

National Center for Homeless Education

State Coordinators Program Administration Guide

McKinney-Vento Subgrant Process 
DRAFT

1. Requirements in the McKinney-Vento Act 
Section 723 of the McKinney-Vento Act details the intent and requirements for the McKinney-Vento subgrant program. Main provisions are summarized below:

Each year, the SEA must make subgrants to LEAs for the purpose of facilitating the enrollment, attendance, and success in school of homeless children and youth. Subgrants are designed to expand or improve upon educational services that a school district provides to all students. The services may be provided through programs on school grounds or other facilities, and should as much as possible be provided through existing programs that integrate homeless children and youth with nonhomeless children and youth.
If services are provided on school grounds, recipients of services may include other children and youth who are at risk of failing in or dropping out of school. However, the main purpose of the subgrant is to meet the needs of homeless children and youth. In addition, services provided through the subgrants in schools should not segregate homeless children and youth except for short periods of time in case of addressing health or safety emergencies or providing temporary, special, and supplementary services to meet the unique needs of homeless children and youth.

LEAs must submit an application to the SEA for a subgrant that includes the following:

(1) An assessment of the educational and related needs of homeless children and youth

(2) A description of services and programs 

(3) An assurance that the LEA’s combined fiscal effort per student, or aggregate expenditure of the LEA and State with respect to the provision of free public education by the agency for the fiscal year preceding the fiscal year for which the determination is made, was not less than 90 per cent combined fiscal effort or aggregate expenditures for the second fiscal year preceding the fiscal year for which the determination is made
(4) An assurance that the applicant complies with, or will use requested funds to comply with the Act

(5) A description of policies and procedures to ensure that activities will not isolate or stigmatize homeless children and youth

The SEA must make competitive subgrants to LEAs. Subgrants are awarded on the basis of need and quality of the application submitted. The application must include data on homeless children and youth. The SEA may also require the application to address the extent to which the proposed use of funds will facilitate the enrollment, retention, and educational success of homeless children and youth; coordinate with other programs and agencies; and demonstrate a commitment to serving homeless children and youth. 

In determining the quality of the application, the SEA must consider the following:

(A) The applicant’s needs assessment and the likelihood that the proposed program will meet the needs of homeless children and youth in the LEA

(B) The types, intensity, and coordination of the services to be provided

(C) The involvement of parents or guardians of homeless children and youth

(D) The extent to which homeless children and youth will be integrated into the regular education program 
(E) The quality of the applicant’s evaluation plan for the program

(F) The extent to which services provided by the subgrant will be coordinated with other services

(G) Other measures the SEA considers indicative of a high-quality program

The grants must be for terms not to exceed three years.
The law includes a list of authorized activities that LEAs may conduct to carry out the purpose of the subgrant program. These activities are included in Appendix ___.  Allowable uses of funds are further explained in Section ___: Fiscal Management.
2. State policies

State Coordinators should be familiar with their SEA’s policies regarding awarding funds and grants to LEAs. States may have specific requirements related to the process by which funds are allocated, State board involvement, proposal review, etc. Moreover, it’s important to ensure that the SEA administration and budget office understand the intent and legislative requirements for the McKinney-Vento subgrant program. 

3. Planning the Process

· How long should the subgrant cycle be?
 The McKinney-Vento Act states that subgrants can be awarded for terms not to exceed three years. Most states implement a three-year cycle; in monitoring visits, federal monitors have recommended that states with a cycle less than three years change to a three-year cycle. The longer cycle allows for greater program continuity and enables State Coordinators to monitor and assist subgrantees in strengthening their program during the implementation phase. In addition, the application and award process requires significant time and effort both at the state and local levels. Any benefits in conducting the process more frequently than three years do not outweigh the time and effort taken away from providing programmatic activities and services.

· How many and what size subgrants should be awarded? 
The size and number of subgrants awarded in a state varies widely. A 2009 survey of State Coordinators indicated that the average number of subgrants awarded in a state was 16, with the lowest number being two and the highest number being 92. (See Appendix ___ for a list of states with numbers of LEA with and without subgrant developed from the 2009 CSPR federal data). The 2009 survey also showed that the average low range for awards was $29,000 and the average high range for awards was $114,776, although the lowest overall award was $2,500 and the highest award was $780,000.
The determination of the number and size of subgrants should be made based on the demographics and needs of each state. The following table illustrates benefits and concerns related to how subgrant funds should be disbursed.

Table __. Determining Amount and Number of Subgrant Awards
	
	Benefits
	Concerns

	Small subgrants/many awards
	· Good for states that have small to moderate numbers of homeless students in most districts
· Good for states that have districts that could benefit from start up funds to build their MV program

· Provides broad coverage of LEAs 


	· May spread the funds too thin for significant program impact

· Not the best choice if some LEAs have large numbers of homeless students, such as urban areas, that have need for greater amounts of funding



	Large subgrants/few awards
	· Most beneficial in states with a few high need districts and most districts with lower numbers of homeless students and needs

· Enables funds to be concentrated where the needs are greatest
	· Districts with smaller numbers would not receive funding but could benefit from award funds and a program plan to help identify homeless students and build a program


Some states, such as Texas and North Carolina, use a tiered approach to making subgrant awards. Districts are categorized according to the number of homeless students identified, and each category is eligible for a certain range of funding, with lower amounts available to those with lower numbers of homeless students and higher amounts available to those with higher numbers. The tiered approach enables the greatest amount of the subgrant funds to target the districts with the greatest need while enabling districts with lower numbers to have funding to build their program.

· Can subgrants be awarded to regional entities?
Some states award subgrants to regional entities or consortia of LEAs. Michigan, with over 800 LEAs, is an example of a state that awards subgrants to regional entities or consortia of LEAs. The State Coordinator explained that regional subgrants enabled the state to maximize the distribution of the subgrant funds and include more LEAs. Smaller districts with lower numbers that had not participated in the competitive subgrant process were able to increase services for their homeless students through the regional consortium approach. The regional approach decreased administrative costs and fostered greater collaboration among LEAs. Moreover, the State Coordinator is able to more effectively oversee the work of and train 30 regional consortia coordinators, instead of coordinators in each participating LEA. In turn, the regional grant coordinator is more easily accessible to participating district homeless liaisons for consultation and assistance than SEA staff.
· What are some considerations for developing a time line for conducting the subgrant process?
McKinney-Vento subgrants must be awarded to LEAs in a timely way, namely, at the beginning of each school year for optimal program implementation. In planning the subgrant process, the State Coordinator must allow sufficient time for LEAs to develop their proposals and avoid times of the year when they are likely to be extraordinarily busy, such as during state assessments. Also, State Coordinators should be aware of other discretionary grant processes taking place at the same time and select another time for the McKinney-Vento subgrant process. Small LEAs frequently have staff available on a nine-month contract, so they would not be able to effectively complete an application during the summer break.
Other considerations for the time line include: 

· Technical assistance activities to familiarize LEAs with the application and proposal development process 

· Announcing the availability of the RFP

· Training for proposal reviewers

· The proposal review process

· State processes for grant approval

· State processes for disbursing funds to awardees 

· The award notification process

· Should States notify ED of changes in the subgrant process?

The State Plan, which is on file with ED, should include a description of the state’s subgrant process. If the state significantly changes the subgrant process, the State Coordinator must notify the federal coordinator for the Education for Homeless Children and Youth Program.

4. Developing/revising the Request for Proposals (RFP) 

· Purpose of the RFP
 The RFP should be viewed as a blueprint for the subgrant program and a contractual agreement  for how the LEA will spend the funds. It should be detailed enough to lead the LEA through a process to link its needs for homeless children and youth with goals, objectives, activities, and expenditures. However, it should not require so much detail that it will create a barrier for LEAs that need the funds to apply, especially for ones that do not have grant writers.  The application must require sufficient detail, nevertheless, for reviewers to evaluate the quality of the proposal for the competitive process.
After each subgrant application process, the State Coordinator should review the submitted applications to determine the strengths and weaknesses of the RFP and make any needed revisions for the next cycle. 
Many states’ subgrant RFPs are posted on the NCHE Forum at: http://www.serve.org/nche/forum/grant_apps.php and provide a wide range of approaches to developing the RFP.
· Program perspective reflected in the RFP
LEAs should view the subgrant as a program, not a set of activities. The program should be an integrated and comprehensive approach to providing services for homeless children and youth that shows a direct connection between needs, goals, objectives, activities, and expenses. The strength of the proposal should derive from the linkages between program elements and ultimately illustrating that the funding will address the specific needs and goals. Therefore, a LEA that proposes to spend the funds only on a set of activities or on one type of activity such as transportation would not be competitive. The RFP should be designed in a way to allow the LEA to show how all program elements are linked.
· Critical components of the RFP
· Eligibility requirements for application
Grants must be awarded to LEAs as the fiscal agent. Some states limit eligibility to LEAs that have identified a certain number of homeless children and youth to ensure that funds target LEAs with the greatest need.
· Requirements for completing the application 

The application should include information on the following: 

· Deadline for submission and method of submission

· Length of the application, line spacing, margins

· Signatures required

· Proposal components to be completed by the applicant
Following are the most common components of McKinney-Vento subgrant applications: 
· Statement of need – Applicants should provide information on number of homeless students identified, socio-economic and demographic data and trends, data from a needs assessment, status of the current program, and community resources.
· Program description – The proposal should include prioritized needs, goals, objectives, activities, outcomes with a clear depiction of the linkages between each. Staffing and program management should be included as well. The application should provide a timeline for program implementation and address any changes that will occur from year to year in the multiple year award.
· Collaborations – The proposal should include a description of collaborations in place both within the LEA and within the community. Some State Coordinators require evidence of input from collaborators such as signatures or memoranda of agreements. The application should require evidence of collaboration with Title IA and should require applicants to include the amount of the Title I set aside for homeless students and an explanation for how the funds will be spent. 
· Staff – Applicants should include a staffing plan for the program with duties that link clearly to the activities, goals, and needs.
· Budget – The budget should be detailed and link clearly to the program activities and expenses. Moreover, the budget should reflect only allowable expenses. The budget should also show cost and resource sharing with the LEA, other federal programs, and external agencies. A budget should be included for each year of the program if the program activities will differ from year to year.
· Program evaluation – With an increasing emphasis on accountability and effectiveness for all federal programs, the proposal should include a strong evaluation plan with strategies for collecting data on measurable objectives that will demonstrate progress toward goals.
· Signatures and assurances – The proposal should provide evidence that the LEA is committed to carrying out the subgrant program in the form of signatures by administrators for assurances that reflect the requirements of the subgrant program.
· Supporting information

State Coordinators should make supporting information available to subgrant applicants as appendices to the RFP or web links. The objective of providing this information is to clarify requirements and expectations for the subgrant program so that applicants can develop a quality application and program coordinators can be clear on the expectations for the subgrant program. Following are items that would be useful as supporting information:

· Background on MV and legislative requirements for subgrants (excerpts from MV, including 16 allowable activities) 

· Criteria for review, scoring rubric

· Standards and Indicators for Quality McKinney-Vento Programs (http://www.serve.org/nche/pr/st_ind.php#2006 )
· Subgrantee monitoring indicators developed by the State Coordinator
· Forms (budget, program components chart, program evaluation template, staffing chart) 

· Announcing the availability of the RFP

State Coordinators should announce the availability of the RFP foremost to local homeless liaisons. In addition, local superintendents, budget offices, Title I coordinators, and development offices should be aware of the process. State Coordinators should coordinate with SEA administrators for a state-wide dissemination of the announcement through multiple venues so that several people in each LEA will be aware.

· Providing training and technical assistance to LEAs on developing their subgrant proposal

The time spent helping LEAs understand the expectations of the subgrant program and develop quality applications will pay off when applications reflect an understanding of the program and provide a clear picture of what the LEA plans to do with the funding. Moreover, training and technical assistance levels the playing field among LEAs, some of whom have grant writers available but most of whom do not. (An example of a Power Point presentation provided to prospective applicants in Michigan is in the NCHE Forum at: http://www.serve.org/nche/forum/grant_apps.php .)
The RFP packet should include detailed instructions for how to complete the application, including forms and checklists. In addition, the State Coordinator should be available to answer questions from specific LEAs during the proposal writing process.
5. Application review process

· Review state requirements

Many states have requirements for the review process for discretionary grants, such as requirements for the number and types of reviewers, the type of rubric or criteria, and documentation of the review process. State Coordinators be familiar with their state’s policies for grant review.

· Develop a rubric 

A strong rubric will assist reviewers is determining the quality of the subgrant applications. The rubric, provided as supporting material, will assist applicants in writing to specific criteria. 

A rubric is a scoring or rating guide that can help standardize the evaluation of proposals. It is more than a checklist in that it provides a way to identify various levels of quality. It is often presented in matrix form with the levels of quality described in detail.

Following are tips on creating a rubric for subgrant proposals:

· Identify the elements or criteria that will be used to evaluate the proposal. Keep the list manageable (8-10 items) and focus on the most important qualities you would like to see in the proposal. You may identify these from the requirements in the law, elements that generally comprise strong grant proposals, and/or qualities that you’ve identified from strong subgrant proposals you have received in the past.

· Assign values, either numeric or descriptive, to varying levels of proposal quality, such as a 5-0 rating or categories such as excellent, adequate, fair, and unacceptable. 
· Develop a clear description for these values for each of the proposal elements. One strategy is to describe the characteristics of the best case and the worst case, and then develop intermediate examples that feature the most frequent shortcomings in the proposals which make these elements fall short of the ideal or of the redeeming qualities that make an element better than the worst case. Another strategy is to review proposals from an earlier subgrant cycle and divide them into best, adequate, fair, and unacceptable groups and describe the qualities that characterize these groups. Then use these descriptions for the values for the rubric.

· An alternative to starting from scratch is to review the scoring guide or rubric from an earlier subgrant cycle and to revise and build on it. Or, State Coordinators may want to adapt a scoring guide from another state’s subgrant review process. 

· State Coordinators should test the rubric by scoring a few grant proposals and identify parts that need clarification or revision.

For an example of a rubric for a McKinney-Vento subgrant application, view the rubric for the North Carolina Homeless Education Program on the NCHE Forum at: http://www.serve.org/nche/forum/grant_apps.php
· Train reviewers 

Each proposal should be read by at least two reviewers, preferably three. Reviewers with a background in the McKinney-Vento program will be familiar with the intent of the subgrants. However, a reviewer from another program but with proposal writing experience could provide an objective perspective on the quality of the subgrant proposals. 
Reviewers should receive training on the review process to become familiar with federal and state requirements for the subgrants and to become familiar with the rubric. An opportunity for the reviewers to meet and review several proposals together using the rubric will establish inter-rater reliability and decrease the likelihood of wide discrepancies in individual scoring. This meeting will also serve as a pilot test for the rubric so that any needed revisions can be made before it is used for all the applications.

After reviews and score sheets are submitted, the State Coordinator should convene a meeting of reviewers to discuss proposals with divergent scores.

6. Award selection

The State Coordinator should review the recommendations of the reviewers against the amount of funds available for subgrants, and decide how to award the funds.  In some instances, the State Coordinator will fully award as many of the top scoring proposals as the funds will allow. In other instances, the State Coordinator will spread the funds over more LEAs by awarding a percentage of the amount requested by the LEAs recommended for funding. In all cases, the funds awarded must be at least 75 per cent of the state’s annual McKinney-Vento allocation (unless the state is a minimum funded state, in which 50 per cent must be awarded).
The State Coordinator should develop an award letter and determine who should receive and be copied on the letter.  Award letters should include:

· The amount of the award for the first year of the subgrant cycle (with an explanation of the multi-year award)

· A disclaimer that the amount is contingent upon the annual McKinney-Vento allocation provided to the state

· Duration of the grant

· Date of availability of the funds

· Statement that the award is contingent upon the LEA implementing the program as described in the proposal and meeting state requirements for reporting and monitoring

7. Subgrantee Oversight
· Training and technical assistance

All LEAs should receive training and technical assistance on implementing the McKinney-Vento Act. Subgrantees should receive additional support in implementing their program, spending funds appropriately, and evaluating their program. (See Section ___: Fiscal Management for information on subgrant use of funds.)

· End –of- Year reports

Requiring an End-of-Year report from each subgrantee is an effective way to desk monitor the implementation of the program. Additionally, developing the report enables the program coordinator to review the year’s activities against the proposed activities and reinforces grant accountability.  The report should include the activities undertaken, barriers, successes, and evaluation data to show progress toward attaining goals listed in the proposal. The report format should strike a balance between including enough detail to depict the status of the program but not burdening the program coordinator to unduly detract from providing services. Sample End-of-Year report formats are included in the NCHE Forum at: ___
· Budget oversight

Budget oversight is an important part of the State Coordinator’s responsibility for subgrantee oversight. See the subgrantee budget oversight section in Section ___: Fiscal Management.

· Monitoring

ED expects that each subgrantee will be monitored on site during the subgrant cycle. For suggestions on monitoring, see Section ___: Monitoring LEAs with and without Subgrants.
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