Region 10 Private Non Profit Cooperative

 Procedures for Title I Tutors

Instructional Plan 

Each student needs a weekly instructional plan.  Please work with the student’s classroom teacher to determine needs on a weekly basis and keep the instructional plans in the student’s Title I folder.

Title I Folders

Each student needs a Title I folder.  It is your responsibility to keep these folders.   Folders may be reviewed by the principal or Region 10 consultant.  Items to include:  

· Parent permission form

· Weekly instructional plans

· Samples of student work done in Title I class

· Student progress checks done in Title I class

· Teacher recommendation form for Title I for K-2nd grade students

· Optional: test information that was used to identify student for services

· Optional: any other documentation that you feel  is important

Attendance Record
Keep a weekly attendance record showing names of students served and subject area (reading or math).   Check off the days of the week that the student attends.  At the end of the month, you will submit the attendance record for each week with your timesheet. 
Your timesheet will be emailed to you at the beginning of each month. It must be submitted via email by the second of the following month. Payday is on the last working day of the month. Please submit timesheets by email to Laura Griffin at laura.griffin@region10.org. If you did not do any tutoring in a particular month, a No Work Performed confirmation must be submitted in lieu of a timesheet.
Attendance records and No Work Performed confirmations may be submitted via email or via fax (972-348-1159).
