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Pre-K New Director Training

Pre-K Basics

http://www.decal.ga.gov/
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TYPE ALL QUESTIONS IN THE CHAT 
TO THE HOST ONLY, NOT TO 

EVERYONE

TYPE YOUR FULL NAME IN THE 
CHAT BOX FOR ATTENDANCE

PLEASE ALWAYS STAY MUTED

Questions? Attendance Shhhhh ….

http://www.decal.ga.gov/
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Student Enrollment 
• Eligibility Requirements 
• Student Documentation
• Student Attendance

Pre-K Staffing Requirements
• Teacher Credential Requirements
• Teacher Salary Requirements
• Creditable Years of Experience (CYE)

Pre-K Funding
Pre-K Payments
Reporting Requirements
Expenditure Basics/Audit and Accounting
Program Support

http://www.decal.ga.gov/
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Pre-K Providers’ Operating Guidelines

This document outlines the requirements and regulations 
for operating a Georgia’s Pre-K Program.  To ensure 
program compliance and quality service, all Pre-K 
providers must be familiar with and implement these 
guidelines.  This document is intended to provide clarity 
and to offer guidance to current and new Pre-K 
providers.

http://www.decal.ga.gov/
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www.decal.ga.gov

Click 

+
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Students must be four years of age on September 1.

Age documentation is required on the first day of Pre-K (2.1).

Acceptable age documentation is listed in the Guidelines.

Parent Acknowledgement Form/Appendix A 

Five years of age

Attended Pre-K for less than 30 days

http://www.decal.ga.gov/
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Students must be a Georgia resident.

Residency documentation is required on the first day of Pre-K 
(2.2)

Acceptable residency documentation is listed in the Guidelines.

If a family is living with someone else, a notarized affidavit from the 
property owner plus a copy of the property owner’s proof of residency 
is required.

http://www.decal.ga.gov/
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Certificate of Vision, Hearing Dental and Nutrition Screening, 
Form 3300 (3.12)

Form 3300 required within 90 calendar days of starting Pre-K.

Screenings conducted within 12 months prior to the start of Pre-K.

Follow up required for Needs Further Evaluation.

Maintain follow-up documentation on site.

Contact Pre-K Specialist for guidance addressing families who fail to 
provide the appropriate follow-up after the program has made 
multiple attempts to obtain the information.

http://www.decal.ga.gov/
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Certificate of Immunization Form 3231 (3.13)

Required within 30 calendar days of starting Pre-K.

Georgia law allows for two types of exemptions:

Medical Exemption

Religious Exemption

http://www.decal.ga.gov/
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Medical Exemption

Must be marked on Form 3231

Letter from a medical professional 
will not be accepted

Valid for one year

http://www.decal.ga.gov/
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Religious Exemption
Must be documented on DPH Form 
2208

http://www.decal.ga.gov/
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Social Security Number or Student Social Security Number 
Information Form/Appendix B (3.7)

Category One Documentation (2.4)

Required for students reported as Category One

Roster Information Form/Appendix D 

http://www.decal.ga.gov/
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Current school year records must be maintained at the Pre-K site. 

Retain the following records for a minimum of three years:

Child Registration & Student Roster Information forms

Attendance records

Age & residency documentation

Assessment information

See 4.10 for complete list of documentation that must be retained

http://www.decal.ga.gov/
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Procedures for Student Attendance 
Maintain student attendance records.
Develop a written plan for addressing attendance concerns.

Chronic absenteeism
More than two absences per month without a reasonable excuse
An established regular attendance pattern

Document efforts to assist families in addressing attendance 
concerns.
There may be additional absences this year due to the pandemic. 
Contact your Pre-K Specialist if you have concerns about excessive 
absences. 

http://www.decal.ga.gov/
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Approved Credentials
Lead Teacher (12.3)

Early Childhood Education (ECE) or ECE Related Bachelor’s Degree  
Bachelor’s Degree not related to ECE plus ECE approved Technical 
Certificate of Credit (TCC), Technical College Diploma (TCD), Associate 
Degree, Montessori Diploma
T4 Georgia Teaching Certificate (Four Year Degree & Teaching Certificate) 
or T5 Teaching Certificate (Master’s Degree & Teaching Certificate)
Refer to 12.3 in the Guidelines for complete list of approved credentials.

Assistant Teacher (13.3)
Valid Paraprofessional Certificate 
Valid Child Development Associate (CDA) Credential or TCC or TCD
Refer to 13.3 in the Guidelines for complete list of approved credentials.

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 19

The Georgia Professional Standards 
Commission (GaPSC) reviews transcripts and 
credentials for the GaPDS to verify an 
individual teacher’s credentials and degrees 
(11.3).

Until a teacher is enrolled in the GaPDS, the 
eligibility to serve in the lead or assistant 
teacher role has not been established. 

http://www.decal.ga.gov/
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Lead Teacher Salary Components (12.7)

90% Base Salary Requirement

100% Supplemental Compensation

Assistant Teacher Salaries (13.4)

100% Salary Requirement

http://www.decal.ga.gov/
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CYE is defined in section 12.8.

CYE must be verified.
Develop a written process/policy for verifying CYE.

Appropriate verification documentation (teacher contracts, letters 
from human resources or former employer, Experience Verification 
Form completed by former employer)

Inappropriate verification documentation (employment application, 
resume, data from the GaPDS, training certificate)

If verification documentation is not available to support the 
reported CYE, Pre-K funding will be impacted. 

http://www.decal.ga.gov/
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Programs must have a Pre-K Lead and Assistant teacher hired 
and actively working in the Pre-K classroom.

Pre-K staff cannot be utilized to supervise other groups of 
children during the Pre-K day.

Students not enrolled in Pre-K should not be in the Pre-K 
classroom during the Pre-K day.

http://www.decal.ga.gov/
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Use when a teacher is out of the classroom for a few hours up to 
three weeks due to illness, personal leave, or professional 
development training. 

No prior approval from Bright from the Start is needed for a 
short-term substitute. 

http://www.decal.ga.gov/
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Use when a teacher is out for longer than three weeks. 

Submit a Long-Term Substitute Request Form (Appendix M) to 
your Pre-K Specialist for approval. 

Requests will only be approved for extended medical leave, 
maternity/paternity leave, military reserves, or a student 
teaching program.

Make an attempt to hire long-term substitutes with a credential 
equivalent to the credential of the original lead teacher.

http://www.decal.ga.gov/
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Project/Site Director may not serve as a lead or assistant teacher 
(5.1).

Site director should be on site during the instructional day.

Inappropriate use of teachers (5.8)

http://www.decal.ga.gov/
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Your Pre-K grant funding is based on several cost drivers 
including:

Provider type:  public or private

Service Area:  metro or non-metro 

Lead teacher credential:  bachelor or certified

Student enrollment

http://www.decal.ga.gov/
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Payment Proration
All Pre-K payments for the 2020 - 2021 will be based on the Grant 
Agreement and current lead teacher credentials.

o A per child proration will not be applied to operating funds.

o Programs are still required to fill vacant slots with eligible students.

http://www.decal.ga.gov/
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Reimbursement is impacted by additional factors NOT 
represented on the Rate Chart:

Transportation services provided for Category 1 students

Start up funds for newly funded classes

Supplemental Compensation for Lead Teachers  

http://www.decal.ga.gov/
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A provider that meets all of the following is eligible for payment: 

Has an executed Pre-K Grant Agreement

Successfully submitted class roster information as required for the 
payment calculation 

If payment is not on hold for program administration reasons:

Change of ownership

Pending receipt of requested documentation

Pending receipt of reconciliation report

Pending receipt of Child Care License Fee.

http://www.decal.ga.gov/
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Deposited in the Pre-K provider’s bank account via an Electronic 
Funds Transfer (EFT) process.

Takes 3 to 7 days to post to the account on file..

Providers should review their monthly payments and payment 
advice each month. 

http://www.decal.ga.gov/
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Payment Advice

2
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Pre-K Payment Advice

Mother Goose, LLC

123 Anywhere Street

Anywhere, GA 12345

Mother Goose, LLC

12345

67890

34567

Mona Lisa

Mary Mack

Donald Duck

Bright from the Start: Georgia Department of Early Care ad Learning

Vendor Code: 000012345

TIN: 20-1234567

Total for Mother Goose #2

Class Payment Details for Mother Goose #2

Class 12345

Class 67890

Class 34567

http://www.decal.ga.gov/
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Mother Goose, LLC

123 Anywhere Street

Anywhere, GA 12345

Mother Goose, LLC

12345

67890

34567

Mona Lisa

Mary Mack

Donald Duck

Bright from the Start: Georgia Department of Early Care ad Learning

Vendor Code: 000012345

TIN: 20-1234567

Total for Mother Goose #2

Class Payment Details for Mother Goose #2

Class 12345

Class 67890

Class 34567

http://www.decal.ga.gov/
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Fees cannot be charged for Pre-K services (8.1)

Develop a written policy explaining fee structure for:

Non-Pre-K program days (e.g., holiday, spring break, teacher work-
days)

Transportation (optional)

Food services for Category Two children

Refer to Section 8.0, Program Fees, for additional information

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 50

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 51

Roster data must be accurate for teachers’ and students’ 
information.

Roster information is subject to audit and must be 
substantiated by documentation (credential and CYE 
documentation, student enrollment and attendance 
records).

http://www.decal.ga.gov/
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Pre-K providers may use no more than six percent of the budget 
for administrative expenses (17.1).

Spend a minimum of $1,000 per classroom for equipment, 
materials and supplies (17.1).

Request permission to purchase  playground and technology 
items that are not on the Pre-K Basic Equipment, Materials, and 
Supplies Inventory List (17.3 and 17.4).

Providers may request a waiver for classroom materials/supplies 
and minimum teacher salary (17.5).

http://www.decal.ga.gov/
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Year End Reconciliation Report

Year End Reconciliation Training

Agreed Upon Procedures (AUP) Review

Finance Basics Training

See 20.0 for audit and accounting requirements

http://www.decal.ga.gov/
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Retain the following for three years to support figures reported 
on the annual reconciliation report:

Canceled check copies (front and back)

Bank statements

Paid invoices

Federal and state payroll records 

Timesheets

See 17.7 for complete list of documentation that must be retained

http://www.decal.ga.gov/
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Dual enrollment (6.1).

Developmental or behavioral 
concerns (6.2 & 6.3).

Immediate vs. Extended Suspension 
(6.5 & 6.6)

Modified Day (6.7)

1-833-354-4357

inclusion@decal.ga.gov

http://www.decal.ga.gov/
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Pre-K Specialist Support (9.1)

Completes visits during the school year (announced and 
unannounced).

Monitors instructional and administrative requirements.

Provides technical assistance at the classroom and program level.

http://www.decal.ga.gov/
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Technical Assistance

Roster Verification Visit

Program Visits

Site Visits

http://www.decal.ga.gov/
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PreK@decal.ga.gov
Pre-K policy questions

1-833-354-HELP or inclusion@decal.ga.gov
Modified day, extended suspension, disenrollment

Panda.Support@decal.ga.gov
Panda login credentials

Panda.Rosters@decal.ga.gov
Teacher and student data entry questions

Addressing duplicate issues

http://www.decal.ga.gov/
mailto:PreKInclusion@decal.ga.gov
mailto:inclusion@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov
mailto:Panda.finance@decal.ga.gov
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Panda.Teachers@decal.ga.gov

Teacher credential and CYE questions

Gapds@decal.ga.gov

Georgia Professional Development System and Training Questions

Panda.Recon@decal.ga.gov

Expenditure requirements, reconciliation report

http://www.decal.ga.gov/
mailto:PreKInclusion@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov
mailto:PreKInclusion@decal.ga.gov
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Pre-K Specialist of the Day

404-656-5957

Pre-K Roster Analyst of the Day

404-656-5957

Bright from the Start Website

www.decal.ga.gov/PreK

Georgia Early Learning Developmental Standards

gelds.decal.ga.gov

http://www.decal.ga.gov/
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Pre-K New Director Training

Pre-K Basics

http://www.decal.ga.gov/

