 
school. If the LEA notifies parents early, the LEA must also send a post-AYP 
notification to ensure that all parents are notified of each of the items listed in A-
3. Issues to consider before deciding to send two notices include:  
 

 How will the LEA ensure that parents receive the second notice? 
 How will the LEA notify parents that they have been approved to transfer to a 

different school? 
 Will parents have another opportunity to apply for public school choice after 

the second notification? 
 

For more information regarding the option to notify parents of their options for 
public school choice early, please visit the Department’s Web site at: 
http://www.fldoe.org/flbpso/nclbchoice/transportation/choice_transportation.asp.   

I-7. Are LEAs required to notify parents of students who are not currently 
enrolled but whom the LEA anticipates will enroll (i.e., students entering 
kindergarten for the first time or students moving from elementary to 
middle, middle to high) of their options under ESEA? 

 

Federal law requires that choice options be made available to all students 
enrolled in schools identified for improvement, corrective action, or restructuring. 
According to USED Non-Regulatory Guidance, LEAs should offer students 
planning to enter a school for the first time the same opportunity to exercise 
choice as students previously enrolled in the school. Therefore, the LEA should 
notify the parents of the students whom they anticipate will enroll in an eligible 
school of their options to transfer or participate in SES. For example, the LEA 
should notify parents of students planning to enroll in kindergarten the 
opportunity to participate in public school choice options. The LEA should notify 
parents of students currently enrolled in the fifth grade and are zoned for 
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attendance in a middle school, which has been identified as a school in need of 
improvement of their options. 

I-8. How should an LEA include the required comparison information? 
 

The LEA may wish to exercise various options to meet the requirement of 
providing comparison information to parents. The LEA may provide parents a 
chart of all schools in the LEA and their corresponding AYP status. A LEA may 
wish to include information in the letters such as: X percent of all elementary 
schools made 100 percent of AYP requirements and X percent of all elementary 
schools in the LEA have been designated with a school grade of ‘A’. If the letter 
does not contain specific information regarding the potential receiving schools, 
the LEA must include either an LEA-wide school comparison chart or information 
on LEA-wide academic achievement percentages. An LEA must be sure to also 
include a statement regarding how the school compares to other schools in the 
state. For example, an LEA may provide this information as follows: 
 

% of Students Scoring Level 3 (Proficient) or Higher on FCAT 
SUBJECT SCHOOL LEA STATE 
Reading 45% 61% 60% 

Mathematics 65% 64% 66% 
Writing 85% 92% 92% 

 

I-9. What kind of information should be provided to describe what the school 
and LEA are doing to address the academic problem(s) of the school? 

 

The LEA must describe the activities and information the school and LEA are 
implementing to address the academic concerns specific to the reasons why the 
school failed to make AYP. For example, the LEA may wish to include 
information regarding new curriculum for third grade reading if the school fails to 
make AYP due to reading. In addition, the LEA should include information related 
to how parents may help address these areas [Section 1116(b)(6)(C-D)].  

I-10. What procedures should the LEA establish for enabling parents to 
communicate their choice of school or SES? 
 

Enrollment of eligible students in public school choice or SES is the responsibility 
of the LEA. An LEA must ensure that its policies and procedures for receiving 
choice-related communications from parents do not impede parents’ 
opportunities to exercise choice options. For example, parents should not have to 
appear in person to state their choices or visit a school prior to making a choice. 
Rather, parents should be able to communicate their choices in a variety of ways, 
including standard mail, e-mail, or fax. The LEA should confirm that it has 
received their communication regarding choice with parents. 
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I-11. How much time should parents have to consider their options?  
 

An LEA may set reasonable timelines for parents to make their decisions 
regarding choice depending on the circumstances in the LEA and its schools. For 
example, the LEA may establish a window during which parents must exercise 
their choice option or the LEA may hold open enrollment periods throughout the 
year. The LEA must work with parents to ensure that they have ample 
information and time to take advantage of the opportunity to choose a different 
public school or SES for their child. It is recommended that at a minimum, 
parents should have at least two weeks from the time all of the information is 
received to notify the LEA of their choices. 

I-12. Should a LEA notify only the parents of the lowest achieving eligible 
students first, and then if funds are available, notify all other parents?  

 

No. Prior to contacting parents, a LEA cannot assume that it will have limited 
resources for public school choice or SES. Rather, the LEA must notify all eligible 
families of their children’s eligibility for services and public school options. 
Parental notification letters should inform parents that, if demand for services 
exceeds available funds, services will be prioritized to the lowest achieving of the 
low-income students. The LEA must set priorities or criteria to determine which 
eligible students can get services [Section 1116(b)(6); Section 1116(9)(C); and 
34 CFR Section200.44(e)]. The LEA should be able to provide parents with the 
LEA policy for prioritization upon parents’ request.  

I-13. How should the LEA prioritize services if demand exceeds available 
funding?  

 

The LEA must use fair and equitable criteria in determining which students are 
the lowest achieving and should use professional judgment in applying those 
criteria. Following the end of an enrollment period, if the LEA determines that 
more parents requested services than it has available funds, the LEA should 
prioritize services to the lowest-achieving of the low-income students [34 CFR 
Section 200.45(d) and 34 CFR Section 200.44(e)]. Examples of possible 
approaches to prioritization include, but are not limited to the following:  

 

 Low-income students whose FCAT scores fall below an established 
proficiency level;  

 Low-income students in grade levels with the highest percentage of low-
performing students based on an established proficiency level;  

 Low-income and lowest-performing students in the subjects with the greatest 
need;  

 Low-income and lowest-performing students in reading/language arts and 
mathematics;  

 Low-income and lowest-performing students in reading/language arts or 
mathematics; 
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 Low-income students scoring a Level 1 in reading or mathematics on the 
most recent FCAT; and 

 Low-income students scoring a Level 1 for consecutive years by subject on 
FCAT.  

I-14. Who is eligible to receive SES? 
 

All students from low-income families who attend a Title I school that is in need of 
improvement, in corrective action, or planning for or in restructuring are eligible to 
receive SES. Eligibility is not dependent on whether a student is a member of a 
subgroup that did not make AYP, or whether the student is in a grade that takes 
the statewide assessment required by Section 1111 of the ESEA.   

I-15. What information must be provided to parents regarding SES?  
 

Parents of all eligible students in Title I schools identified as in need of 
improvement for one or more consecutive years, corrective action, or 
restructuring must be sent annual notice of the availability of SES [Section 
1116(e)(2)(A); 34 CFR Section 200.37(b)(5)]. The notification must:  

 

 Explain how parents can obtain SES for their child; 
 Identify each approved SES provider within the LEA or in its general 

geographic location, including providers accessible through technology, such 
as distance learning;  

 Describe briefly the services, qualifications, and evidence of effectiveness for 
each provider;  

 Indicate providers able to serve students with disabilities or LEP students; 
and 

 Include an explanation of the benefits of receiving SES.  
 

Additionally, an LEA should describe the procedures and timelines that parents 
follow to select a provider to serve their child, such as where and when to return 
a completed application, when and how the LEA will notify parents about 
enrollment dates and start dates; and whom to contact in the LEA for more 
information. If an LEA anticipates that it will not have sufficient funds to serve all 
eligible students, it should also include in the notice information on how it will set 
priorities in order to determine which eligible students receive services [Section 
1116(b)(9)(C)].  
 

The LEA may provide additional information in the notice to parents, as 
appropriate. However, any additional information should be balanced and should 
not attempt to dissuade parents from exercising their option to obtain SES for 
their child.   
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I-16. What information should an LEA include in its notice to parents about each 
provider that is available to serve students in the LEA? 

 

An LEA must include in its notice to parents information about the services, 
qualifications, and evidence of effectiveness for each SES provider able to serve 
students in the LEA [Section 1116(e)(2)(A)(iii) and 34 CFR Section 
200.37(b)(5)(ii)(B)]. In describing each provider’s services, either in the letter 
itself or in an accompanying document, an LEA should include information on: 
 

 The grade levels each provider will serve; 
 The subjects in which services will be provided; 
 Where and when each provider will offer its program; 
 How many sessions each provider will offer and how long each session will 

last; 
 The pupil/tutor ratio for each provider; 
 Qualifications of a provider’s tutors, if available; 
 Whether a provider operating off-site will offer transportation for students;  
 Whether a provider is able to serve students with disabilities or LEP students; 

and 
 The providers services designation, if available.  

I-17. What information should an LEA include in the notice in order to meet the 
requirement that the notice explain the benefits of receiving SES?  

 

An LEA has discretion in determining what information regarding the benefits of 
SES to include in its notice to parents. In addition to benefits substantiated by 
research conducted by the Department or by states, LEAs, or other entities 
related to improving student academic proficiency, an LEA’s notice could include, 
for example, the fact that SES are free tutoring that can be tailored to the 
particular academic needs of each participating student, are available at no cost 
to parents, and make productive use of a student’s out-of-school time in a safe 
environment. Additionally, an LEA could note that SES allow parents to select the 
approved provider of their choice that best meets their child’s academic needs. 

I-18. Are there additional requirements for the form of an LEA’s SES notice? 
 
Yes. In addition to being easily understandable, uniform, and concise, the LEA’s 
notice to parents regarding their option to obtain SES must also be “clearly 
distinguishable” from other school improvement information [34 CFR Section 
200.37(b)(5)(iii)]. This does not preclude an LEA from including the SES notice in 
the same mailing as other information about school improvement, but the SES 
notice must stand out so that parents can easily recognize and understand it, 
apart from the other information they receive on their school’s improvement 
status. For example, an LEA might print its SES notice on brightly colored paper 
and in large, bold font so that parents are more likely to read it. 
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I-19. Can the LEA send a postcard to notify parents that students are eligible for 
SES or have been assigned a provider?  

 

No. Since eligibility for SES is based on the income of the family, notification of 
eligibility must remain confidential. The Office of Family Policy Compliance has 
ruled that the release of confidential information via a postcard is a violation of 
the Family Educational Rights and Privacy Act.  

I-20. When should the LEA notify parents regarding their child’s eligibility for 
supplemental educational services and when must services begin?  

 

Section 1008.331, Florida Statutes, requires LEAs to notify parents about the 
availability of SES prior to and after the start of school so that services can begin 
by October 15 of each school year. As long as the school continues to hold open 
enrollment, SES enrollment forms must be made freely available to parents.  

 

In addition, federal regulations require that LEAs provide eligible students and 
their parents a genuine opportunity to sign up to transfer or to obtain 
supplemental educational services, by: 

 

 Providing timely, accurate notice as required [34 CFR Sections 200.36 and 
200.37]; 

 Ensuring that sign-up forms for supplemental educational services are 
distributed directly to all eligible students and their parents and are made 
widely available and accessible through broad means of dissemination, such 
as the Internet, other media, and communications through public agencies 
serving eligible students and their families; and 

 Providing a minimum of two enrollment windows, at separate points in the 
school year, that are of sufficient length to enable parents of eligible students 
to make informed decisions about requesting supplemental educational 
services and selecting a provider [34 CFR Section 200.48(d)(2)(B)]. 

I-21. What information must an LEA include on its Web site about SES? 
 

An LEA is required to prominently display on its Web site the following 
information regarding SES: 
 

 Beginning with data from the 2007-2008 school year, and for each 
subsequent school year, the number of students who were eligible for and the 
number of students who participated in SES [34 CFR Sections 
200.39(c)(1)(ii); 200.42(b)(5); 200.43(b)(5); and 200.43(c)(1)(iii)]; and 

 For the current school year, a list of SES providers approved by the state to 
serve the LEA and the locations where services are provided [34 CFR 
Sections 200.39(c)(1)(iii); 200.42(b)(5); 200.43(b)(5); and 200.43(c)(1)(iii)].   

 

An LEA should display this information on its Web site in a place that is visible 
and easy for parents to locate. Note that an LEA must list on its Web site all SES 
providers approved by the state to serve the LEA. This includes SES providers 
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approved by the state that are located within the LEA, as well as in its general 
geographic location, and providers accessible through distance learning 
technology [34 CFR Sections 200.37(b)(5)(ii)(A); 200.39(c)(1)(iii)].  

I-22. When must an LEA post choice information on its Web site?  
 

An LEA must post the information, described in C-8, in a timely manner to ensure 
that parents have current information on their options [34 CFR Section 
200.39(c)(1)]. An LEA must post information on approved providers as early in 
the school year as possible so that parents can access this information when 
making decisions about their child’s participation in SES, and update this 
information periodically throughout the school year, as updates become 
necessary. Regarding the number of students who were eligible for and who 
participated in SES in prior years, an LEA should display this information as soon 
as it becomes available. 
 

Beginning with the 2008-2009 school year, an LEA must post data on the 
number of students who were eligible for and participated in SES during the 
2007-2008 school year, and must post the list of SES providers for the 2008-
2009 school year. For the 2009-2010 school year, the LEA must post data on the 
number of students who were eligible for and participated in SES during the 
2007-2008 and 2008-2009 school years, and must post the list of providers for 
the 2009-2010 school year. An LEA must continue posting historical data on SES 
participation and eligibility, and its current list of providers, in subsequent school 
years accordingly. 

I-23. Do all LEAs have to display the SES information on their Web sites? 
 

Yes. All LEAs must prominently display information on student eligibility and 
participation in SES and the list of approved SES providers and location of 
services, unless the LEA meets the following exceptions:  
 

 The LEA does not have any Title I schools in year one of improvement, in 
corrective action, or in restructuring;  

 The LEA is not able to offer SES because there are no approved providers 
able to serve in the LEA; or  

 The LEA is required to offer SES, but does not maintain a Web site, in which 
case the SEA must display the required information, on behalf of the LEA, on 
the SEA’s Web site [34 CFR Section 200.39(c)(2)].   
 

An LEA that is required to offer SES but does not maintain a Web site should 
notify its SEA before the start of the school year that it does not have a Web site. 
An LEA must provide the information required so that the SEA can meet its 
obligation to post the required information on its own Web site (See I-21). 
 

An LEA that no longer has any Title I schools identified for school improvement, 
corrective action, or restructuring, or is no longer able to offer SES because it 
has no available providers, is encouraged to continue to display on its Web site 
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historical data on student eligibility for and participation in SES from prior school 
years, although it is not required to do so.  

I-24. What other information should an LEA display on its Web site to help 
parents understand their SES options? 

 
An LEA’s Web site must include information on which providers are able to serve 
students with disabilities or English language learners, and other information, 
such as the LEA’s SES timeline and procedures for student enrollment, to help 
parents make informed decisions about their SES options [CFR Section 
200.37(b)(5)(ii)(B)]. Additionally, an LEA could include information, obtained from 
the SEA’s Web site, on the LEA’s 20 percent obligation and per-pupil allocation. 
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Appendix A: Sample Parent’s Right-to-Know Notice 
 
Dear Parents: 
 
As a parent of a child at [insert school name], you have the right to know the 
qualifications of your child’s teacher. Specifically, you have the right to ask for and 
receive the following information: 
 
 If they meet the qualifications for the grades and subjects taught; 

 If they are working under emergency or provisional status; 

 Their college major and any advanced degrees,  

 The subject area of their certification or degree; and 

 If paraprofessionals provide services to your child and, if so, their qualifications. 
 
In addition, parents have the following rights and responsibilities:  

 To be involved in their child’s school; and 
 To provide input in the plans and policies of your child’s school.  

If you would like to receive any of this information or have questions, you may contact 
[insert name] at [insert telephone number]. 
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Appendix B: Sample Four-Week Notice 

[LEA or School Letterhead] 

 
 
Dear Parents/Guardians: 
 
Your child is attending a school receiving federal funds. The law requires that schools 
notify parents when a teacher who has not met the highly qualified requirements has 
taught their child for four or more consecutive weeks. 
 
The requirements help us ensure that students receive the best education possible. 
Teachers of core academic subjects must:  
 Have at least a bachelor’s degree; 
 Hold state certification in the subject taught; and  
 Demonstrate competency for the subject matter and grade level(s) taught. 

 
Currently, [insert teacher’s name] has not met all of the requirements because [add 
reason]. We are working closely with [insert teacher’s name to ensure that they will 
meet all requirements soon by providing the following specific support: 
 
 [Insert support provided]; and 
 [Insert support provided].    
 
You may contact the principal of your child’s school to request the information about 
your child’s teacher. If you have any questions, please contact [insert name] at [insert 
number]. 
 
Sincerely, 
 
[Principal] 
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Appendix C: Sample Four Week Notice 2 
 
 
 

[School Letterhead] 
 

 
Date____________ 
 
Dear Parent: 
 
The federal No Child Left Behind Act of 2001 (NCLB) requires all schools to notify 
parents or guardians after a class has been taught for four consecutive weeks by a 
teacher who is not considered highly qualified for that specific subject area.  While there 
are a variety of ways in which a teacher can demonstrate that he or she is highly 
qualified in a given subject, the requirement is considerably more difficult to meet for a 
teacher who is responsible for teaching several core subject areas.   
 
The purpose of this letter is to notify you as required that Mr./Ms. ________________ is 
not currently considered “highly qualified” under NCLB in one or more subjects being 
taught to your son or daughter. A teacher might not yet meet the “highly qualified” 
designation because of one of these reasons: 
 
 They have moved here from another state and are teaching under provisional status, 

pending final paperwork from the State of Florida that certifies they have fulfilled all 
of the requirements of teaching in Florida;  

 They are adding an endorsement area, but have completed only a portion of the 
university coursework required for the new endorsement, and they are teaching 
courses in the new area under provisional status for which the state has waived 
licensing criteria while they finish the required coursework;  

 [LEA add additional reasons] 
 
Please be assured that this does not mean this teacher is not an effective teacher 
for your child.  Mr./Ms. __________________ does meet the requirements to be 
certified in Florida for this position.  Given his/her professional experience, we believe 
that your child is receiving a high-quality education in his/her class. The [LEA]  is 
working with Mr./Ms. _______________ to assist him/her to become highly qualified by 
[add the steps]. In addition, support is provided by a mentor teacher to assist him/her as 
needed. 
 
If you have any concerns regarding this information, you have a right as a parent to 
request information regarding the qualifications of your child’s teachers.  Please contact 
[name/title] at [number] if you have any questions. 
 

Sincerely, 
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Appendix D: Sample Principal Attestation 
 
 

Attestation of Qualifications for Teachers and Paraprofessionals 
 
Name of School:            Name of LEA:       
 
As required by P.L. 107-110, Section 1119(i) of Title I, Part A, I the undersigned campus  
principal attest to the following for school year [20XX-20XX]. 
 

YES NO Requirements Outlined in Statute 

      1. All teachers teaching in core academic subject areas and hired after the first day of the 
2002-2003 school year and teaching in a program supported by Title I, Part A funds, 
are highly qualified.   

If “no,” how many teachers were hired that are not highly qualified?  _____ 

      2. All instructional paraprofessionals, (except for translation and parental involvement 
activities) paid with any Title I funds meet the requirements to be considered highly 
qualified.  

If “no,” how many paraprofessionals were hired that do not meet the Title I, Part A 
qualifications?  _____  

      3. All instructional paraprofessionals paid with Title I funds are assigned appropriate 
duties consistent with paraprofessional responsibilities and limitations under Section 
1119 of the Elementary and Secondary Education Act, reauthorized as No Child Left 
Behind.  

      4. All instructional paraprofessionals paid with Title I funds are working under the direct 
supervision of a teacher consistent with Section 1119 of the Elementary and 
Secondary Education Act, reauthorized as No Child Left Behind.  

      5. Paraprofessionals who assume limited duties beyond classroom instruction or duties 
that do not benefit participating children are the same type of duties as assigned to 
other paraprofessionals who are not working in a program supported with Title I, Part 
A funds, and the amount of time spent on such duties is the same proportion of total 
work time as prevails with respect to similar personnel at the same school.   

 
Copies of this attestation are available at the school and LEA office and will be made 
available to the general public upon request. 
 
____________________________________________
      _________________ 
Signature of Principal      Date 
 
     ________________________________________ 
Typed Name of Principal 
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Appendix E: Sample Report Card Notice 
 
The Florida Department of Education publishes an annual report card on the progress 
of our district and schools. The report includes information on:  
 
 Number of students enrolled;  
 Ready to start school rate;  
 Graduation rate and preparation for education after high school; 
 Results on state tests in reading, writing, mathematics, and science;  
 Results on national tests; 
 School safety and environment; 
 Qualifications, education, and experience of teachers and staff; 
 School grades; and  
 Adequate Yearly Progress.  
 
The information is at http://doeweb-prd.doe.state.fl.us/eds/nclbspar/index.cfm or you 
may contact [name] at [number] to request a copy of the report.  
 
Sincerely,  
 
[Principal] 
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Appendix F: Sample Schoolwide Plan Notification 
 
Dear Parents:  
 
Each year [School Name] must create a plan to support student academic achievement. 
The 20xx-20xx School Improvement Plan/Schoolwide plan is located at 
http://www.flbsi.org/0910_SIP/Login.aspx or the [school website]. A hard copy is also 
available at your school.   
 
The plan includes information on how the school will work to:  
 
 Improve student academic performance in reading, writing, mathematics, and 

science;  
 Support parents in helping their child; and 
 [Add any additional areas].  
 
If you would like to make comments regarding the plan or request a hard copy, you may 
contact [name] at [number]. 
 
Sincerely,  
[name] 

33 

http://www.flbsi.org/0910_SIP/Login.aspx


Parental Notification 
 

  
Appendix G: Sample LEA in Need of Improvement Letter Appendix G: Sample LEA in Need of Improvement Letter 

 

FLORIDA DEPARTMENT OF EDUCATION 

S TATE BOARD OF EDUCATION 
 

T. WILLARD FAIR, Chairman 

Members 

PETER BOULWARE 

DR. AKSHAY DESAI 

ROBERTO MARTÍNEZ 

JOHN R. PADGET 

KATHLEEN SHANAHAN 

LINDA K. TAYLOR 

 
Dr. Eric J. Smith 
Commissioner of  

 
 
  
 

 
 
August 7, 2009 
 

Dear Parent/Guardian: 
 

This letter is to inform you that {Insert County Name} County School district has been identified 
as in need of improvement based on the Elementary and Secondary Education Act, 
reauthorized as No Child Left Behind (NCLB) Act. This means that the school district did not 
meet one or more of the state academic achievement criteria, or Adequate Yearly Progress 
(AYP) targets, in reading, writing, mathematics, and/or graduation rate for two or more 
consecutive years. The AYP determination measures the performance of all students as well as 
specific student groups based on race/ethnicity, free and reduced price lunch status, disability, 
and English proficiency. 
 

To make AYP, a certain percentage of students in each group must score at grade level, or be 
proficient, on the Florida Comprehensive Assessment Test® (FCAT) in reading, writing, and 
mathematics. If one student group is not proficient, the entire school district does not meet the 
AYP requirements. This does not mean the school district is failing; it means that certain areas 
need improvement. 
 

The table below shows the percentage of proficient students in your school and district 
compared to other students in the state: 
 

2008-09 Percent of Students Scoring Proficient  
SUBJECT GOAL LEA STATE 

Reading 65% {Insert Percentage} 60% 
Mathematics 68% {Insert Percentage} 66% 

Writing 
Increase 1% or 90% 

or higher Goal Met/Not Met Goal Met 

Graduation Rate 
Increase 1% or 90% 

or higher Goal Met/Not Met Goal Met 
 
For more information on AYP, please visit: http://schoolgrades.FLDOE.org/default.asp 
 

 

325 W. GAINES STREET • TALLAHASSEE, FL 32399-0400 • (850) 245-0505 • www.FLDOE.org 

34 

http://schoolgrades.fldoe.org/default.asp


Parental Notification 
 

Local Educational Agency in Need of Improvement 
August 7, 2009 
Page Two 
 
 
{Insert County} County Schools will complete a District Improvement Plan to address the 
achievement of its students and the areas the school district did not make AYP. Your school 
district’s plan can be accessed on the Florida Department of Education’s Web site at 
http://www.flbsi.org/0910_sip_template/login.aspx. The Department will also provide support to 
your school district in the areas they missed AYP.  
 
You play an important role in your child’s education. We invite you to become involved in your 
child’s school by: 
 

 Attending parent conferences with your child’s teacher; 
 Participating in activities at the school; 
 Becoming a member of the School Advisory Council; and 
 Volunteering at your child’s school. 

 
If you have questions regarding the academic progress of your child’s school, your school 
district, or how to become more involved, we encourage you to contact your school principal. 
 
 
Sincerely,  
 
 
 
 
Dr. Eric J. Smith 
 
EJS/mkm 
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Appendix H: Sample LEA in Corrective Action Letter Appendix H: Sample LEA in Corrective Action Letter 

 

FLORIDA DEPARTMENT OF EDUCATION 

S TATE BOARD OF EDUCATION 
 

T. WILLARD FAIR, Chairman 

Members 

PETER BOULWARE 

DR. AKSHAY DESAI 

ROBERTO MARTÍNEZ 

JOHN R. PADGET 

KATHLEEN SHANAHAN 

LINDA K. TAYLOR 

 
Dr. Eric J. Smith 
Commissioner of  

  
  
 

 
 
 
 
 
August 7, 2009 
 
Dear Parent/Guardian: 
 
{Insert County Name} County school district is a district in corrective action based on federal 
requirements. This means that the district did not meet one or more Adequate Yearly Progress 
(AYP) goals for four or more consecutive years. Adequate Yearly Progress (AYP) measures 
the performance of all students and specific student groups based on race/ethnicity, lunch 
status, disability, and English proficiency.  
 
To make AYP, a certain percentage of students in each group must meet the goals on state 
tests in reading, writing, and mathematics. If one student group does not meet the goal, the 
entire school district  does not  meet AYP. This does not mean the school district is failing; it 
means that certain areas need improvement. 
 
The table below shows how our school district compares to others in the state: 
 

20xx-xx Percent of Students Meeting the Goal  
SUBJECT GOAL DISTRICT STATE 

Reading 65% 
{Insert 

Percentage} 60% 

Mathematics 68% 
{Insert 

Percentage} 66% 

Writing 
Increase 1% or 
90% or higher 

Goal Met/Not 
Met Goal Met 

Graduation 
Rate 

Increase 1% or 
90% or higher 

Goal Met/Not 
Met Goal Met 

 
For more information on AYP, please visit: http://schoolgrades.FLDOE.org/default.asp.  
 
 

 

325 W. GAINES STREET • TALLAHASSEE, FL 32399-0400 • (850) 245-0505 • www.FLDOE.org 
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Local Educational Agency in Corrective Action 
August 7, 2009 
Page Two 
 
 
Our school district will do the following to address areas for improvement: 

 Develop a plan, located at: http://www.flbsi.org/0910_sip_template/login.aspx;   
 Work with the Florida Department of Education, who will provide support the district in 

the areas they missed AYP; and  
 Move administrative funds from Title I, Part A to support student achievement activities. 

 
You play an important part of your child’s education. We invite you to become involved in your 
child’s school by: 
 
 Attending meetings with your child’s teacher; 
 Participating in activities at the school; 
 Becoming a member of the School Advisory Council; and 
 Volunteering at your child’s school.  
 
If you have questions you may contact your school principal at [phone number]. 
 
Sincerely, 
 
Dr. Eric J. Smith 
 
EJS/mkm 
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Appendix I: Verification of LEA in Need of Improvement Notification 
 

 
Florida Department of Education  

Bureau of Student Assistance  
  
  

Verification of Parent Notification of LEA Improvement or Corrective Action Status  
2009- 2010 School Year  

  
LEA:           
  
Date Notification was sent to Parents:         
  
Method of Dissemination:  Letter from Commissioner       Direct Mail  
                                              LEA Letterhead         E-mail  
                                              Newsletter (either sent as an insert    Backpack  
                                                 or displayed prominently)     
  
Primary Contact:             
  
Phone:             
  
Email:             
  
  
  
I           (Type or Print name 
of Superintendent), Superintendent of - County LEA do hereby certify that the LEA has notified 
the parents of all students enrolled in the LEA that the LEA has been identified by the state as in 
need of improvement or corrective action for the 2009-2010 school year.  
  
  
  
  
_________________________________     ____________________  
Signature of Superintendent         Date  
  
  
  

Please upload the form and a copy of the notification by September 15, 2009, via online 
monitoring system at the following URL http://www.FLDOE.org/NCLB/nclb_monitoring.asp 
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Appendix J: PIRC Notices 
 
Both PIRCs are working on simplifying the language to ensure parent friendliness of the 
notices. They are also having the documents translated. The PIRC notices will be 
included in this TAP on the following pages. The blank pages are used a place holders. 

39 



Parental Notification 
 

Appendix K: Sample School Improvement Notification for SINI 1 or SINI 2 
Schools, Post-AYP  
(Delete transfer option for SINI 1, Include transfer option for SINI 2+) 
 
Dear Parent, 
 
Your child attends Sunshine Elementary, which receives federal Title I funds to assist students in 
meeting state achievement standards.  Your child’s school has not met these standards in reading for 
three consecutive years.  This school has been identified as a school in need of improvement.  As a 
result, the school district must offer choice options including the option to transfer to another public school 
or participate in free tutoring, if eligible.   
 
Compared to other schools in the school district, your child’s school is performing better in math. The 
table below shows the percent of proficient students in our school compared to other schools in the 
school district and state. 
 

% of Students Scoring Level 3 (Proficient) or Higher on FCAT 
SUBJECT SCHOOL LEA STATE 
Reading 45% 61% 60% 

Mathematics 65% 64% 66% 
Writing 85% 92% 92% 

 
 
What are we doing about it? 
Sunny School District is providing the following assistance and support to help the students at your 
child’s school improve their academic achievement:  

 Providing additional staff development and trainings for teachers; 
 Implementing a high quality curriculum and effective tutoring for all students; 
 ____________________________________________________________; and 
 ____________________________________________________________. 

 
Sunshine Elementary School is providing the following assistance and support to help the students at 
your child’s school improve their academic achievement: 

 Providing regular communication to parents regarding your child’s skill level; 
 Offering an after-school tutoring program; 
 ____________________________________________________________; and  
 ____________________________________________________________. 

 
What can you do? 
You are very important to your child’s education.  We invite you to become more involved in your child’s 
school by: 

 Participating in parental involvement activities; 
 Becoming active in the development of the school improvement plan; 
 ______________________________________________________; and 
 ______________________________________________________.  

 
What are your Choice options? 
Under the federal Elementary and Secondary Education Act, reauthorized as No Child Left Behind 
(NCLB) Act, when a school has been identified as a school in need of improvement, parents have the 
following options for the 2009-2010 school year: 
 

 If your child is eligible for free or reduced-priced lunch, you may choose for your child to remain at 
the current school and receive free tutoring or Supplemental Educational Services. We will send 
you additional information about free tutoring in the near future. 
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 You may choose to transfer your child to one of the schools listed below with transportation 
provided by the school district.  If demand for transportation exceeds available funds, 
transportation will be prioritized based on the lowest-achieving of the low-income students. 

 You may choose to have your child remain at the current school. 
 
If you want to transfer your child to another public school, you may choose one of the following schools: 
 

 Alpha Elementary Grade ‘B’ for 08-09  Met 97% of AYP standards for 08-09 
 Beta Elementary Grade ‘A’ for 08-09 Met 100% of AYP standards for 08-09 

 
For more information about your child’s school or other schools in the school district, please contact John 
Doe at (XXX) XXX-XXXX or visit the Florida Department of Education’s website at 
http://schoolgrades.FLDOE.org. 
 
It’s up to you! 
If you want your child to remain at Sunshine Elementary school, you do not need to complete this 
application.  You can find more information about transferring schools at our Web site: _______.  
 
If you want your child to go to another school, please complete the attached application and return it to 
_____________________________________ by __________________________.   
 
If you have questions or need help with this application, please contact Jane Doe at (XXX) XXX-XXXX.   
 
Sincerely, 
 
 
LEA School Superintendent    
 
Attachment: Application for NCLB Public School Choice 
        Public School Choice - Frequently Asked Questions for Parents 
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Appendix L: Sample SES Parental Notification 
  
Dear Parent: 
 
Your child’s school receives federal Title I funds to assist students in meeting state achievement 
standards. Sunshine Elementary has not met these standards in reading for three consecutive years. 
The school is a school in need of improvement Corrective Action/Planning for 
Restructuring/Restructuring. 
 
Your child may be eligible to receive free tutoring though the Supplemental Educational Services (SES) 
program for the 2009-2010 school year.   
 
How did my child qualify? 
Students who are eligible for free or reduced-price lunch and attend Title I schools that failed to make 
Adequate Yearly Progress (AYP) for two or more consecutive years are eligible for these services.   
 
What is Supplemental Educational Services? 
SES is a federal program under the Elementary and Secondary Education Act, reauthorized as No Child 
Left Behind (NCLB) that offers free tutoring to eligible students.   
 
Tutoring is offered in reading/language arts, mathematics, or science. This tutoring takes place outside of 
the regular school day by state-approved SES providers. After you learn more about each of the 
providers, please choose the provider that can best meet the needs of your child. Tutoring will start by 
October 15, 20xx. 
 
How do I apply? 
First, choose a provider for your child from the attached list of approved providers. To help you choose, 
we have enclosed a chart with questions to ask providers, called “Choosing an SES Provider.” 
 
Then, complete the attached application form and list the providers in the order of your preference. We 
will try to assign your child to your first choice. If your first choice is not available, your child will be 
assigned to your second or third choice.   
 
You must return the [School District] SES Application Form on or before ____________ to one of the 
following locations: 
 Your child’s school;  
 SES Provider Information Fair; and 
 Mail or deliver to the LEA office at ________.  
 
The LEA will give priority to the lowest achieving of the low-income students if there are not enough funds 
to offer services to all eligible students whose parents request the services. 
 
How can I learn more? 
Please come to one of our scheduled Provider Information Fairs to be held at _________ on ________.  
You can meet with providers and talk about the program that may best meet your child’s needs.   You can 
also find more information about SES on our Web site at: _________. 
 
If you have questions or need additional information, please contact John Doe at (XXX)-XXX-XXXX. 
 
Sincerely,  
 
LEA School Superintendent    
 
Attachments:   Application Form 
  Tutoring Provider Directory 
  Choosing an SES Provider 
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Appendix M: Sample School Improvement Notice for SINI 3 (Corrective Action), 
Post-AYP  
 
Dear Parent, 
 
Your child attends Sunshine Elementary, which receives federal Title I funds to assist students in 
meeting state achievement standards. Your child’s school has not met these standards in reading for 
four consecutive years. This school has been identified as a school in Corrective Action. As a result, the 
school district must offer choice options including the option to transfer to a higher performing school or 
participate in free tutoring, if eligible. In addition, the district will be [replacing school staff; putting a 
new curriculum in place; increasing school district oversight; bringing in an expert to assist the 
school; extending the school year or day; or changing the organization of the school].  
 
Compared to other schools in the district, your child’s school is performing better in math. The table 
below shows the percent of proficient students in our school compared to other schools in the school 
district and state. 
 

% of Students Scoring Level 3 (Proficient) or Higher on FCAT 
SUBJECT SCHOOL LEA STATE 
Reading 45% 61% 60% 

Mathematics 65% 64% 66% 
Writing 85% 92% 92% 

 
What are we doing about it? 
Sunny School District is providing the following assistance and support to help the students at your 
child’s school improve their academic achievement:  
 Providing staff development for all instructional staff; 
 Implementing a high quality curriculum and effective tutoring for all students; 
 ____________________________________________________________; and  
 ____________________________________________________________. 

 
Sunshine Elementary School is providing the following assistance and support to help the students at 
your child’s school improve their academic achievement: 
 Developing a plan to monitor students’ progress;  
 Providing an after-school tutoring program in reading and math;  
 ____________________________________________________________;and 
 ____________________________________________________________.  
 
What can you do? 
You are very important to your child’s education. We invite you to become more involved in your child’s 
school by: 

 Participating in School Advisory Council (SAC), Parent-Teacher Organization (PTO), and other 
school programs and functions;  

 _______________________________________________________________; and 

 _______________________________________________________________. 
 
What are your Choice options? 
Under the federal Elementary and Secondary Education Act, reauthorized as the No Child Left Behind 
(NCLB) Act, when a school has been identified as a school in Corrective Action, parents have the 
following options for the 2009-2010 school year: 
 
 If your child is eligible for free or reduced-priced lunch, you may choose for your child to remain at 

your school and receive free tutoring or Supplemental Educational Services. We will send you 
additional information about free tutoring in the near future. 
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 You may choose to transfer your child to one of the schools listed below with transportation provided 

by the school district. If demand for transportation exceeds available funds, transportation will be 
prioritized based on to the lowest achieving of the low-income students. 

 You may choose to have your child remain at the current school. 
 

If you want to transfer your child to another public school, you may choose one of the following schools: 
 
 Alpha Elementary Grade ‘B’ for 08-09  Met 97% of AYP standards for 08-09 
 Beta Elementary Grade ‘A’ for 08-09 Met 100% of AYP standards for 08-09 

 
For more information about your child’s school or other schools in the school district, please contact John 
Doe at (XXX) XXX-XXXX or visit Florida Department of Education’s Web site at 
http://schoolgrades.FLDOE.org. 
 
It’s up to you! 
If you want your child to remain at Sunshine Elementary school, you do not need to complete an 
application.  You can also find more information about transferring schools at our Web site: _______.  
 
If you want your child to go to another school, please complete the attached application and return it to 
_____________________________________ by __________________________.   
 
If you have questions or need help with this application, please contact Jane Doe at (XXX) XXX-XXXX.   
 
Sincerely, 

 
 

LEA School Superintendent    
 
Attachment:  Application for NCLB School Public School Choice  

Public School Choice - Frequently Asked Questions for Parents
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Appendix N: Sample School Improvement for SINI 4 (Planning for Restructuring) 
schools, Post-AYP Letter 
 
Dear Parent, 
 
Your child attends Sunshine Elementary, which receives federal Title I funds to assist students in 
meeting state achievement standards. Your child’s school has not met these standards in reading for five 
consecutive years. This school has been identified as a school in planning for restructuring which means 
that the school district must develop a plan to restructure the school. You may choose for your child to 
attend a higher performing school or participate in free tutoring, if eligible, at no cost to you. 
 
As a parent, you are invited to participate in the planning process and submit comments on the proposed 
restructuring plan. Restructuring the school may include: 

 Reopening as a charter school; 
 Replacing all or most school staff; 
 Allowing a private company to operate the school; and/or 
 Other restructuring that changes the way the school operates. 

 
Compared to other schools in the school district, your child’s school is performing better in math. The 
table below shows the percent of proficient students in our school compared to other schools in the 
school district and state. 
 

% of Students Scoring Level 3 (Proficient) or Higher on FCAT 
SUBJECT SCHOOL LEA STATE 
Reading 45% 61% 60% 

Mathematics 65% 64% 66% 
Writing 85% 92% 92% 

 
What are we doing about it? 
Sunny District Schools is providing the following assistance and support to help the students at your 
child’s school improve their academic achievement:  

 Providing staff development for all instructional staff; 
 Implementing a high quality curriculum and effective tutoring for all students; 
 ____________________________________________________________; and  
 ____________________________________________________________. 

 
Sunshine Elementary School is providing the following assistance and support to help the students at 
your child’s school improve their academic achievement: 

 Developing a plan to monitor students’ progress; 
 Providing an after-school tutoring program in reading and math; 
 ___________________________________________________________; and  
 ___________________________________________________________. 
 

What can you do? 
You are very important to your child’s education. We invite you to become more involved in your child’s 
school by: 

 Attending educational workshops; 
 Reading to your child; 
 Assisting in the development of the plan for restructuring the school; 
 ______________________________________________________; and  
 ______________________________________________________.  
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We invite you to become more involved in improvement efforts for our school district by assisting in the 
plan for restructuring. For more information on how to become involved in this planning, please contact 
XX, at (xxx) xxx-xxxx. 
 
What are your Choice options? 
Under the federal Elementary and Secondary Education Act, reauthorized by No Child Left Behind 
(NCLB) Act, when a school has been identified as a school in planning for restructuring, parents have 
options for the 2009-2010 school year: 
 

 If your child is eligible for free or reduced-priced lunch, you may choose for your child to remain at 
the current school and receive free tutoring or Supplemental Educational Services. We will send 
you additional information about free tutoring in the near future. 

 You may choose to transfer your child to one of the schools listed below with transportation 
provided by the school district. If demand for transportation exceeds available funds, 
transportation will be prioritized based on to the lowest achieving of the low-income students. 

 You may choose to have your child remain at the current school. 
 
If you want to transfer your child to another public school, you may choose one of the following schools: 
 

 Alpha Elementary Grade ‘B’ for 08-09  Met 97% of AYP standards for 08-09 
 Beta Elementary Grade ‘A’ for 08-09 Met 100% of AYP standards for 08-09 

 
For more information about your child’s school or other schools in the school district, please contact John 
Doe at (XXX) XXX-XXXX or visit the Florida Department of Education’s website at 
http://schoolgrades.FLDOE.org. 
 
It’s up to you! 
If you want your child to remain at Sunshine Elementary school, you do not need to complete this 
application.  You can also find more information about transferring schools at our Web site: _______.  
 
If you want your child to go to another school, please complete the attached application and return it to 
_____________________________________ by __________________________.   
 
If you have questions or need help with this application, please contact Jane Doe at (XXX) XXX-XXXX.   
 
Sincerely, 
 
 
School District Superintendent    
 
Attachment: Application for NCLB Public School Choice 
        Public School Choice - Frequently Asked Questions for Parents 
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Appendix O: Sample School Improvement for SINI 5 (In Restructuring) Schools, 
Post-AYP  
 
Dear Parent, 
 
Your child attends Sunshine Elementary, which receives federal Title I funds to assist students in 
meeting state achievement standards. Your child’s school has not met these standards in reading for six 
consecutive years. This school has been identified as a school in restructuring and must implement the 
plan for restructuring the school. This plan includes [insert specific restructuring option]. You may 
choose for your child to attend a higher performing school or participate in free tutoring, if eligible, at no 
cost to you. 
 
Compared to other schools in the school district, your child’s school is performing better in math. The 
table below shows the percent of proficient students in our school compared to other schools in the 
school district and state. 
 

% of Students Scoring Level 3 (Proficient) or Higher on FCAT 
SUBJECT SCHOOL LEA STATE 
Reading 45% 61% 60% 

Mathematics 65% 64% 66% 
Writing 85% 92% 92% 

 
What are we doing about it? 
Sunny School District is providing the following assistance and support to help the students at your 
child’s school improve their academic achievement: 

 Providing staff development for all instructional staff; 
 Implementing a high quality curriculum and effective tutoring for all students; 
 ____________________________________________________________; and 
 ____________________________________________________________.  

 
Sunshine Elementary School is providing the following assistance and support to help the students at 
your child’s school improve their academic achievement: 

 Developing a plan to monitor students’ progress; 
 Providing an after-school tutoring program in reading and math; 
 ____________________________________________________________; and  
 ____________________________________________________________. 

 
What can you do? 
You are very important to your child’s education. We invite you to become more involved in your child’s 
school by: 

 Attending educational workshops; 
 Reading to your child; 
 _____________________________________________________________; and  
 _____________________________________________________________. 

 
What are your Choice options? 
Under the federal Elementary and Secondary Education Act, reauthorized as No Child Left Behind 
(NCLB) Act, when a school has been identified as a School in Restructuring, parents have options for the 
2009-2010 school year: 
 

 If your child is eligible for free or reduced-priced lunch, you may choose for your child to remain at 
the current school and receive free tutoring or Supplemental Educational Services. We will send 
you additional information about free tutoring in the near future. 
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 You may choose to transfer your child to one of the schools listed below with transportation 
provided by the school district. If demand for transportation exceeds available funds, 
transportation will be prioritized based on the lowest achieving of the low-income students. 

 You may choose to have your child remain at the current school. 
 
If you want to transfer your child to another public school, you may choose one of the following schools: 
 

 Alpha Elementary Grade ‘B’ for 08-09  Met 97% of AYP standards for 08-09 
 Beta Elementary Grade ‘A’ for 08-09 Met 100% of AYP standards for 08-09 

 
For more information about your child’s school or other schools in the school district, please contact John 
Doe at (XXX) XXX-XXXX or visit Florida Department of Education’s Web site at 
http://schoolgrades.FLDOE.org. 
 
It’s up to you! 
If you want your child to remain at Sunshine Elementary school, you do not need to complete this 
application. You can also find more information about transferring schools at our Web site: _______.  
 
If you want your child to go to another school, please complete the attached application and return it to 
_____________________________________ by __________________________.   
 
If you have questions or need help with this application, please contact Jane Doe at (XXX) XXX-XXXX.   
 
Sincerely, 
 
 
School District Superintendent    
 
Attachment: Application for NCLB Public School Choice 
        Public School Choice - Frequently Asked Questions for Parents 
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Appendix P: Public School Choice – Frequently Asked Questions for Parents 
 
What is adequately yearly progress (AYP)?  
 
Adequate Yearly Progress (AYP) measures the performance of all students and specific student 
groups based on race/ethnicity, lunch status, disability, and English proficiency.  
 
To make AYP, a certain percentage of students in each group must meet the goals on state 
tests in reading, writing, and mathematics. If one student group does not meet the goal, the 
entire school does not meet AYP. This does not mean the school is failing; it means that certain 
areas need improvement. 
  
If a school receives Title I funds and does not make AYP for two consecutive years or more, the 
school becomes a School in Need of Improvement. This alone does not indicate a failing school, 
but provides a focus on areas for school improvement by principals, teachers, and parents. 
These schools are eligible for additional support from the school district and state as they work 
to improve teaching and learning, attendance, or participation in testing. 
 
When will I be notified that my child is eligible to transfer to a public choice school?  
 
School districts notify families of eligible students about their option to transfer to another public 
school through a program called public school choice. You should receive information regarding 
this option two weeks before school starts. If you are unsure if your child’s school must offer this 
program, you should contact the school or the school district.  
 
Do I have to transfer my child to another school?  
 
No. The public school choice program is optional. The decision is entirely up to you and you 
must decide what is best for your child.  
 
How do I apply to have my child attend a choice?  
 
You must complete a public school choice application and rank, in the order of your preference, 
the schools you want your child to attend. Applications should be available in the front office at 
your child’s current school or at the school district office. Follow the application deadlines and 
procedures listed on your application form. 
 
Will my child receive transportation to the choice school?  
 
The school district will provide transportation for as many students as it has funds to serve. If 
more students request transportation that the school district has funds, it must provide 
transportation to the lowest-achieving of the low-income students first. 
 
If your child’s original school is no longer a School in Need of Improvement, your child may 
remain at the new school but transportation will not be provided. Also, if your child transfers to 
another school that becomes a School in Need of Improvement, your child may remain at the 
school but transportation may no longer be provided. 
 
May I visit the choice school prior to choosing it as one of my options?  
 
You are encouraged to call the choice schools to ask questions or schedule a time that you may 
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visit the school.    
 
Are all public school choice applications approved?  
 
The school district will make every effort to satisfy parents’ requests; however, due to various 
school constraints, you may not receive your first choice school. Once the school district 
assigns your child to a choice school, you will have the option to accept or decline the transfer. 
 
How does a Title I school come out of “school improvement” status?  
 
A Title I school must make Adequate Yearly Progress (AYP) for two consecutive years to come 
out of “school improvement” status.  
 
What do I need to do if I want my child to remain at my home Title I school and receive 
Supplemental Educational Services (SES)?  
 
If you want your child to remain at his or her current school for the 2009-2010 school year, you 
do not need to do anything. Students that attend a Title I school that did not make AYP for three 
or more years may be eligible for free tutoring. This free tutoring is called Supplemental 
Educational Services, or SES. The school district will mail information regarding SES to eligible 
families before the start of the 2009-2010 school year.  
 
Who do I contract if I still have more questions?  
 
For more information about public school choice, contact your school district. You may find your 
district contact person on the Department’s Web site at:   
http://www.FLDOE.org/flbpso/nclbchoice/bpsoDirectory/directory.aspx, and then click on Public 
School Choice Contacts and select your school district.   
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Appendix Q: Choosing an SES Provider 
 
Note to parents:  Use this form to help you choose tutoring services for your child. Ask providers these 
questions and write their answers on this form to help you compare your options and choose the provider 
that can best meet your child’s academic needs. If you would like help in choosing a provider, contact 
your child’s school, your LEA, or ______.   
 

Questions to Ask Providers Provider Name Provider Name Provider Name Provider Name 
 
 

Where and when is tutoring 
provided? 

    

Is transportation provided? 
    

How many times a week will 
tutoring occur? 

    

How many total sessions will 
my child receive before the 
end of the program? 

    

How long are the tutoring 
sessions? 

    

What type of instruction – 
individual, small group, or large 
group? 

    

What subject areas are 
offered? 

    

Who will provide the tutoring? 
What are their qualifications? 

    

How do I know your services 
are effective? 

    

How would you inform me 
about my child’s progress? 

    

Adapted from SES in Action: A Toolkit for Parents and Community Leaders, developed by the Supplemental Educational Services 
Quality Center, July 2005. 
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Appendix R: Summary of Required Parental Notifications 
 
The following checklist is to assist LEAs and schools maintain documentation of the parental notifications required by ESEA. 
 

Responsibility Document Title, Purpose and Statutory 
Reference 

Suggested Method of 
Distribution 

Documents to Maintain 
SEA LEA School 

Required 
Timeline for 
Distribution 

Person Response and 
Date Notice Sent 

Parent’s Right-to-Know: LEAs inform 
parents of Title I, Part A students that parents 
may request, and the LEA then will provide, 
certain information on the professional 
qualifications of the student’s classroom 
teachers and paraprofessionals providing 
services to the child. 
 
Section 1111 (h)(6)(A), ESEA 

 Statement on 
newsletters 

 Website 

 Brochure 

 Student Handbook 

 Letter 
 

Copy of the notice, method and 
date of distribution, 
additional/extra notices 

  
to parents 

 
to parents 

Beginning of 
school year; 
ensure that 
parents of newly 
enrolled students 
are also provided 
this information 

 

Requests for information regarding the 
qualifications of teachers 
 
Section 1111 (h)(6)(A)(i-iv) , ESEA 

 Letter 
 Individual 

Conversation 
followed up with 
letter 

Copy of parent requests, 
method of providing 
information, date provided, 
copy of information provided 

    
to parents if 
requested 

Timely –- as 
requested 

 

Four-Week Notice (Non-Highly Qualified 
Teacher in Core Course): schools provide to 
each individual parent timely notice that the 
parent’s child has been assigned, or taught for 
4 or more consecutive weeks by, a teacher 
who is not highly qualified. 
 
Section 1111(h)(6)(B)(ii), ESEA    

 Statement on 
newsletters 

 Website 

 Brochure 

 Student Handbook 

 Letter 
 

Copy of the notice, method, and 
date of distribution 

    
to parents if 
their child is 
taught by a 
non-HQT 

Within one week 
of the end of the 
4-week period; 
the notice is not 
required every 4 
weeks; unless the 
status changes 
 

 

Annual Attestations: verifying the highly 
qualified status of teachers and 
paraprofessionals. 
 
Section1119 (i), ESEA 

 Form Letter 
 Individual letter on 

school letterhead 

Copy of attestations at school 
and LEA; ensure that 
supporting documents are 
maintained  

  
to FDOE 
and public 
as 
requested 

 
LEA 
maintains 
copy of 
school 
attestations 

Annually at the 
beginning of the 
year; again if the 
status changes 

 

Annual Report Card (including SPAR 
Report): disseminate an annual report card 
with aggregate information, including student 
achievement (disaggregated by category), 

 Paper 
communications at 
schools and public 
locations 

Copy of the report card, date 
and method of distribution; mail 
receipts (if applicable); copy of 
letters or newsletters 

  
to LEAs 

 
to schools, 
teachers, 
parents, 

 
to teachers, 
parents, and 
the 

Annually at the 
beginning of the 
year 
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Responsibility Document Title, Purpose and Statutory 
Reference 

Su of ggested Method 
Distribution 

Documents to Maintain 
SEA LEA School 

Required Person Response and 
Timeline for Date Notice Sent 
Distribution 

graduation rates, performance of LEAs, 
teacher qualifications, and other required 
information. 
 
Section 1111(h)(1) and (2), ESEA 

 Internet (internet 
alone is not 
sufficient) 

 

announcing the release and the 
community 

community 

Individual Student Assessment Report: 
provide individual student interpretive, 
descriptive, and diagnostic reports, which 
allow specific academic needs to be 
understood and addressed, and include 
information on the student’s achievement on 
academic assessments aligned with state 
academic achievement standards. 
 
Section 1111(b)(3)(C)(xii) and Section 
1111(h)(6)(B)(i), ESEA 

 FCAT report 

 Assessment 
reports 

 

Sample of the notice, date and 
method of distribution 

 
To LEAs, 
parents, 
teachers, 
and 
principals 

 
To parents, 
teachers, 
and 
principals 

 
To parents 
and teachers 

As soon as 
practicable after 
the assessment is 
given. LEAs and 
schools may use 
the regular 
method of 
communicating 
with parents 
(backpack, US 
Mail, 
conferences, etc.) 

 

LEAs identified for Improvement or 
Corrective Action: Seas notify parents of 
children enrolled in schools in the LEA that 
the LEA has been identified for improvement 
and other information).  
 
[Section 1116(c)(1) and (6), ESEA   

 Letter 

 Email 

 Public Media 
Campaign 

Copies of the letters sent to 
parents; date and method of 
distribution; US mail receipt 
with a list of the addresses 
where it was mailed 
 
Acknowledgement form must 
also be submitted to FDOE via 
the online monitoring system 

  
To LEAs, 
parents and 
com-munity 

 
To parents 
and 
community 

 Promptly upon 
identification;  
Communication 
must be through 
direct means 
such as regular 
mail or email and 
through broader 
means such as 
the internet, 
media, etc. (34 
Section 200.36 
and Section 
200.51) 

 

Schools identified for Improvement, 
Corrective Action, or Restructuring: LEAs 
provide to parents of each student an 
explanation of what the identification means, 
how the schools compare to others, reasons 
for the identification, the LEA’s and school’s 

 Letter and 

 Brochure 

 Flyer 

Copy of the letter; date and 
method of distribution; US mail 
receipt with a list of the 
addresses where it was mailed. 

   
To parents 
and 
community 

 
To parents 
and 
community 

Promptly upon 
identification but 
not later than 14 
days before the 
start of the next 
school year. 
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Responsibility Document Title, Purpose and Statutory 
Reference 

Suggested Method of 
Distribution 

Documents to Maintain 
SEA LEA School 

Required Person Response and 
Timeline for Date Notice Sent 
Distribution 

response, how parents can become involved, 
any corrective action taken, the parental 
choice and supplemental services options as 
applicable, restructuring, and other 
information).   
 
Section 1116(b)(6), 7(E), and 8(C), ESEA, 
and 34 CFR Section 200.37(5) 

Parents must 
have ample 
opportunity to 
participate in 
school choice 
options. 
 
Communication 
must be through 
direct means 
such as regular 
mail or email and 
through broader 
means such as 
the internet, 
media, etc. (Sec. 
200.36) 

LEA and school Parental Involvement 
Policies: LEAs notify parents of Title I, Part A 
children of LEA-level written parental 
involvement policy; schools notify parents and 
community of school’s written parental 
involvement policy.  
 
Section 1118(a)(2) and (b)(1), ESEA. 

 Brochure 
developed as a 
summary of the 
entire policy with 
offer to provide the 
policy 

 Student Handbook 

 Website (as 
supplement) 

Copy of the notification 
(complete and brochure, if 
applicable),  date and method 
of distribution 
 
Copy of any multiple 
notifications (newsletter notices, 
agenda items, etc.)  

  
to parents 

 
to parents 

Annually (as early 
in the school year 
as possible) 

 

Title I, Part A information: schools provide 
to parents of participating children specific 
information about Title I, Part A programs, and 
opportunity to request regular meetings. 
 
Section 1118(c)(4), ESEA 

 Letter 

 Flyer 

 Website 

 Student Handbook 

 Newsletter 

Copy of the notice, date and 
method of distribution 

  
to parents 

 
to parents 

Annually (as early 
in the school year 
as possible) 

 

Title I, Annual Meeting: schools invite 
parents to an informational meeting to inform 
them about the school’s participation in Title I, 
Part A programs and explain the requirements 

 Letter 

 Flyer 

 Agenda 

Copy of the invitations, 
automatic phone messages, 
numbers called, record of 
contact, sign-in sheets, 

  
to parents 

 
to parents 

Annually (at a 
time convenient 
for parents; 
suggested at the 
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Responsibility Document Title, Purpose and Statutory 
Reference 

Su d of ggested Metho
Distribution 

Documents to Maintain 
SEA LEA School 

Required 
Timeline for 
Distribution 

Person Response and 
Date Notice Sent 

and their right to be involved).   
 
Section 1118(c)(1) and (2), ESEA  

 Sign-in Sheets 

 Handouts 

handouts, and agendas. beginning of 
school year and 
no later than the 
last week in 
October) 

Parent Information Resource Centers: 
LEAs and schools must notify parents and 
parent organizations of the purpose and 
services available through the PIRCs.  
 
Section 1118(g), ESEA 
  
 

 Statement on 
newsletters 

 Website 

 Brochure 

 Student Handbook 

 Letter 

Copy of the notice, date, and 
method of distribution.  
Copy of multiple notifications 
(newsletter articles and/or 
reminders) 
Copies of activities provided by 
PIRCs 

   
To parents 
and parent 
organiza-
tions 

 
To parents 
and parent 
organiza-
tions 

Annually (as early 
in the school year 
as possible) 

 

Progress review (SEAs disseminate to 
parents, LEAs, teachers and other staff, 
students, and the community the results of the 
SEA’s yearly progress review of each LEA 
(including progress in carrying out parental 
involvement responsibilities); LEAs 
disseminate to parents, teachers, principals, 
schools, and the community the results of the 
LEA’s yearly progress review of each school). 
[Section 1116(a)(1)(C), (c)(1)(B) and (c)(6), 
ESEA]  Parent Involvement Guidance, B-7 
(SEA) and C-20 (LEA) 

 Letter 
 Brochure 
 Newsletter 
 Public Media 

Campaign 
 Internet (internet 

alone is not 
sufficient) 

Copy of the notice, date, and 
method of distribution.  
Copy of multiple notifications 
(newsletter articles and/or 
reminders) 
 

 
To LEAs, 
parents, 
teachers, 
principals, 
community 

 
To parents, 
teachers, 
principals, 
community 

 
To parents, 
teachers, and 
community 

Annually (as soon 
as practical after 
AYP 
determination) 

 

Written SEA complaint procedures (LEAs 
disseminate free of charge to parents of 
students, and to appropriate private school 
officials or representatives, adequate 
information about the SEA’s written complaint 
procedures for resolving issues of violation(s) 
of a Federal statute or regulation that applies 
to Title I, Part A programs). [34 CFR Section 
200.11(d).] 

 Website 
 Newsletter 
 Student Handbook 

Copy of the notice, date, and 
method of distribution.  
Copy of multiple notifications 
(newsletter articles and/or 
reminders) 
 

 
To LEAs, 
parents, 
teachers, 
principals, 
community 

 
To private 
school 
officials 

 
To parents of 
participating 
students 

During the 
consultation 
process 
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