2009-2010 SES Provider Workpapers


Compliance Item FIAc-4:  The provider shall use effective methods, instructional strategies, and materials that are research-based, consistent with the state-approved application, and scientifically designed to increase the academic achievement of eligible students. 

Section 1116(e)(12)(C)(ii), PL 107-110
Review Questions:

· Is the program implemented with fidelity as compared to the approved application? 

· Are instructors’ lesson plans and instructional materials consistent with the approved research-based program? 

· Do the tutoring sessions maintain the appropriate tutor/student ratio as indicated in the Request for Applications (RFA) (no more than 1:5 for a small group and no more than 1:10 for a large group)? 

· What support and training were provided to tutors to ensure appropriate program implementation? 

Documents Required:
· Approved application 

· Lesson plans and evidence that instructional materials show alignment with the Sunshine State Standards and consistency with the state-approved application 

· Sign-in sheets and agendas  of the training of tutoring staff 

· Documentation of monitoring activities such as observation schedules, observation tools, and feedback surveys

The provider should:

· ensure the program is implemented with fidelity as compared to the state-approved application.

· provide tutors' lesson plans.

· ensure the instructional methods used are aligned with the state-approved application.

· ensure the instructional materials used are aligned with the state-approved application.

· align the program with the Sunshine State Standards.

· ensure group size is consistent with the state-approved application.

· ensure the training provided to tutors is consistent with state-approved application.

Compliance Item FIAc-5:  The provider shall not provide incentives to entice a student or a student’s parent to choose a specific provider. After a student has been enrolled with a provider, the student may be awarded incentives for performance or attendance, the total value of which may not exceed $50 per student per year.

Section 1008.331(1), Florida Statutes
Review Questions:

· Is there evidence that the provider offered or awarded incentives to entice parents to choose a provider? 

· Is there evidence that the provider offered or awarded incentives for performance or attendance? If so, what is the total value of the incentive per student per year? 

· What incentives were offered for performance or attendance? 

Documents Required:
· Policy or procedure regarding attendance or performance incentives 

· Documentation detailing the value of attendance/performance incentives including receipts or invoices
· Marketing materials

The provider should:

· refrain from offering incentives to entice parents or students to choose the provider.

· refrain from offering performance or attendance incentives in excess of $50.

Compliance Item FIAc-6:  The provider shall begin services to eligible students by October 15 of each school year contingent upon the receipt of its Local Educational Agency approved student enrollment lists at least 20 days prior to the start date. In the event that a contract with a state-approved provider is signed less than 20 days prior to October 15 of the school year, the provider shall be afforded no less than 20 days from the date the contract is executed to begin delivering services. 

Section 1008.331(2)(d),(e), Florida Statutes
Review Questions:

· Was the contract signed by September 25, 2009?  If no, what date was the contract signed?

· Were all students assigned to the provider by September 25, 2009?  If no, what dates were students assigned?

· Did the provider begin serving all assigned students on or before October 15, 2009?  

· How many students began receiving services by October 15, 2009?
Documents Required:
· List of students assigned to the provider, the date(s) the students were assigned, and the date(s) each student began receiving services
· Copy of the contract between the provider and LEA

The provider should:
· begin services by October 15.

· begin services within 20 days of signing the contract and receiving the list of students.

· ensure the contracts between the LEA and the provider are signed by all parties.

· ensure the contracts between the LEA and the provider are dated by all parties.

Compliance Item FIAc-7:  The provider shall set specific achievement goals for each student in consultation with each student’s parent(s) and the Local Educational Agency (LEA), identify how each student’s progress will be measured, adhere to the timetable for improving each student’s achievement pursuant to the Student Learning Plan (SLP), and in the case of a student with a disability, develop the SLP consistent with the student’s individual education plan (IEP), 504, or English Language Learner (ELL) Plans. 

Section 1116(e)(3)(A), PL 107-110
Review Questions:

· How was consultation between the provider, LEA, and parent accomplished and documented?

· Were assessments used to develop the SLP consistent with the state-approved application? 

· Does the SLP show the pre-assessed level of mastery?

· Does the SLP show the projected mastery of goals?

· Are there five or less goals per subject area?

· Does the SLP indicate who is conducting/submitting student assessment data to FLDOE?
· Are the timelines for the tutoring sessions defined in the SLP (frequency of sessions)? 
· Is the frequency of reporting progress included in the SLP and consistent with the state-approved application?

· Are attendance records for tutoring sessions consistent with the schedule in the SLP?

· Are the activities/services designed and implemented to meet students’ individual needs? 

· Were the services provided consistent and aligned with the IEP, 504 plan, and/or ELL plan? 

· Was the rate for tutoring consistent with the approved application? 

Documents Required:
· For onsite review, FLDOE staff will randomly select SLPs, pre-assessment results, billing/invoice records, attendance records, *progress reports, and *progress monitoring assessments from the same five students.  For desktop review, selected providers will send a list of all students being served to the FLDOE so the FLDOE may select five students for which the provider will send these documents. Note: *Documents support FIAc-11.
The provider should:
· ensure the rate for tutoring sessions is consistent with the state-approved application.

· ensure the SLP shows the pre-assessed level of mastery.

· ensure the SLP shows the projected mastery of goals.

· ensure there are no more than five goals per subject area.

· ensure the SLP indicates who is conducting/submitting student assessment data to the FLDOE.

· ensure the SLP includes the frequency of reporting progress is consistent with the approved application.

· ensure activities and services are designed and implemented to meet students' individual needs.

· ensure the SLP includes specific measurable goals.

· ensure the measurable goals of the SLP is based on student performance data.

· deliver services to students consistent with the students' SLP.

· ensure the SLP is signed by all required parties.

· ensure the SLP is dated by all parties.

· ensure the SLP is aligned with the students' IEPs, ELL Plans, or 504 plans.

· adhere to the timetable established in the SLP.

· ensure the SLP identifies how student progress is to be measured.

· provide SLPs for review.

· provide attendance documentation for review.

· provide invoicing documentation for review.

· ensure attendance records match invoices.

· ensure the assessments given are consistent with the state-approved application.

Compliance Item FIAc-8:  The provider shall not disclose to the public the identity of any student eligible for or receiving supplemental educational services without the written permission of the student’s parents. 

Section 1116(e)(3)(E), PL 107-110
Review Questions:.
· What recordkeeping process is used by the provider to secure student records? 

· Did the provider follow protocol and procedures for keeping student records confidential? 

· Were there any breaches of confidentiality?  If yes, how was it reported and resolved?
· How were files and student records stored by the provider and tutors? 

Documents Required:
· Protocol for receiving student information from the LEA and ensuring security and confidentiality of student records
The provider should:

· ensure tutors meet at least the minimum qualifications for Title I paraprofessionals pursuant to the Request for Applications.

· ensure student records are securely stored at all times.

· have a protocol or process to ensure the security of student records.
· ensure that personally identifiable information is not disclosed to the public without the prior permission of the parents.

Compliance Item FIAc-9:  The provider shall provide supplemental educational services consistent with applicable health, safety, and civil rights laws. 

Section 1116(e)(5)(C), PL 107-110
Review Questions:

· Are level 2 background checks conducted on all employees who have direct contact with students, including the review and maintenance of LEA employees hired by the provider? 

· Is there evidence that tutor qualifications are consistent with the approved application? 

· Do all tutors meet at least the minimum qualifications for Title I paraprofessionals pursuant to the Request for Applications (RFA)? 
· Are tutoring facilities in compliance with applicable state and local laws pertaining to health, safety, and civil laws?
Documents Required:
· Procedure for ensuring employees undergo background and fingerprinting processes 

· Documentation of  titles, qualifications, fingerprinting, and background checks for all employees who have direct access or contact with students
The provider should:

· ensure the facility is not in violation of state and local laws pertaining to health, safety, and civil laws.

· ensure that health, safety, and civil rights of the students are not violated.

· conduct background checks on all employees who have contact with students.

· ensure the qualifications of the tutors are consistent with the state-approved application.

Compliance Item FIAc-10:  The provider shall provide supplemental educational services that are secular, neutral, and non-ideological as approved in the state application. 

Section 1116(e)(5)(D), PL 107-110
Review Questions:

· Are instruction and instructional materials used by the provider secular, neutral, and non-ideological?
Documents Required:
Samples of students’ work
The provider should:

· ensure services are secular, neutral, and nonideological.

· provide samples of students' work.
Compliance Item FIAc-11:  The provider shall measure students’ progress and regularly inform students’ parent(s) and the Local Educational Agency (teachers) regarding the progress of the student in improving academic achievement as outlined in the Student Learning Plan (SLP). 

Sections 1116(e)(5)(A), PL 107-110
Review Questions:

· Does the final progress report show pre- and post-assessment data?
· In what ways did the provider have contact with parents and teachers regarding the academic progress of each student? 
· How often did the provider have contact with parents and teacher regarding the academic progress of each student? 
· Was the schedule of reporting progress to parents/teachers consistent with the SLP?
· How did the provider track student progress on a regular basis? 

· Are progress reports consistent with the goals of the SLP? 

· Are progress reports in a parent-friendly format? 

Documents Required:
· Progress report template 

· Schedule for reporting students’ progress to parents and the LEA (teachers) and sample progress report form 

· Evidence that progress reports were sent to the student's parents and LEA (teachers) 

· Progress reports (These documents were previously requested for compliance item FIAc-7) 

Progress monitoring assessment (This document was previously requested for compliance item FIAc-7)
The provider should:

· ensure the final progress report shows pre- and post-assessment data.

· ensure the schedule of reporting progress to parents/teachers is consistent with the SLP.

· provide progress reports to parents in a parent-friendly format.

· provide progress reports to the students' parents.

· provide progress reports to the students' teacher/district.

· monitor student progress on a regular basis.

· ensure the progress reports are consistent with the goals of the SLP.

