Directions for completing the Sample PDPA as a Form
1. Double click the header at the top of the page and add your district name

NCLB— Supplemental Educational Services 

Sunshine County School Board
Parent/District/Provider Agreement (PDPA)
2. Add district contact information on the bottom of page 2

	School District

     
	Contact Person

     
	Telephone Area/No.

     

	Address

     
	City

     
	State

     
	Zip Code

     



3. Add provider information: 

	SES PROVIDER AGREES TO:

	Provide services to the student according to the following schedule: 

Beginning date:       


Ending date:      
The services will be provided in the following manner:
 FORMCHECKBOX 
individual       FORMCHECKBOX 
small group
 FORMCHECKBOX 
medium group   FORMCHECKBOX 
 large Group       FORMCHECKBOX 
 On-Line
Meeting Time: from       to                 
Location of sessions       


Location  #       

	Regularly report progress to parents and the school district and/or school as follows: 

 FORMCHECKBOX 
weekly 
 FORMCHECKBOX 
every two weeks
 FORMCHECKBOX 
monthly 
 FORMCHECKBOX 
other (explain)


	Provider
     

	Contact Person
     
	Telephone Area/No.
     

	Provider Address

     

	City
     
	State
     
	Zip Code
     



4. Save the file for each provider in your district. Open the original file and complete the process again changing the provider information. Create a PDPA for each of the providers serving your students. 
5. Open the forms toolbar by 

· Clicking View 

· Clicking toolbars

· Clicking forms 

6. Click the lock on the toolbar for forms. (This locks the original form so you can fill in the boxes without making changes to the original form.)


Click the lock

6. Complete the information for each student. 

7. Save the information as a separate file by student. 

8. Always go back to the locked form. 

You can also enter school information and then save the form by provider and/or school and then open for individual students. This would keep you for having to type the school and provider information for each student. 



















Add information specific to the provider












































