Please Note: These policies and procedures are a “sample document” only and are provided solely to assist Indiana school districts.  This sample document serves as a model from which districts can develop their own policies and procedures for SES providers. The Indiana Department of Education cannot certify that the contents of these policies and procedures comply with local school district requirements. Prior to using these policies and procedures, districts should consult with the district’s general counsel and/or school board. All provisions should be carefully reviewed to ensure compliance with district policies, IDOE Policies & Procedures for SES, USDE’s SES Non-Regulatory Guidance, and the needs and specific circumstances of the district.  
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Introduction:

District A welcomes all Supplemental Educational Services providers approved by the Indiana Department of Education.  We invite you to join us as instructional partners in the common goal of assisting students in improving their academic performance.

The purpose of this document is to inform you of District A’s guidelines regarding Supplemental Educational Service Providers.  Please review the following guidelines and use them throughout the course of providing services in District A during the 2011-2012 school year.  

Subpart A: SES Enrollment Forms

(If your district does not have a district SES enrollment form that parents must complete)

Section 1.0: Description of District A’s Enrollment Process

· Description of Enrollment Form

· Include description of District A’s enrollment form here

· Description of Enrollment Process 

· Include general details about your enrollment process. Include information explaining 1) how students get enrolled in the SES program, 2) how and when providers who have been selected by parents will be informed, 3) what the district’s enrollment process timeframe will be, 4) what providers should do if they receive a call or interest card from a parent requesting them to work with their child, etc.
· Include information regarding the assignment of students to a provider. For example, if you allow providers to submit enrollment forms, explain what happens if 2 different providers submit enrollment forms for the same child (i.e. will assignment be based on which provider submitted the enrollment form first?)

· Enrollment Form Submission
· Be sure to explain that submission of an enrollment form does not mean that the student has been approved for a provider to begin tutoring.  Explain that once the completed enrollment form has been submitted to the Title I office, staff will verify whether the student qualifies for SES services and that the student does not already have an enrollment form in place with another provider.  Also, be sure to share the processing time frame for enrollment forms and when providers will be notified about new students enrolling in their programs.  
· Districts should also consider adding a statement that providers will not be paid for services provided to any students without a district approved enrollment form 

Subpart B: Criminal Background Checks 

Section 2.0: District A’s General Policies Regarding Criminal Background Checks
· All SES provider staff coming in direct contact with District A students are required to have current criminal background checks filed with the Title I office.  These criminal history checks need to be completed and submitted to District A for each employee working with our students prior to any employee having any interactions with participating students.  

· Invoices will not be considered for payment until all SES provider staff working with District A students have current criminal histories on file with the Title I office.  

· The provider must submit new criminal history checks each time a provider hires a new employee that will be interacting with SES students.

· Please note that the Indiana Department of Education’s Policies and Procedures for SES provides District A, as an LEA (local educational agency), the authority to cancel the contract with a provider if criminal background checks are not provided for each employee working with our students.  

Section 3.0: Unacceptable Arrests or Criminal Convictions
· District A has enclosed the following list of offenses for each provider to review. Any employee arrested or convicted of these crimes or those listed in the Indiana Department of Education’s Policies and Procedures for SES will NOT be allowed to work with any District A student.
(Insert list of crimes that are not acceptable as per your district employee contracts or HR policy)

· Subpart C: Student Attendance
Section 4.0: Verification of Sessions Attended

(The details in the remaining sections of Subpart C are merely examples as each district’s attendance verification process, attendance forms (if your district has designed forms for providers to use) and student no-show policies will be different) 
· All SES providers are required to use District A’s Student Attendance Form.  These forms must be submitted with original student signatures or initials with each invoice as they shall serve as verification that students have attended tutoring sessions for which District A is being invoiced.  Student Attendance Forms are vital to the documentation of SES providers’ services.  Providers will not receive payment for any sessions for which attendance forms are not or cannot be provided. 

OR 

(If your district will NOT be giving providers attendance forms to use)
· Providers must submit their own Student Attendance Forms with original student signatures or initials with each invoice as these forms shall serve as verification that students have attended tutoring sessions for which District A is being invoiced.  Student Attendance Forms are vital to the documentation of SES providers’ services.  Providers will not receive payment for any sessions for which attendance forms are not or cannot be provided. 
Section 4.1: Directions for Completing District A’s Student Attendance Form
· (Insert District A’s directions for the Student Attendance form here if your district provides student attendance forms.  If your district does not provide these forms then delete this section.)
Section 5.0: Student No-Shows
· (Insert your district’s policy on payment for no-shows.) For example: District A’s policy regarding no-shows (i.e. when a student is scheduled to attend a tutoring session but does not actually attend the session) is that payment will only be rendered to providers when services have been provided to students. Therefore, if a student does not attend a tutoring session, the provider will not be paid for the student’s missed session(s).
Section 6.0: Cancellation of Session(s)
· Do not cancel regularly scheduled tutoring sessions.  In general, it is best not to change your routine.  Instead, develop several alternative plans so that tutoring will be able to continue according to the schedule communicated to parents.  For example, if an individual tutor is not available, have plans in place to cover that tutor’s session.

· In the extreme event that tutoring must be cancelled, District A requires providers to notify 1) the district’s Title I office, 2) appropriate principals, and 3) parents of SES students at least 48 hours beforehand (If 48 hours is not acceptable, insert the timeframe by which your district would like to be notified) if a tutoring session must be cancelled (i.e. due to an emergency).  

· In situations when a 48 hour (If 48 hours is not acceptable, insert the timeframe by which your district would like to be notified) advance warning is not possible, the provider is responsible for ensuring that District A’s Title I office and SES school principal(s) have been made aware of the session cancellation and that all parents are contacted immediately by the provider regarding the cancellation and spoken to directly.

Subpart D: Invoicing

Providers must submit charges for tutoring services in the form of an invoice.  Providers must invoice District A once each month (Once a month is recommended but if one month is not acceptable, please insert the timeframe your district prefers).  If there are no charges to be invoiced, providers should send District A a statement indicating this by the invoice deadline.  
Section 7.0: Requirements for Invoice Submission
Before being processed for payment, invoices must include:

1) An invoice number;  
2) Beginning and ending dates of the period in which services were provided/completed.  (For example:  Nov. 1, 2005-Nov. 29, 2005);

3) A description of the services provided;

4) A description of the location where services were provided;

5) A description of the number of students served;
6) Student names in alpha order according to the school.  Invoices must include ONLY the names of students for whom the provider has an approved SES agreement on file with the District A Title I office;  

7) The cost for services rendered (must be in line with fees agreed to in SES Contract)
8) Signed Student Attendance Forms in alpha order according to each student’s last name and matching the alpha order as they appear on the invoice;
9) Academic documentation (i.e. progress reports or notes detailing academic progress of students included on the invoice).

Please see the attached example. (Insert a sample invoice as an example of an appropriately completed invoice so that providers can use this as a reference);

Section 8.0: Provider Inquiries Regarding Submitted Invoices

Please list the contact information regarding who providers should contact if they have questions/concerns about submitted invoices
Subpart E: Recruiting & Marketing
Section 9.0: Acceptable Recruitment and Marketing Techniques
Please note that although districts may establish general policies regarding provider recruitment techniques, districts must ensure that these policies do not limit any provider’s ability to market their program. Providers are allowed to market their program throughout the community. In addition, the recruitment policies for SES providers should not be any more stringent than recruitment policies used with any other external organizations with which the district partners. 
Providers should:
1) Develop marketing materials that are readable and understandable for parents of SES eligible students. This could mean translating materials into other languages, as applicable;
2) Develop a clear marketing plan and put action steps in place within their organizations to deal with parent interest or inquiries in a timely fashion;

3) Place recruitment brochures or flyers in common areas (i.e. the front office) in the district’s SES schools (Districts will want to work with their SES school principals to more clearly define what is considered a “common area” and include this definition here)

OR
(If you would like Title I staff to distribute provider recruitment materials to your SES schools feel free to use the description below)
3) Provide District A’s Title I Office with recruitment brochures or flyers so that our staff can distribute these materials on your behalf to our SES schools. These materials will be distributed to SES schools within one week (Feel free to modify this timeframe to fit your districts needs) of receiving the materials;

4) (Include other techniques that your district would encourage providers to do to recruit or market their programs on your school property); 
5) Contact District A’s Title I office if there is a concern about whether any additional recruitment/marketing practices not described in this section would be acceptable.

Section 10.0: Unacceptable Recruitment and Marketing techniques
The following recruitment/marketing techniques are NOT acceptable on District A’s school property, providers should not:

1) Allow or encourage district staff employed by the provider to recruit during the school day;

2) Offer kickbacks or incentives to district officials, principals or teachers in an attempt to persuade them to encourage parents to sign up with the provider;

3) Engage in false advertising about the provider’s program or any other provider’s program;

4) Engage in recruitment practices that encourage families to switch providers;

5) Distribute recruitment materials or engage in recruitment behavior that suggests participants will receive enrollment incentives (incentives or rewards offered to participants for enrolling with a particular provider---See IDOE’s Student Recruitment and Incentive Policy document) 
Section 11.0: Guidelines for Provider Fairs
(Provider Fair – An event to which the district invites SES eligible parents to tour booths/tables set up by providers.  The purpose of the fair is to offer parents an opportunity to learn more information about each provider to assist them in selecting a provider that will be the best fit for their child.

(If your district will not offer Provider Fairs feel free to delete this section)

(If your district will offer Provider Fairs, it would be a good idea to have a meeting with the providers that RSVP to attend the fair before the fair takes place (many districts meet providers an hour or so just before the fair begins). The purpose of this meeting would be to review the guidelines in this section and provide an explanation of what will happen during and after the fair.
Your district should also be sure to include the following information in this section:

· A reminder that providers must follow the Indiana Department of Education’s Student Recruitment and Incentive Policy which outlines the state’s policy that providers are NOT permitted to use incentives to entice parents to enroll in their SES program (i.e. enrollment incentives are prohibited).

· A description of the process that will be used for providers to set up their booths or tables for the fair. If there is a concern regarding how to fairly place providers in their locations (i.e. there may be some locations that are considered “prime” because they are near heavy traffic flow etc.) feel free to describe the lottery process your district will use to determine provider locations.

· A description of your district’s expectations about provider recruitment behavior during the fair.

· Any other Provider Fair guidelines your district feels will be important to add.

Subpart F: Employment of District A’s Staff

Section 12.0: Employment of District Teachers
As stated in the Indiana Department of Education’s Policies and Procedures for SES, providers are permitted to hire teachers who work for school districts.  However, district teachers working for SES providers must abide by the following guidelines:

1) District A employees working for providers must follow Indiana Department of Education’s Policies and Procedures for SES guidelines for district staff working for SES Providers;

2) District A employees cannot promote one SES provider over another provider during district contracted services hours;
3) District A employees working for providers MUST follow district regulations for SES Providers related to student recruitment and distribution of promotional materials (see Subpart E Section 9.0 & 10.0). However, District A employees cannot distribute promotional materials on behalf of a provider on school grounds or directly to parents and students on district property during district contract hours (see #4);
4) District A employees must maintain compliance with District A’s employment contract;
5) During contracted service hours, District A employees may provide information about SES as representatives of the district, fulfilling obligations under 20 U.S.C. § 6316(e)(2). District A employees may offer general information about SES tutoring services and general information about ALL providers, and may encourage students to find out more about SES in general. However, during District A contracted services hours, a District A employee MAY NOT promote one provider over another.

Section 13.0: Employment of District Title I staff or SES liaisons
District employees who are directly responsible for the administration of SES or Title I programs, such as district SES liaisons or Title I program administrators, may NOT be employed by SES providers. This will ensure that any real or perceived conflicts of interest are avoided (see Indiana Department of Education’s Policies and Procedures for SES for more details)
Subpart G: Site Visits

(If site visits will be conducted, include a description of how site visits will be completed and the timeframe, if any, that providers will be notified before a visit. Please remember that 1) while it is acceptable for districts to conduct site visits, IDOE is responsible for monitoring and evaluating SES providers, 2) the role of district staff during a site visit is that of an observer, therefore, a site visit should in no way alter or impact the regular routine of any tutoring session(s), and 3) district site visits should focus on whether the provider’s programming is in compliance with their SES contract with the district or SES agreements for individual students.

If your district will not be conducting site visits, simply delete this section.)
Subpart H: Tutoring Schedules

Section 14.0: Dates, Times, & Locations of SES tutoring sessions
Providers must submit a list, in writing, of specific dates, times, and locations where tutoring will take place prior to commencing sessions at those specified locations.  Providers must be sure to include exact locations (including street addresses, floor locations, and room numbers), regardless of whether tutoring takes place at one of District A’s schools or off campus.

Section 15.0: Changes to Tutoring Schedules
If a tutoring site changes after District A has been informed of a particular location, the provider MUST let District A’s Title I Office know in writing of the site change BEFORE tutoring begins at that new site.    

Subpart I: Transportation

Section 16.0: District A’s Transportation Policy for SES providers 

(If your district will be providing transportation)
[Please keep in mind comprehensive schools are required to provide transportation to SES students following the transportation guidelines outlined in the Differentiated Accountability Model FAQ document.]
1) District A will provide transportation for SES students.

a) (Insert the days, times, and locations from which buses will pick up students.)

b) (Insert any policies you have for providers who will be putting students on your district’s buses.)
2) Although District A will be offering transportation, if the provider would also like to offer transportation, District A expects SES providers who provide transportation for SES students to abide by the following transportation policies:

a) (Insert District A’s suggestions for the safety and transportation of students using the SES provider’s vehicle)
b) SES Providers must develop a Transportation Policy and provide a copy to District A and each SES student’s parent prior to transporting SES students.

OR

Section 16.0: District A’s Transportation Policy for SES providers 
(If your district will NOT provide transportation…Please remember Comprehensive schools must provide transportation)
1) District A will not provide transportation for SES students. Therefore, SES providers will be responsible for providing transportation (for those providers who offer transportation) or for working with parents to arrange transportation. Please note – SES providers are not required to provide transportation.

2) District A expects SES providers who provide transportation for SES students to abide by the following transportation policies:

a) (Insert District A’s suggestions for the safety and transportation of students using the SES provider’s vehicle)
b) SES Providers must develop a Transportation Policy and provide a copy to District A and each SES student’s parent prior to transporting SES students.

Subpart J: Use of School Space by SES Providers
*All districts are encouraged to allow providers to use school space. Please note Comprehensive schools and Focused schools in Year 4 or higher of improvement are required to allow SES providers to utilize school space to provide services. In addition, any district seeking to verify Good Faith Effort is required to offer providers an opportunity to use school space.
If your district will not be allowing SES Providers to use school space please (because the district has no comprehensive schools and no Focused schools in Year 4 or higher of improvement) please feel free to delete this section but remember districts are encouraged to allow providers to use school space. 
If a district will be allowing SES providers to use school space, please keep these guidelines from IDOE’s Policies and Procedures for SES in mind:
1) A district may charge a reasonable fee for facilities use. Districts must ensure that the use of school buildings by providers is on the same basis and terms as are available to other organizations that utilize school space before or after school.

2) If a district has a policy that disallows providers from using its facilities, it must apply its policy consistently across all providers. If the district is itself an SES provider, it may not allow itself to use district facilities but disallow other providers from using district facilities.

3) If a district is itself an SES provider and charges a fee for the use of school space, the district must also charge its own SES provider program for the use of school space. In the same fashion, if a district is itself a provider and does not wish to charge its own SES provider program for the use of school space, the district cannot charge any other SES provider for the use of school space.

i) If a district charges providers for the use of school space, the district must charge the same fee to all providers using school space (whether it’s per hour, per session, per week, etc.).

ii) If the district does not charge any other before or after school programs for the use of school space, the district cannot charge SES providers for the use of school space.
4) A district, with the permission of its superintendent or school board, as applicable, may allow school building administrators to determine whether or not services may be provided in their buildings (however, if the school is a Comprehensive School or a Focused school in Year Four or higher of school improvement, or the district is seeking to verify Good Faith Effort, the school will be required to allow providers to use school space). However, if a building administrator determines that their building may be used, all providers must be offered an opportunity to use the building (the administrator cannot allow some providers to use school space and prohibit others).

5) If a district or school would like to allow providers to use its facilities but does not have the capacity to accommodate all providers, the district should select providers to operate on-site by using a method that is fair, transparent, and objective, such as a lottery system.
Section 17.0: Fees for Use of School Space by SES Providers
Your district should include the following information in this section:

· A list of the fees providers will be charged for the use of school space if there are any fees (please note the fees charged to providers must be on the same basis as the fees charged or not charged to any other outside group)
· A description as to what these fees will cover
· An assurance that these fees are along the same basis and terms as are available to other groups that seek access to the school building
Section 17.1: Policies Regarding Use of School Space by SES Providers
Your district should include the following information in this section:

· A list of the policies/guidelines SES Providers must follow when using school space (i.e. housekeeping information, who to contact in the event of an emergency, description of how conflicts regarding a provider’s use of space will be resolved, etc.)
Section 17.2: Selection of Providers when Space is Limited
Your district should include the following information in this section:
· A description of how your district will ensure that selection of providers who will use school space is fair when there is not enough space for all the providers who have expressed an interest (i.e. description of the lottery system or any system your district will use to select providers)
Subpart K: District Cancellation of Provider Contract
Section 18.0: Grounds for District Cancellation of a Contract

· Please keep in mind that prior to District A being able to cancel a contract (based on the conditions below) District A must 1) offer providers an opportunity to resolve a conflict, 2) submit substantial evidence to IDOE that a contract cancellation is warranted and that all attempts to resolve a conflict have been exhausted, and 3) receive approval from IDOE to cancel a contract.

1) A school district may, with written IDOE consent, terminate a provider’s agreement for an individual student if the provider is unable to meet that student’s specific achievement goals within the timetable set out in the original signed agreement between the district, provider, and parent(s);
2) A school district may, with written IDOE consent, terminate the services of a provider district-wide if the provider has violated any contractual conditions that were agreed upon in the signed contract between the provider and the district;
3) A school district may, with written IDOE consent, terminate the services of a provider district-wide if the provider has violated its requirement to complete limited criminal background checks prior to its employees beginning to work with the district’s SES students;

4) A district may, with written IDOE consent, terminate a provider’s contract district-wide if the provider has not begun the provision of services to students in a timely manner, as defined and agreed upon in the signed contract between the provider and the district.

Subpart L: Communication with District A
Section 19.0: Contacting District A’s Title I office

Providers are encouraged to contact District A’s Title I office to communicate questions or concerns related to SES issues.  Providers who wish to arrange a meeting should contact our Title I office to make an appointment for a conference or meeting.  It is our goal to increase student achievement and eliminate achievement gaps.  We look forward to working with you in this collaborative effort!

Section 20.0: Contact Information

[Insert 1) Name(s) of District A’s SES contact(s), 2) addresses, 3) phone numbers, and 4) fax numbers]
(Also, if there is a specific location all SES correspondence should be sent to make a note of this and insert the address here)
