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Special Projects Office Mission

To support student achievement and enhance educational initiatives through acquisition and administration of external funding.
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School Board Policy 
6110 – Grant Funds
School Board policy 6110 governs the grant process and states:

It is the objective of the School Board to provide equal educational opportunities for all students within the District.  Therefore, it is the intent of the Board to research grant opportunities to enhance the educational opportunities, the educational environment, and the physical and mental growth for each student.
 

It is the intent of the Board to establish uniform requirements for the development, review, and administration of all grants that expand the financial capabilities of the District beyond the regular operating budget and provide additional resources to enhance and support student learning and performance. These requirements shall be consistent with the District's Grants General Procedures Manual and the Florida Department of Education's Project Application and Amendment Procedures for Federal and State Programs (Green Book).
 

Grant funds are awarded to the Board and not to individuals. Thus, the Board accepts full liability for the fund and fulfillment of each grantor agency's requirements. The Superintendent shall review new grant funding opportunities including Federal, State, and private sector grants, and prepare proposals for programs s/he deems would be of aid to the students of this District.  The Superintendent is hereby authorized to approve and execute each such proposal for any amount up to $250,000.  School Board approval shall be required for each such proposal in excess of $250,000 prior to its submission.  In cases where the timing of Board meetings and proposal due dates do not allow for prior Board approval, the Superintendent may approve and execute the proposal and Board approval will be requested at the next regularly scheduled Board meeting.  The Board may require withdrawal of any proposal submitted under these circumstances where the Board does not approve the proposal.  The Superintendent will submit semi-annual reports to the Board summarizing grant proposals during the previous six (6) month period that were funded for amounts of $250,000 or less.
 

The grant writer(s) will be responsible for obtaining all required signatures and approvals and to submit the grant application to Special Projects Office before the grant is due to be sent to the funding organization. The Special Projects Office will be responsible for ensuring the content of the application and related forms meet all submission requirements and deadlines.
The Board regards available grant funds of aid to local school districts and communities as a public trust.  It forbids the use of grant monies for partisan political activities and for any use that would not be in accord with grant funding requirements, with special attention to Federal procedures on discrimination.  All grant funds received by the District will be used in accordance with applicable Federal and State laws.  Each draw of grant monies shall be as close as administratively feasible to the related program expenditures.
No grant funds received by the District shall be used to:
 

A.         develop or distribute materials, or operate programs or courses of instruction directed at youth, that are designed to promote or encourage sexual activity, regardless of sexual orientation;
 

B.         distribute or to aid in the distribution by any organization of legally obscene materials to minors on school grounds or at school sponsored activities;
 

C.         provide sex education or HIV-prevention education in schools unless that instruction is age appropriate and includes the health benefits of abstinence;
 

D.         operate a program of contraceptive distribution in schools.
 

The Superintendent shall develop and update as necessary administrative procedures to implement this policy.
The Special Projects Office
Roles and Responsibilities

The Special Projects office is responsible for ensuring that the school district is informed of opportunities to participate in grant programs available through federal, state, local and private sources. The office also oversees compliance and maintains and communicates information regarding existing and pending legislation regarding grants to appropriate school district personnel and the community. 
The highly skilled Special Projects team provides technical assistance for effective pre-award and post-award activities. This includes development, submission, implementation, and monitoring of grant-funded programs. The team monitors budgetary expenditures, facilitates submission of amendments and required reports, coordinates implementation of projects across multiple departments, and maintains documentation for audit purposes. Additionally, the Director serves as a liaison between the school district and various awarding agencies, community agencies, and non-public schools which may be eligible to receive equitable services through federal grants.

Special Projects Contacts

Carmela Haley, Director, Federal Programs
Marti Giancola, Assistant Director, ESSER

giancolam@pcsb.org 

Sandra Turner, Secretary, Special Projects

turnersan@pcsb.org
Jacqueline Couch, Senior Coordinator
couchj@pcsb.org
Johnetta Haugabrook, Coordinator (School Climate Transformation Grant)

haugabrookj@pcsb.org 

Jamal Wise, Coordinator
wiseja@pcsb.org
Isabella Torbert, Grant Manager (Title II, Title IV, ESSER)

torberti@pcsb.org 

Michael Singleton, Financial Reporting Analyst

singletonmic@pcsb.org 

Barbara Moyse, Grant Account Technician

moyseb@pcsb.org
Stacey Milford, Grant Account Technician
milfords@pcsb.org
Kailey Gardner, Grant Account Technician (ESSER)

gardnerkai@pcsb.org
Lawren Giroux-Benjamin, Account Clerk

giroux-benjaminl@pcsb.org
Celette Williams, Clerk Specialist II

williamsce@pcsb.org
Key Project Management Tasks   
	1: PLAN

	Conduct consultation/gather input from various stakeholders, including private school officials

	Complete Needs Assessment

	Complete and submit Board Agenda item(s) for grants/projects $250,000 or more

	Complete and submit Superintendent’s Approval Form for projects/grants less than $250,000

	Complete and submit Agreement form for service agreements of $50,000 or more

	Complete and submit project/grant application, including budget, to funding agency

	Complete and submit initial Staffing Model

	Consult with Assessment, Accountability, and Research for project evaluation needs


	2: IMPLEMENT AND MONITOR

	Set up/organize system for documentation and program monitoring

	Complete and submit monitoring work papers, as appropriate

	Implement and monitor program activities and professional development 

	Review expenditure and payroll reports

	Participate in program conference calls, webinar, or other technical assistance.

	Submit necessary forms/documents for project activities in a timely manner (i.e., Contracted Services Binders and Payment Forms, TDE Forms, Prepayment Authorizations, Travel Reimbursement Claim Forms, Stipend Payment Forms) 

	Complete and enter purchase requisitions, adhering to district Purchasing deadlines and maintaining inventory records

	Assist with completion and submission of Time and Effort reports (PARs, Semi-Annuals)


	3: ADJUST

	Review project deliverables and timelines; make amendments, as needed

	Complete and submit updates/revisions to Staffing Model, as needed

	Complete and submit program and budget amendments, as needed

	Maintain notes regarding rationale for budget amendments 

	Review program implementation and program outcome data; make adjustments, as needed

	Begin planning for use of roll forward funds, if available

	Complete and submit Board Agenda item for roll forward amendment, if needed.

	Complete and submit roll forward amendment

	Communicate with stakeholders, including progress/celebrations, substantive changes


	4: EVALUATE/CLOSEOUT

	Revisit project goals targets

	Conduct/complete program evaluation

	Collaborate with Financial Analyst to prepare/submit final FA399s to DOE, if applicable

	Maintain documentation for 3-5 years.


Purpose
The purpose for grants management is to ensure proper stewardship of supplemental financial resources and the public trust. Your role as a grant manager is essential to this purpose.
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Prevention
Effective and efficient grant management are key to the prevention of fraud, waste, and abuse of supplemental financial resources.
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Performance
The ultimate goal of grant management is to ensure that supplemental resources are leveraged to positively impact learning conditions and outcomes for students.
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Procurement

Grants
Grants are financial awards given by federal, state, or local agencies to recipients to support a specific purpose. There are two types of grants for which the district may apply:

1. Entitlement grants are non-competitive and must be awarded if the recipient meets the 
    qualifying conditions. These applications are typically completed by the project manager/   

    program administrator.

2. Discretionary grants are awarded through a competitive grant process. These applications  

    are typically completed by the grant developers in the Special Projects office. The Special  

    Projects office ensures that grants developed by the district have a clearly focused aim  

    supported by data indicating high need for the targeted program and that grant projects are in 
    alignment with applications, federal and state regulations, School Board Policy, and the 
    District Strategic Plan. 
School Board employees seeking funding from external sources must complete either a Board Approval form (for grants $250,000 or more) or Superintendent's Approval form (for grants less than $250,000). These forms should be completed electronically and e-mailed as an attachment to the Federal Programs Director. Print a hard copy to keep for your own future reference. See page 21 for School Board meeting dates and deadlines for agenda item submissions.
Agreements
It is often the case that service agreements with external consultants or other vendors are supported with grant funds.  School Board policy requires approval of agreements for an amount of $50,000 or greater.  For professional services, an Agreement form should be completed and submitted to the Special Projects office.  The Special Projects office facilitates General Counsel and School Board approval and secures appropriate signatures on all grant-funded agreements.
Contracts

The grant manager is responsible for preparing contracts with outside vendors, if included in

the project's approved budget. When requested, the Federal Programs Director will assist in this process. The Special Projects office facilitates General Counsel and School Board approval and secures appropriate signatures on all grant-funded contracts with outside vendors. Contracts for amounts equal to or over $50,000 must follow the bid process. Refer to the Purchasing Handbook for this procedure.
Evaluation
Does the project require data collection?

􀀀 Application developer/project manager meets with Assessment, Accountability, and Research 
    to discuss data needs of the grant.

􀀀 Assessment, Accountability, and Research reviews proposed data collection process.

􀀀 Director of Assessment, Accountability, and Research signs Human Subjects Research 

    Exemption form, if needed.

􀀀 When the grant is awarded, the project manager will continue to work with Assessment,

    Accountability, and Research throughout the grant implementation and data collection

    process.

􀀀 Project manager will submit a Data Requirement Form to Assessment, Accountability, and 
    Research office.
Will an external evaluator be used?

􀀀 Application developer/project manager consults with Assessment, Accountability, and 
    Research to select an evaluator from the approved list.

􀀀 External evaluator works with the Research and Accountability, project manager and   

    Special Projects in writing the evaluation section of the grant proposal.

􀀀 When grant is awarded, the project manager will contract with the external evaluator.

􀀀 The evaluator and the project manager meet with Assessment, Accountability, and Research  

    to review and plan data collection.

􀀀 Project manager and evaluator work with Assessment, Accountability, and Research 

    throughout the grant implementation and data collection process.

􀀀 Project manager and evaluator will complete a Data Requirement Form and submit to 

    Assessment, Accountability, and Research office.
Is an Institutional Review Board (IRB) approval required?

􀀀 Application developer/project manager determines if proposed project includes Human 
    Subjects Research that will require an IRB approval OR funding agency requires an IRB 
    review.

􀀀 Application developer/project manager consults with Assessment, Accountability, and 
    Research and Special Projects regarding IRB review process.

􀀀 Project manager completes process to initiate the IRB review.

􀀀 Project manager submits application, IRB review results, and other required documents 
    to Assessment, Accountability, and Research and Special Projects.

􀀀 Project manager ensures annual IRB review is completed as needed.
Grant Management
A project refers to a financial award that is made directly to another agency (i.e., the Florida Department of Education) and flows to the district via a sub-award. A grant refers to financial awards that flow directly to the district from an external funding agency.  For the purposes of this handbook, the guidance applies to both projects and grants. 
Grant Manager Responsibilities

The ongoing success of the district’s grants—whether funded by federal, state, or local entities—is dependent on the individuals who have day-to-day responsibilities for project operations. Grant managers ensure a successful program that complies with federal and state regulations, resulting in a favorable audit report. In many instances grant managers are also directly involved with the implementation of the program activities.
Grant managers represent the district by:
· Following all guidelines, mandates, assurance, certifications, and reporting requirements of the grant
· Exemplary administration of an award from an outside funding source that benefits the organization
· Preventing federal audit findings and paybacks
· Providing positive publicity
· Maintaining a positive reputation for future awards
Budget

The grant manager is responsible for initiating expenditures that are consistent with federal and state regulations. The budget is to be monitored to ensure compliance with purchasing and accounting policies and guidelines and to ensure spending stays within the established budget.  Budget expenditures should reflect only function and object codes of activities approved by the funding agency. A key to efficient grant management is to periodically review expenditures in relation to the original approved budgets and completing necessary amendments in a timely manner.
Personnel

If personnel are included in the grant budget, the grant manager may be responsible for

selecting and hiring, with approval of the Human Resources department and the grant manager's supervisor. If the personnel included in an approved budget are full-time employees, their salaries and related benefits may be covered by the grant. Other types of salary expenses include teacher stipends, contracted services and independent contractors.

Staffing Model

A Staffing Model must be completed annually, showing the names and budgeted salaries of employees to be funded by a grant.  The Staffing Model should be updated when there are new hires. The Staffing Model template is provided by Special Projects and should be submitted to the Special Projects office promptly when changes are made.
Time and Effort Reporting

Time and Effort records are required of all employees whose salaries are paid partially or fully

with federal funds and for employees whose salaries are used for match purposes. These employees are identified through payroll reports that have funding source(s) and cost objective(s) identified with specific fund and program coding.
 Employees working 100% on a single cost objective certify using the Semi-Annual

    Certification process in July and January
 Employees working on multiple cost objectives certify using a Personnel Activity Report 

    (PAR) in October, January, and April
Stipends
A stipend is payment to school board personnel who are officially requested to participate in

professional development outside of normal duty hours, provided that prior approval is obtained from the appropriate supervisor or principal. Upon completion of the professional development, the school or department completes a Stipend Payment Form, reflecting the grant to be charged. The grant manager signs the form and submits it to the Special Projects office. The Federal Programs Director approves the stipend form and forwards it to Payroll for processing.
Contracted Services

The grant manager is responsible for preparing and submitting a Contracted Services Employee Binder and Status Form for Pinellas County Schools employees who will provide specialized services in support of a grant. Required signatures include the principal and/or supervisor and the Federal Programs Director. This form then goes to Personnel for approval. After the approved work is completed, a Contracted Service Payment Form must be submitted. This

form is submitted monthly or when work is completed. Required signatures include the principal

and/or supervisor and the Federal Programs Director.
If services will be provided by an independent contractor, an Independent Contractor Classification Checklist should be completed to make a determination whether or not a provider can be classified and hired as an independent contractor. Any new independent contractor who has not yet been set up in TERMS must complete a W-9 form. Complete a purchase requisition

giving a detailed description of the service to be provided with date(s) of service. Use the Buyer

Code 001, (Director of Purchasing). A signed copy of the questionnaire must be attached to the

purchase order for auditing purposes; however, it is not necessary to send copies to the

Purchasing and Accounting departments. After services are performed, the independent contractor must submit an invoice to the project manager. The grant manager should sign the invoice and then attach the invoice to the gray receiver copy of the P.O. and submit to the Special Projects office.
Substitute Teacher Process

Some grant-funded professional development activities require the use of substitutes. Teachers must obtain pre-approval from their principals to participate in an activity that requires substitute teacher. If substitutes are included in the grant budget, a Temporary Duty Elsewhere (TDE) form must be completed. The teacher or district level supervisor completes the TDE form with proper coding, signs it and obtains the principal's approval. The principal forwards the TDE to the grant manager for approval. The grant manager approves (and obtains approval of immediate supervisor, if needed) and forwards it to the Special Projects office. The Federal Programs Director signs the TDE and returns it to the grant manager, with all required signatures. Once approved, the teacher contacts sub-finder to request a substitute. 
Purchasing
Prepayment Authorization Forms

A Prepayment Authorization Form is used for used for postage, registration, membership, subscriptions, and maintenance contracts.  Required approvals/signatures include the grant manager or principal and the Federal Programs Director.  Once approved, the form will be forwarded to the Accounting office. Note:  Prepayment should not be used for hotel accommodations.

Purchase Orders

Purchase orders (P.O.s) are used to order equipment, supplies, A-V, books, other purchased

services, and any other type of purchase that requires TERMS processing. Grant managers

shall work with the Purchasing department and the Special Projects office to ensure the following procurement threshold requirements are applied:

· For purchases of an amount equal to or greater than $50,000: A minimum of three (3) competitive bids is required. A public bid opening shall be conducted on the date and time when bids are due. Board approval shall be required before a purchase order may be released unless the purchase qualifies as an emergency School Board approval is also required.
· For purchases of $25,000 - $49,999: A minimum of three (3) written quotations must be requested, and a minimum of three (3) responses is required. Approval by an Executive Director (or above) is also required.  
· For purchases of $10,000 - $24,999: A minimum of three (3) written quotes should be requested. No minimum number of responses is required.

· For purchases of $0.01 - $9,999: A minimum of one quote is required. The purchase may be paid with a purchase order, and neither bids nor School Board approval is required. Micro-purchases with federal funds should be equitably distributed among qualified suppliers. 
Note: Contracts for products and services should not be “broken up” to avoid purchase threshold requirements.

P-Card
Expenditures from Fund 04XX are limited to travel expenses and registrations only (0332 & 0333).  Travel expenses are defined as anything normally charged to object code 0332, including rental cars, but excluding meals for district employees who receive a meal allowance and airline reservations. Airline reservations should be pre-approved following the normal TDE process and made through the district’s approved travel agent.  Supplies and Small Equipment Utilizing Federal Funds are an unauthorized use of the P Card.

Travel

Prior to making out of county travel arrangements all travel must be authorized and approved by

the traveler's supervisor and by the expense authorizer from whose funds the traveler is to be

paid. A TDE form must be completed. All district required signatures should be

secured and then forms sent to Special Projects. Whenever possible, registrations should be prepaid using a Prepayment Authorization Form. If not possible, prior approval for an alternate

method of payment is required. Contact the Special Projects office.  Both in-county and out-of-county travel reimbursement forms also must be approved by the Special Projects office.
Allowable travel costs are the same as past years; however, reimbursement rates are revised annually. 
Internal Controls
Strong internal controls are essential to prevent or mitigate fraud, waste, and abuse of grant funds. There are two different types of internal controls that should be understood and applied in effective project management.

Preventive Controls

Preventive controls attempt to deter or prevent undesirable events from occurring.  These types of controls help to prevent loss.  Examples of preventive controls are:
· separation of duties
· proper authorization
· adequate documentation
Detective Controls

Detective controls attempt to reveal or uncover undesirable or fraudulent acts that may have occurred.  These types of controls can provide evidence that a loss has occurred.  Examples of detective controls are:
· reviews
· variance analyses
· reconciliations
· physical inventories
· audits
Grant managers are strongly encouraged to develop and maintain clear written procedures that describe practices and protocols for preventing fraud, waste, and abuse of grant funds.
Reports and Documentation
Required progress reports, fiscal reports, and financial reports are prepared by the grant manager and, when appropriate, the project evaluator. Copies of reports should be provided to the Special Projects office. If the Superintendent’s signature is needed on the reports, the Special Projects office will facilitate obtaining required signatures. Records and documentation associated with a grant should be retained for five (5) years.
Things to Know
What’s in the Award Notification?
The award notification outlines the commitments that have been made as a condition for receiving grant funds. Upon receipt of an award notification, it is important to review it carefully, particularly noting the following:
· Program Period

· Budget Period

· Last Date to Incur Expenditures

· Last Date for Amendments

· The Amount of Funding Available

· Special Conditions (if applicable)

· Items Included in the Approved Budget
How Does the Grant Align to District Priorities and Goals?
Grant funds are intended to supplemental other state and local resources, especially to support initiatives that lead to increased learning and achievement. To maximize opportunities for strategic alignment, grant managers should be familiar with:
· the District Strategic Plan

· Bridging the Gap Plan

· School Improvement Plans (when applicable)

· Goals and strategies in other grants

When and Why Should an Amendment Be Done?

During the implementation of a grant, it is sometimes necessary to adjust program activities and/or the budget. To the extent practicable, amendments should be data-driven (based on program/progress monitoring). Amendment requests should be submitted in a timely manner, and typically must be submitted no later than 30 days prior to the end of the grant period. Some common adjustments requiring an amendment are:  
· Changes to the scope, goals, and/or objectives of the grant
· Changes to the scope of the grant evaluation and/or deliverables
· Changes to key grant personnel
· An increase or decrease of 10% or greater for specific budget line items  

Things to Show
Documentation for Monitoring and Audits

Personnel- A large percentage of most grant budgets are allocated for personnel. This includes full-time and part-time employees, substitute teachers, stipends, and contracted services. Some related documentation that should be collected and maintained are:

· Staffing models

· Time and effort records (PARs and Semi-Annual Certifications)

· Time Sheets

· Stipend Payment and/or Contracted Services Binders and Payment Forms

Professional Development- Grant funds may be used for professional development provided by district personnel or by external providers. Some related documentation that should be collected and maintained are:
· Agendas and copies of PowerPoints/slide decks
· Sign-in sheets and copies of evaluations/exit tickets
· Signed TDEs for out-of-county travel
· Signed contracts (if external providers are used)

· Sample artifacts, such as curriculum or assessments developed during PLCs
· Coaching logs

Materials, Supplies, and Technology- Related documentation that should be collected and maintained are:
· Copies of invoices and purchase orders
· Inventory records
· Copies of written quotes
· Copies of signed contracts/purchase agreements
School Board Meeting Dates
2022-2023 SCHOOL YEAR

SCHOOL BOARD MEETINGS

December 2022 - November 2023

	SCS Agenda Review Dates

(3 pm Wednesdays)
	Agenda Prep Materials Due

(by 5 pm Mondays)
	Agenda Prep Meeting Dates 

Final Board Materials Due

(by 4 pm Fridays)
	Board Meeting Dates & Times

(Tuesdays)

	11/16/22
	11/28/22
	12/02/22
	Dec. 13, 2022 - 10:00 am

	12/07/22
	12/12/22
	12/16/22
	Jan. 10, 2023 - 10:00 am

	12/20/22 TUES.
	01/09/23
	01/13/23
	Jan. 24, 2023 - 5:00 pm

	01/25/23
	01/30/23
	02/03/23
	Feb. 14, 2023 - 10:00 am

	02/08/23
	02/13/23
	02/17/23
	Feb. 28, 2023 - 5:00 pm

	03/01/23
	03/06/23
	03/10/23
	March 21, 2023 - 10:00 am

	03/22/23
	03/27/23
	03/31/23
	April 11, 2023 - 10:00 am

	04/05/23
	04/10/23
	04/14/23
	April 25, 2023 - 5:00 pm

	04/19/23
	04/24/23
	04/28/23
	May 9, 2023 - 10:00 am

	05/24/23
	05/29/23
	06/02/23
	June 13, 2023 - 5:00 pm

	06/07/23
	06/12/23
	06/15/23 (Thurs.)
	June 27, 2023 - 10:00 am

	06/21/23
	06/26/23
	06/29/23 (Thurs.)
	July 11, 2023 - 10:00 am

	07/12/23
	07/17/23
	07/20/23 (Thurs.)
	Aug. 1, 2023 - 5:00 pm*

	08/02/23
	08/07/23
	08/11/23
	Aug. 22, 2023 - 10:00 am

	08/23/23
	08/28/23
	09/01/23
	Sept. 12, 2023 - 5:00 pm*

	09/06/23
	09/11/23
	09/15/23
	Sept. 26, 2023 - 10:00 am

	09/20/23
	09/25/23
	09/29/23
	Oct. 10, 2023 - 10:00 am

	10/04/23
	10/09/23
	10/13/23
	Oct. 24, 2023 - 5:00 pm

	10/25/23
	10/30/23
	11/03/23
	Nov. 14, 2023 - 10:00 am**

	
	
	
	     *Budget Hearings - 6:30 pm

     **Organizational Mtg. only
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