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Issued by:

The Arkansas Department of Education

For more information contact:

Dana Davis
501-683-5428
Fax: 501-682-5136
E-mail: Dana.davis@arkansas.gov
Deliver Applications by May 31, 2012 by 4:30 p.m., (CDT) to:
Dana Davis
Arkansas Department of Education

Four Capitol Mall, Box 26
Little Rock, AR 72201
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	Arkansas State Board Of Education

Dr. Ben Mays, Chair                                                                                      Clinton
Mr. Jim Cooper, Vice Chair                                                                           Melbourne

Ms. Sherry Burrow                                                                                         Jonesboro

Ms. Brenda Gullett                                                                                         Fayetteville
Mr. Samuel Ledbetter                                                                                    Little Rock
Ms. Alice Williams Mahony                                                                           El Dorado
Ms. Toyce Newton                                                                                          Crossett

Ms. Vicki Saviers                                                                                            Little Rock

Mr. Joe Black                                                                                                  Newport


	

	               


Dr. Tom W. Kimbrell
Commissioner of Education

	Arkansas Department of Education

Mission Statement

To promote equitable, quality education for all students in Arkansas public schools by providing leadership, service, and support and by ensuring that the public schools meet the Standards for Accreditation.


It is the policy of the State Board of Education and the Arkansas Department of Education that there will be no discrimination on the basis of race, color, sex, age national origin, religion, or disabilities in matters affecting employment or in providing programs.
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Basic Program Application Information Checklist
Name of Entity: _______________________________
Date Received: __________________

Providers are required to submit all requested Basic Program Information, criteria with required attachments, and assurances.  This checklist should be placed after the contact page.  Please verify that you have submitted all requested information by checking the box next to “yes” or “no” in each category below. Also record the appropriate page number that corresponds with that information. This page will double as the table of contents for the application.








                                                        Page Number
	Entity Contact Page Completed
	( Yes  ( No
	

	Section I – Basic Program Information



	
	                              Page Number

	Part I A – Company Outline                                                                                                         

	1. Program Name
	( Yes  ( No
	

	2. Federal EIN, Tax ID Number, and DUNs Number
	( Yes  ( No
	

	3. Type of Entity 
	( Yes  ( No
	

	4. Entity Contact Information
	( Yes  ( No
	

	5. Local Contact Information
	( Yes  ( No
	

	6. SES History 
	( Yes  ( No
	

	7. Service Area
	( Yes  ( No
	

	8. Place of Service 
	( Yes  ( No
	

	9. Transportation
	( Yes  ( No
	

	10. Subject Areas & Grade Levels to Serve
	( Yes  ( No
	

	11. Maximum and Minimum Number of Students to Serve
	( Yes  ( No
	

	12. Specific Student Populations to Serve-ELL
	( Yes  ( No
	

	13. Specific Student Populations to Serve-Students w/Disabilities
	( Yes  ( No
	

	14. Service Schedule
	( Yes  ( No
	

	15. Student /Tutor Ratio
	( Yes  ( No
	

	16. Cost
	( Yes  ( No
	

	17. Diagnostic Assessment
	( Yes  ( No
	

	18. Instructional Curriculum
	( Yes  ( No
	

	19. Incentives
	( Yes  ( No
	

	20. Proof of Liability Insurance Coverage (attachments)
	( Yes  ( No
	

	21. Legal Status (attachments)
	( Yes  ( No
	

	22. Criminal Background Check Agreement (signed in blue ink)
	( Yes  ( No
	

	

	Part IB – Program Description
	( Yes  ( No
	

	Section ll - Indicators of Quality


	                                                    
Page Number

	Part IIA: Connection to Specific State Academic Standards
	( Yes  ( No
	

	Part IIB: Monitoring Student Progress
	( Yes  ( No
	

	Part IIC: Evidence of Effectiveness
	( Yes  ( No
	

	Part IID: Communication with Parents and Family
	( Yes  ( No
	

	Part IIE: Communication with Districts/Schools
	( Yes  ( No
	

	Part IIF: Qualifications of Instructional Staff
	( Yes  ( No
	

	Part IIG: Providers Goals and Objectives
	( Yes  ( No
	

	Part IIH: Cost of Service
	( Yes  ( No
	

	Part II I: Financial and Organizational Capacity (attachments)
	( Yes  ( No
	

	Part IIJ: Compliance with Federal, State and Local Health & 

              Safety Standards
	( Yes  ( No
	

	Part IIK: Compliance with Federal, State and Local Civil Rights 

              Protections
	( Yes  ( No
	

	Part IIL: Advertisement and Incentives
	( Yes  ( No
	

	Section III – Attachments and Supporting Documentation


	

	Part IIIA: Provider Assurances (signed & initialed in blue ink) 
	( Yes  ( No
	

	Part IIIB: Provider Code of Ethics (signed in blue ink)
	( Yes  ( No
	

	Part IIIC: Provider Incentive Policy (signed in blue ink)
	( Yes  ( No
	

	

	One (1) original application (signed in blue ink), four (4) copies  of the application, and one (1) copy of the application on a flash drive or compact disk, (document must be formatted in MS Word) 
	( Yes  ( No
	


Prof
	
	Arkansas Department of Education

2012-2013
Supplemental Educational Services
Contact Page

	
	


Applicant Name:


Name of Program:

(Name used on all
 correspondence in Arkansas)


Fiscal Agency: 


Tax Identification                                                              Federal EIN                                     
Number:                      ____________​​​​​​​______________ Number: 
 
DUNs Number: 


Mailing Address:


City/State/Zip: 


Telephone: 

 Fax: 





E-Mail:


COE/ Owner of the Company:

Mailing Address:



City/State/Zip:



Telephone: 

 Fax: 






E-Mail:


Contact person for 
                                                  Arkansas Contact’s
Arkansas:                   ________        _____________ Phone Number: ____________________

Mailing Address:



City/State/Zip:



E-Mail:

 Fax: 





Signature (Blue ink): 






Title: 





                 


(This signature endorses the accuracy of responses in this RFA.)

Print Name:







Date 





Organization: 












In order to meet one of the requirements of the No Child Left Behind Act (NCLB) of 2001, Section 1116 (e) (1), any school district with a school in its second year of school improvement or in corrective action, or which chooses to exercise the option to eligible students in schools in School Improvement Year 1, must provide supplemental educational services to eligible children in the school. These services must be from a provider with a demonstrated record of effectiveness, selected by the parents, and approved for that purpose by the State Education Agency (SEA).

The purpose of this Request for Proposals (RFA) is to select providers of supplemental educational services for students in Arkansas schools in School Improvement Year 2 or beyond or those schools exercising the option under the Arkansas Differentiated Accountability proposal to provide supplemental educational services to students in School Improvement Year 1.
NCLB requires maximum participation by all providers who are capable of providing supplemental services that are consistent with the instructional program of the school and the academic standards.
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Guidelines for Supplemental Educational Services

Application Preparation
[image: image4.jpg]LEADERSHIP

SUPPORT
SERVICE





Application Instructions
All proposals must follow the outline as included in this RFA. 

1. Complete all phases of the Application within the space limitations provided for each section. A coversheet for each section must be included. A twelve-point Arial font, double spaced format is required. Text beyond the page limit will result in the entire application not being considered in the approval process.
2. Application pages must be numbered, bottom right, and organized as per the directions in the RFA. Applications that are not organized as directed in the RFA will NOT be considered.

3. Only information requested should be submitted. All supporting documentation must be attached at the end of each correlating section. Staple application securely, no binders of any type.
4. Return one original application with signature in blue ink, four (4) paper copies, and 1 CD containing the RFA formatted in MS Word. Actual CD must be labeled with the providers’ name and year. 

5. All proposals must be received at the ADE on or before the close of business (4:30 p.m., CDT) May 31, 2012. Faxed, emailed, or copies postmarked May 31, 2012 or later delivery are not acceptable. Late submissions will not be accepted.
6. Mail or deliver all proposals to the following address: Arkansas Department of Education, Attention Dana Davis, Four State Capitol Mall, Box 26, Little Rock, AR 72201.
7. Direct all questions concerning the RFA, the review, and/or approval process to: Dana Davis, ADE at 501-683-5428 or e-mail Dana.davis@arkansas.gov.
Any application which does not follow these guidelines or is missing any required part will not be considered for approval.
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	Arkansas Department of Education (ADE)

Request for Applications

Supplemental Educational Services (SES)




In keeping with the requirements of No Child Left Behind (NCLB) as adopted by the U.S. Congress and signed into law on January 7, 2002, the Arkansas Department of Education (ADE) seeks applicants for providers of Supplemental Educational Services (SES). The expectations of NCLB are to identify a cadre of providers available to provide high quality supplemental instruction for students in schools that have failed to make adequate yearly progress for at least three consecutive years. NCLB requires that individuals or groups provide services that can demonstrate high quality, performance based instruction founded on a research-based program of studies and successful intervention strategies supported by data.

Supplemental Educational Service Providers seeking approval in Arkansas must complete an application based on this Request for Application (RFA). It is expected that instruction will be primarily in the areas of English/Language Arts (including Reading), Mathematics and Science in order to help students achieve Arkansas’ standards, as demonstrated by improved performance on the Benchmark and end of course exams.

This request for proposals is issued to select the providers of supplemental services that will be included on the Approved Supplemental Educational Services Provider List. This is not a competitive grant in that as many providers can be included on the list as meet the criteria specified in this application. The approved list will be maintained by the ADE and will identify those providers approved to offer supplemental services in the schools of this state.

The Legislation requires that the State promote maximum participation by providers to ensure, to the extent practicable, that parents have as many choices as possible. The State-approved list will identify the approved providers that meet the qualifications. It is intended that the Provider List be revised at least on an annual basis. 
Approval Status and Performance Requirements

Approval is for those supplemental educational service providers who demonstrate a strong track record of effectiveness and obtain scores assigned by the Readers’ Panel. All approved applicants must be able to demonstrate the capacity for meeting the minimum requirements. Applicants that meet the requirements of the Department shall be recommended for approval for a period of three years. However, providers will be evaluated at the end of each school year to determine a performance category rating. This rating will determine if the provider will continue to remain on the State approved list during the three year period. Providers will be measured in three categories: (1) Academic Achievement, (2) Customer Satisfaction and (3) Program Compliance. The results of the three categories will be combined to determine the performance category rating (categories are listed below). Ratings will be assigned and posted on the ADE’s website annually.
Performance Categories
	Approved
	The provider has met compliance requirements and has demonstrated positive achievement effects. The provider is approved without reservation to continue services in the following year.
	Designations recommended for providers annually

	Satisfactory
	The provider has met compliance requirements, but has insufficient data available regarding achievement effects. The provider may also have only New and Emerging evidence of effectiveness, requiring a limit on total number of students served, but still meets compliance requirements.
	

	Probation I
	The provider has minor compliance violations and/or has not demonstrated positive achievement effects. The provider may also have weak or negative service delivery outcomes.
	Must submit corrective action plan within 10 days of designation

	Probation II
	The provider has compliance violations and/or has not demonstrated positive achievement effects. The provider also may have been in Probation I status the prior year and failed to improve implementation outcomes.
	

	Removal
	The provider has serious compliance violations or the provider may have been in Probation II status last year and failed to improve service delivery outcomes. The provider also may have been in Probation II status and failed to produce positive achievement effects.
	Failure to correct deficiencies will result in removal


Eligibility Requirements

To be included on the approved list of supplemental services providers, applicants must meet all the following criteria:

· Attend the mandatory SES Provider Workshop. The date for this workshop will be in July. All applicants, regardless of past state approval MUST attend this workshop in order to tutor in Arkansas for 2012-2013.
· Have a demonstrated record of effectiveness or have a high probability of increasing student academic achievement.
· Provide supplemental educational services that are consistent with state academic standards (the Arkansas Content Standards are available on the ADE web site: http://arkansased.org.
· Grades K-12 services must be consistent with Common Core Standards (2012-2013)
· Provide instruction that is of high quality, research-based, and specifically designed to increase academic achievement of eligible children on state assessments and attain proficiency in meeting the State’s academic achievement standards. Reading instruction must be scientifically based and proven to be effective and include the Common core Initiative. Mathematics instruction must be scientifically based and proven to be effective and be aligned with the standards outlined in the “Standards-Based” Curriculum materials. Science instruction must be scientifically based and proven to be effective and include the “Unifying Concepts and Processes”.  
· Show proof of financial soundness.
· Show proof of liability insurance issued in the name of the applying entity.
· Provide instruction to supplement that which students receive during the regular school day.
· Provide instruction that is secular, neutral, and non-ideological.
· Meet all applicable Federal, State, and local health, safety, and civil rights laws.
· Submit a complete application within the prescribed time limit and in the format prescribed in this Request for Applications.
· Participate in an in-person interview as part of the final determination of approval status.
· Allow the Arkansas Department of Education to make results of complaint resolution reports, monitoring visits, district reports, district and parent surveys, and the submitted application available on the Arkansas Department of Education’s website.
· Agree to use the Arkansas online data entry and invoicing system for Supplemental Educational Services to the exclusion of all other invoice submission systems.
· Inform the Arkansas Department of Education if the provider has been removed from the approved SES provider list of any state, and the reasons for the removal.
· Provide a copy of the proposed pre and post-test instrument for each grade and academic content area for which services are proposed. These must be available for review at each interview.
· Demonstrate in the application and provide proof of the capacity of the provider to serve any special populations of students, including special education and students with limited English proficiency, proposed to be served.
· Disclose to the Arkansas Department of Education and persons reviewing applications and conducting in-person interviews any and all material requirements for participating in the program including internet connectivity, computer or other equipment including equipment and materials supplied by the applicant.
Eligible Service Providers

The term Provider is defined as a non-profit entity, a for-profit entity, or a school district. Entities eligible to apply to provide supplemental services may include, but are not limited to the following:

	· Community agencies
	· Libraries

	· Colleges or Universities
	· 21st Century Community Learning Centers

	· Education Cooperatives
	· Private companies

	· Charter Schools
	· On-line schools

	· Private Schools
	· Family literacy programs

	· Childcare Centers
	· Faith-based organizations

	· Public Schools
	


Responsibilities of the Approved Provider

Entities included on the Approved Supplemental Educational Services (SES) Provider list are required to do the following:

· Ensure that the instruction provided is aligned with Arkansas curriculum content standards and in the case of a student with disabilities, is consistent with the student’s individualized education program under Section 614(d) of the Individuals with Disabilities Education Act and is consistent with the instructional program at the school.
· Grades K-12 instruction is aligned with the Arkansas Common Core Standards Initiative.
· Ensure that in the case of eligible students with Limited English Proficiency (LEP) are served, those students may participate and receive supplemental educational services and language assistance.
· Provide parents of children receiving supplemental educational services and the appropriate school with information on the progress of the children in increasing achievement, in language that parents can understand.
· Ensure that all employees who will interact with students either in person, by telephone, or by internet will have criminal background checks completed pursuant to Arkansas teacher licensure procedures. Failure to do this will result in the recommendation for removal from the State-Approved Providers List. All background checks must:
1. Be completed for all individuals prior to having initial contact with students.
2. Be completed no later than 365 days from the previous background check thereafter.
3. Include with each individuals legal name, a valid social security number, and date of birth.
4. Be checked against the national and state criminal databases.
5. Be checked against the national sex offender database.
· Providers shall maintain a copy of a government issued photo identification (driver’s license, passport, government issued photo identification card, etc.) for every individual with a completed criminal background check for verification and monitoring purposes.
· If the provider intends to offer services at the school, the provider must have planned on-site supervision.
Responsibilities of the Approved Provider continued:
· Enter into an agreement with the local school district that includes:

1. A statement of specific achievement goals, developed by the district, parent and provider, for each student based upon the individual child’s specific educational needs;
2. Information about the days, times, frequency and duration of services;
3. The amount of instructional time to be provided;
4. The location where the services will be provided;
5. The per pupil allocation for students receiving supplemental educational services;
6. Specific information about the invoicing and remittance processes, including a description of the processes for correcting/amending incomplete or incorrect invoices and a date by which final invoices must be submitted;
7. A description of how the student’s progress will be measured, and the frequency of progress assessment;
8. A timetable for improving achievement, that, in the case of a student with disabilities or a student with limited English proficiency, is consistent with the student’s Individual Education Program or LEP goals, and is consistent with the instructional program at the school;
9. The means of transporting children to the place of instruction, if the services will be provided in a location other than student’s school;
10. A description of how the student’s parents, teacher(s), and school district will be regularly informed of the student’s progress;
11. Provisions with respect to the making of payments to the provider by the school district;
12. An assurance from the provider that the identity of any student eligible for, or receiving supplemental educational services will not be disclosed without the written permission of the parents of the student;
13. A description of the scientifically based program to be utilized with specific references;
14. The availability and qualifications of staff responsible for the delivery of the instructional program;
15. A specific process for terminating the contract if the terms of the contract are not met;
16. A process for terminating services to individual students for excessive absences;
17. A statement regarding payment/non-payment for students who are absent from the services;
18. A statement assuring compliance with all applicable federal, state, local, health, safety and civil rights laws. 

Local Education Agency Responsibilities

Qualifying school districts are required to do the following:

1. Identify eligible children. “Eligible child” means a child from a low-income family, as determined by the local educational agency for purposes of allocating funds to schools under Section 1113(c)(1). The eligible children must attend Title I schools in their second year of school improvement, in corrective action, or in restructuring. 
2. Under the terms Arkansas Department of Education Differentiated Accountability Proposal, Title I students in schools in Year 1 of School Improvement may be offered the opportunity to participate in Supplemental Educational Services.
3. Notify parents of each eligible student at least annually of the availability of supplemental services [Section 116(3)(2)(A)]. Specific information about services should be provided directly to the parents of eligible students to ensure parents have sufficient time to select providers. The notices to parents must:
· Identify each approved service provider within the LEA, in their geographical location, or accessible through technology such as distance learning or the Internet.

· Describe the services, qualifications, and evidence of effectiveness for each provider.

· Describe the procedures and timelines that parents must follow to select a provider to serve their students.

· Be easily understandable, in a uniform format, including alternate formats, upon request; and, to the extent practicable, in a language the parents can understand.
4. Apply fair and equitable procedures for serving students if the number of spaces at approved providers is not sufficient to serve all students.
5. If funds available are insufficient to provide supplemental educational services to each eligible student whose parent requests those services, a district must give priority to the lowest achieving eligible students. In this situation, the LEA should use objective criteria to determine the lowest-achieving students.

6. Protect from the public the identity of any student who is eligible for, or receiving, Supplemental Educational Services under this subjection without the written permission of the parents of the student.

7. Contact providers selected by the parents and enter into a contractual agreement on behalf of the student.
8. Provide the information the state education agency (ADE) needs to monitor the quality and effectiveness of the services offered by providers.
9. Prior to reallocation of funds set-aside for the provision of Supplemental Educational Services submit a Notification to Reallocate to the Arkansas Department of Education with evidence that it has met the criteria described in the Title I Regulations issued October 18, 2008 available on the US Department of Education’s website www.ed.gov.
Role of Parents

Parents of eligible children are responsible for:

1. Contacting the school personnel identified in the supplemental services information letter sent home by the school district;
2. Choosing among all supplemental educational service providers identified by the state for the area served by the school district or within a reasonable distance of that area;
3. Assisting the school and provider in developing and identifying specific achievement goals for the student, measures of student progress, and a timetable for improving achievement;
4. Ensuring that their child attends the program regularly; and
5. Notifying the school in a timely fashion if they wish to change or terminate supplemental services, if they are not satisfied.

Funding

The school district is required to spend for each student receiving supplemental services the amount of its Title I per pupil allocation or the actual cost of the supplemental services, whichever is less. Title I allocations for local school districts are available on the Arkansas Department of Education (ADE) website. 

Arkansas Department of Education (ADE) Responsibilities

The Arkansas Department of Education (ADE) is required to do the following:

· Maintain an updated list of approved supplemental educational service providers across the State, from which parents may select.
· Promote maximum participation by supplemental service providers to ensure, to the extent practicable, those parents have as many choices as possible.
· Develop, implement, and publicly report on standards and techniques for monitoring the quality and effectiveness of the services offered by approved supplemental educational service providers and to withdraw approval from providers that fail, for (2) two consecutive years, to contribute to increasing the academic proficiency of students to whom they provide services.

· Provide annual notice to potential supplemental educational service providers of the opportunity to provide services and to inform potential providers of the eligibility requirements to become an approved provider.

This request for proposal is prepared in keeping with the Arkansas Department of Education’s response to requirements of NCLB Legislation. Those seeking additional information about Supplemental Educational Services and the provisions of NCLB under which schools are required to make such services available are referred to guidance as provided by the U.S. Department of Education at the following Web address: http://www.ed.gov/policy/elsec/guid/suppsvcsguid.doc
Duration and Monitoring

The Arkansas Department of Education, in cooperation with the applicable school district(s), is required to monitor the quality and effectiveness of the services offered by approved providers and to withdraw approval immediately from providers that fail, for (2) two consecutive years, to contribute to increasing the academic proficiency of students to whom they provide services. Failure to meet any of the other eligibility requirements or assurances may result in probation or removal. 
ADE will monitor SES provision through a variety of methods. State-approved providers are required to cooperate fully in the monitoring and evaluation process.
A district must continue to offer supplemental services until the school in question is no longer on school improvement according to requirements of NCLB. Parents may annually reconsider the provider for supplemental services.

Reporting

The provider is required to submit to the school district and Arkansas Department of Education (ADE) a final written report, with supporting data, that summarizes the progress of all students served with their supplemental services. This information will be used to help determine if a provider will remain on the state-approved list. 

Supplemental Educational Services
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Section I
Basic Program Information

Part A: Company Outline
Part B: Program Description
Company Name

       Company Outline
Part I A
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                                                                                                                                            5 Points
	1. Program Name

	Name: _______________________________ 
Doing Business As (DBA): _____________________________________  

	2. Federal EIN, Tax ID Number, and DUNs Number
	EIN
	Tax ID


	DUN

	3. Type of Entity (check all that apply)
	 □  For-profit company

 □  Public School (non-charter)
 □  Charter School
 □  Institution of Higher Education
 □  Local Education Agency (LEA)
	 □  Community-Based Organization
 □  Private School
 □  Faith-Based Organization
 □ Other: _____________________


	4. Entity Contact Information 

NOTE:  Provide contact information for ONE individual

only.  This is the ONLY individual with whom the Department will communicate.  This is also the ONLY individual who may change any information the Department has on file for this entity.
	Provide contact information of the authorized representative for your entity.
Entity Contact Person Name: ________________________________

Address: _______________________________________

City: _________________State: ____________Zip: _____________

Phone: ________________     Fax: _________________________
Email: _________________________   Website: __________________________

	5. Local Contact Information

NOTE: If your entity headquarters is located in another state, the local contact information is not mandatory; however, you will need to provide a local contact before services begin.
	Indicate the site where you will maintain your business and financial records in Arkansas and a local contact person.  This information will be posted on the Department’s website.  

□ Check if information is same as Entity Contact Information.  If so, please do not complete the information below.  

Local Contact Person: _______________________________________  
Street Address:  ______________________________________
City:  ___________________                        State:  _________________            Zip:  _______
Phone:  _______________________________              Fax: _______________________
Email:  ____________________________
Website: _____________________________________

	6.SES History

NOTE:  Providers are responsible for notifying the Department, in writing, of any changes to their SES History.  


	Are you currently or have you ever been an approved SES provider in Arkansas?

□ No         □ Yes (answer questions 1 -2)
If yes, number of years as an SES provider in Arkansas.  ___________
1. Is this application a reapplication of a currently approved provider?

□ No         □ Yes

2. Is this application a reapplication of a previously removed provider?

□ No         □ Yes

Have you ever been disciplined by a state or federal agency or removed from a state or federally funded program?

□ No          □ Yes 

If yes, provide an explanation with the entity name and state or federal agency of occurrence.

List any other State in which you are currently approved to provide Supplemental Educational Services:



	7. Service Area 

NOTE:  By indicating that you will serve an LEA or all LEAs, you agree to provide services to any student in that LEA whose parent(s)/legal guardian(s) select you as their child’s provider.  

If you refuse to serve any student in an LEA(s) listed in your service area for any reason other than your stated minimum or maximum capacity, your refusal could be cause for the Department to recommend removal from the State-Approved Provider List.


	List each LEA in which you agree to provide services.  Check “Statewide” ONLY if you agree to provide services to any LEA in the entire State of Arkansas.  Providers who indicate they will serve “Statewide” will be required to provide services to any and/or all LEA(s) at any location in the state.

  □ Statewide       □  Or List LEA Name(s) you intend to serve

LEA

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

Insert additional rows if necessary.

	8. Place of Service
NOTE: The LEA is not required to allow SES providers to access its facilities. If the LEA does allow providers to access its facilities, the LEA must do so on a fair and equitable basis. Providers will be held accountable for providing services in any LEA they select regardless of whether or not LEAs allow providers to use their facilities.  SES providers must work out an agreement with each LEA if the application is approved or have a secondary site available to serve students.  
	Check the location(s) that best describe where you will deliver services to students:   

□ Student’s Home

□ Business

□ Community Center

□ Religious Facility (e.g., church, synagogue, mosque, temple)                                                                                                                                                                         
□ LEA Facility 
□ Via Technology (check all that apply)

                          □ internet/online

          □ software-based  

          □ other    (please explain)
                 □ Access site for online/web-based providers: 

	9. Transportation

	Do you provide transportation?
  □ Yes          □ No    

  □ At Select Sites Only

	10.  Subject Areas & Grade Levels to Serve

NOTE:  Subject area(s) and grade levels can only be expanded through reapplication.


	Check all subject(s) and grade(s) for each subject you will offer.
□Reading 


K

1

2

3

4

5

6

7

8

9

10

11

12

□English/Language Arts 


K

1

2

3

4

5

6

7

8

9

10

11

12

□Mathematics 


K

1

2

3

4

5

6

7

8

9

10

11

12

□Science 
K

1

2

3

4

5

6

7

8

9

10

11

12



	11.  Maximum and Minimum Number of   Students to Serve
.  
	Provide the maximum number of students that you will have the capacity to serve in all service areas combined: __________
Provide the minimum number of students that you require to begin services in an individual school LEA: ________ 



	12.  Specific Student Populations Served: English Language Learners
	Indicate whether your entity specializes in any of the following groups:

□ Do not specialize 

□ English Language Learner (ELL) students

     If yes, list the  particular language(s) (e.g., Spanish, French,  

     Japanese): ________________________________
NOTE: Any specialization will be provided to parent(s)/legal guardian(s) and listed on the Department’s website.

	13.  Specific Student Populations Served: Students with Disabilities
	Indicate whether your entity specializes in any of the following groups:

□ Do not specialize 

□ Students with Disabilities (Select the particular disabilities your entity will address under the Disabilities Education Improvement Act (IDEA 2004):
□ Autism spectrum disorder              

□ Deaf                                               

□ Blind                                              

□ Deaf/hard of hearing                      

□ Emotional/behavioral disorder       

□ Mild Intellectual disability

□ Moderate Intellectual disability

□ Severe Intellectual disability

□ Profound Intellectual disability

□ Significant Developmental delay

□ Specific learning disability

□ Speech-language 

      impairment

□ Traumatic brain injury

□ Visual impairment

□ Orthopedic impairment

□ Other health impairment:

      Explain: ____________________________________________________________

______________________________________________________________________         


	14.  Service Schedule

NOTE:  Students must not exceed 8 hours of service per week and no more than 2 hours per school day.
Note:  The LEA makes the final determination of when services will be offered.
	Select the service schedule you will offer to students (check all that apply):

     □  Before school 

     □  After school    

     □ Weekends   

     □ Summer



	15.  Student/Tutor Ratio

NOTE:   The student/tutor ratio can only be expanded through reapplication.

	Provide the maximum number of students who will be assigned to each tutor in your program: ​​​  ______ students: per tutor ____________
NOTE: Student/tutor ratio must fall within the following ranges:

     10:1 
student/tutor ratio (non-computer-based  instruction)

     10:1 
student/tutor ratio (computer-based instruction)

	16.  Cost


	List your fee per hour. 

$_________ maximum per hour, per student. 

NOTE: The Department requires a minimum of 20-30 service hours per student.  The hourly fee is for instructional time only.  LEAs can negotiate the cost per hour with the provider, as long as the maximum rate is not exceeded, in order to meet a minimum number of service hours.
*Arkansas’ maximum is $50 per hour.

	17.  Diagnostic Assessment

NOTE:  The diagnostic assessment can only be expanded through reapplication.
  
	  Name the instrument(s) that will be used to diagnose skill levels for each individual student:.

_____________________________________________________________________


	18.  Instructional Curriculum

NOTE:   The instructional curriculum can only be expanded through reapplication.

	Name the curriculum/curricula that will be used in all subject areas that will be covered.

__________________________________________________________________

	19.  Incentives

Note:  Please be advised that the Department and/or the LEA has the discretion to determine whether an incentive is excessive and, therefore, non-allowable.
Incentives shall not be advertised in advance of actual enrollment.

	Providers may offer enrolled students performance rewards with a maximum value of $50. The performance reward should be directly linked to documented meaningful attendance benchmarks and/or the completion of assessment and program objectives. These incentives shall not be advertised in advance of actual enrollment.
Incentive reports will be required from each provider for every district served upon completion of each tutoring cycle in each district.
Please indicate any possible incentives students may receive as a result of achieving attendance benchmarks and/or the completing of assessment and program objectives: (i.e. pens, pencils, gift cards, movie passes, back packs, field trips (if allowed by LEA), etc.).  Please be as specific as possible. 

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________


	20.  Proof of Liability Insurance Coverage

Label Attachments
Note:  Make sure you label each attachment appropriately.
	□ Applicant is an LEA/public school; therefore, this section does not apply.

Make sure you label each attachment requested appropriately
Label Attachment  

Please include a copy of your current Certificate of Liability Insurance (Declaration page).  

Label Attachment  

Please include a statement from your insurance carrier with dates of coverage on the insurance company’s letterhead indicating your entity has liability insurance coverage in the State of Arkansas.

Are you insured in Arkansas?       □ Yes          □  No

Company Issuing Policy: ______________________________________________
Policy Number:  ___________________________________________
Coverage is in effect through date:   ______   /  ________                                                                             

                                                            month         year  

IMPORTANT:  The Department will not accept insurance applications, insurance quotes, expired insurance or any other documentation in lieu of what has been requested.  Failure to submit the requested document will result in an incomplete application that will not be sent to readers.

	21.  Legal Status

Label Attachments
Note:  Make sure you label each attachment appropriately.
	□ Applicant is an LEA/public school; therefore, this section does not apply.
Make sure you label each attachment requested appropriately
Label Attachment :

Please attach a copy of the document that formally acknowledges your entity’s legal status to conduct business in Arkansas. 
Select one form of verification being submitted:

□ Arkansas business license

□ Certificate of Authority (out of state applicants)

□ 501©3 (non-profit organizations)

Label Attachment :

Please attach a copy of one of the following documents:

□ Articles of Incorporation 

□ Partnership Agreement

□ Sole Proprietorship

IMPORTANT: The Department will not accept applications for certificates of authority, applications for business licenses, or any other documentation in lieu of what has been requested.  Failure to submit the requested document will result in an incomplete application that will not be sent to readers.

	22. Criminal Background Check Agreement

Note:  Please sign in blue ink in the space provided on your original copy.

	Please check each statement below and sign:

□ I fully understand the Department may request a criminal background check on the CEO/Owner of the company or any other person who may have contact with and/or interact with students either in person, by telephone, or internet prior to approval.  

□ I fully understand that if approved as an SES provider in Arkansas, a criminal background check is required annually (no later than 365 days from the previous background check) for any and all individuals acting on behalf of Providers, including: volunteers, contractors, relatives, any individual having any contact or interaction with students either in person, by telephone, or internet enrolled in my program, etc.
□ I also agree to have policies in place on how the criminal background check results will be used in hiring practices.

Print Owner/CEO Name:___________________________________________

Signature: ___________________________________Date:________________





Place all requested attachments behind this page.  
	[image: image8.jpg]LEADERSHIP

SUPPORT
SERVICE





	                      Program Description
                                 Part IB
                                  


You must provide program description information in order for the application to be considered for approval.
The program description in Section 1B must contain the following information:
· The name of the program and years of experience tutoring students.
· If a packaged curriculum is to be used, that specific curriculum must be identified in the program description.
· The subject areas (Mathematics, English/Language Arts and/or Science) in which tutoring is proposed and the grade level of students for whom the tutoring is appropriate.
· The scientific basis for the program.
· Evidence of success or reason for expectation of success of the program helping targeted student population(s) improve academic achievement on state standards.
· Description of any materials, equipment, connectivity or other resources required for the program’s success, even those materials which will be supplied by the provider.
· Innovative aspects of the program.
· Where the services are proposed to be offered.
· A description of who will transport the students (DO NOT indicate that the district is responsible for transporting students unless evidence is provided which clearly shows an agreement with the district(s) has been arranged.
· Minimum qualifications of tutors.
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	Part IB: Program Description
Write a two-page double-spaced description of the proposed program. Use a standard 12 point Arial font. Do not exceed the allowed limit. 













                         10 Points
	


Supplemental Educational Services
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Section II

Indicators of Quality

Part A: Connection to Specific State Academic Standards

Part B: Monitoring Student Progress

Part C: Evidence of Effectiveness

Part D: Communication with Parents and Families

Part E: Communication with Districts/Schools

Part F: Qualifications of Instructional Staff

Part G: Provider Goals and Objectives

Part H: Cost of Service

Part I:  Financial and Organizational Capacity

Part J: Compliance with Federal, State and Local Health & Safety Standards

Part K: Compliance with Federal, State and Local Civil Rights Protections

Part L: Advertisement and Incentives

Company Name
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	                    Indicators of Quality




	A. Connection to Common Core Standards Initiative (K-12) and School or School District’s Instructional Program(s)                      

(Limit 3 pages)





                                10 Points
Clearly and specifically describe the program’s connection to the state academic standards and the district(s)/school(s) instructional program(s). Arkansas’ Academic Standards can be viewed at http://arkansased.org
Note:  Providers must provide direct services to students.  Services must be academic in nature and target reading, language arts, math, and/or science.  Applications that focus only on products such as software or “pre-packaged programs” that are not specifically aligned to Common Core Standards Initiative will not be approved. Applications must disclose any and all materials, equipment and connectivity that are required by the services, including materials, equipment and connectivity supplied by the provider.

	1. Describe how the program connects to specific Common Core standards. When possible, cite the specific standards the program addresses.

2. Describe how the program makes a connection with the instructional program(s) of the district(s)/school(s) in which services are provided.

3. Describe how the required materials are integral to the program and student success.
4. Disclose any costs to parents/families of students related to the student’s participation in this program.

	B. Monitoring Student Progress 
(Limit 2 pages)




                                             10 Points
Clearly describe the specific programs and practices that will be used to diagnose a student’s needs, prescribe an instructional program to meet that student’s needs, and to evaluate and monitor the student’s progress toward clearly identified goals. 



	1. Address, in detail (a) the process by which student needs are assessed/diagnosed and skill gaps identified (b) how interim assessment occurs to determine if skills are mastered or re-teaching needs to occur and (c) how an instructional program/intervention is established to meet the student’s individual needs.

2. Describe the specific process used to evaluate, monitor, and track student progress on a continuous and regular basis.  Attach samples of monitoring forms/documentation of student progress at the end of this section.



	C. Evidence of Effectiveness 
(Limit 4 pages)





                                   10 Points

Provide a narrative of the program’s evidence of effectiveness for the specific programs or services that will be offered in Arkansas. 

Note:  If this is a newly developed program, cite information such as the history of performance of your staff, instructional materials/methodology utilized research that supports methodologies if available, or other evidence that the program will be successful. 



	1. Provide evidence that this program has contributed to a positive impact on student achievement on state, school, and/or another independent, valid and reliable performance test, particularly for low-income, underachieving students (cite available research studies).

2. Provide evidence that this program has had a positive impact on student performance using a measure of school grades, homework completion, or school/teacher administered subject area test. Submit data within this section. Place charts/tables at the end of this section.
3. Provide evidence of improved student outcomes, such as student attendance, retention/promotion, graduation, family/parent satisfaction, and/or student behavior/discipline.  Discuss how the data from these conclusions were derived. Place documentation for this description at the end of this section. 


	D. Communication with parents and families 
(Limit 2 pages)



                                                       10 Points
Describe the consistent and specific process for providing parents and families of the students with information on the progress of their child in increasing achievement, and providing that information in a format and language that parents can understand.  Also provide information on how often these procedures will be employed.  Clearly explain what methods, tools, and processes are used to communicate student progress to the students’ parents and families. 


	1. Describe how the SES provider will report on student progress to the student’s parents/families, including how often, and if in languages other than English. *Include examples of reports and communication at the end of this section.
2. Describe the process for resolving any disputes or conflicts that may arise with parents. How were parents involved in supporting the service provided? Describe how the program worked to accommodate the needs and schedules of working parents. 




	E. Communication with Districts/Schools 
(Limit 3 pages)



                                                          10 Points
Clearly explain the link between the academic programs a student experiences in the regular school day and the instruction and content of the supplemental educational program(s) provided. Clearly explain the specific methods, tools, and processes you use to communicate student progress to schools and describe how you ensure a connection between the school program and your services. 



	1. Describe how the program ensures a connection between the described instructional program and the program in place at the students’ school. If the program differs from the district’s prevailing instructional or curricular approach, explain why it differs and how it meets student academic needs. * Place examples and documentation at the end of this section.
2. Describe the specific procedures to ensure communication of student’s progress between the Supplemental Educational Services Provider and the teacher/designee, including frequency, content and methods.  * Documentation must be included following this section.  


	F.  Qualifications of Instructional Staff 
(Limit 2 pages)



                                                             10 Points
Describe the qualifications of staff and the ongoing professional development and improvement of products and services. The ADE strongly recommends evidence of highly qualified staff in delivering program services.  


	Include the following information about the quality, training and expertise of staff:
1. The amount and quality of training provided to program staff in general and in specific content areas related to the supplemental educational services provided (include a description of the training and the time required for training with this application. The description will not count in the page limit).
2. Years and level of work experience, particularly in working with Title I students.
3. Highest degree attained and minimum educational requirements.
4. Certification of staff.
5. Procedure for obtaining background checks on all individuals, paid or unpaid, who have contact with students either in person, by telephone, or by internet. *This must be done every 365 days.




	G. Provider Goals and Objectives 
(Limit 2 pages)                                                                                                        10 points

Goals are general statements of conditions that the provider would like to become a reality.  Objectives bridge the gap between what the needs are and what the proposed program is trying to accomplish.  Program objectives are “outcomes” of the activities proposed.  Performance objectives tell who is doing what, and must be stated in measurable terms.


	Provide a narrative describing:
1. The expectations of the service proposed and
2. The program’s annual long-term goals with supporting short-term objectives.
Objectives must be stated in measurable (percent/number) terms in order to assist determining progress and expectations.  All SES providers will be required to submit an ongoing monitoring of goals and objectives. 



	H. Cost of Service








(Limit 1 pages)                                                                                                      10 points

Providers are required to supply both a cost for each pupil for an instructional hour and per pupil for an instructional day AND a specific and detailed description of the pricing structure employed by the provider. 

Note: Provider charges must not exceed a maximum of $50 per pupil per hour of instruction, or $100 per pupil per day of instruction or $400 per pupil per instructional week, whichever amount is LESS. 

SATURDAY ONLY PROGRAMS OF LONGER THAN THREE (3) HOURS PER SATURDAY MAY CHARGE AN AMOUNT UP TO $150 PER SATURDAY.

SUMMER ONLY PROGRAMS MEETING FIVE (5) DAYS PER WEEK FOR TWO OR MORE HOURS OF INSTRUCTION PER DAY MAY CHARGE UP TO $500 PER WEEK.


	Maximum charges must not exceed the current maximum charges as identified above.

Provide a specific description of your pricing structure.
If the program offers enrichment activities (activities not incorporated directly into the instructional program) the applicant cannot charge for the time spent on enrichment.


	I. Financial Soundness and Management Structure 
(Limit 1 page)                                                                                                      10 points
The application will be evaluated based on the extent to which it offers strong evidence of the program’s capacity to deliver quality services over time and at scale.


	· Submit evidence demonstrating that the organization is financially sound. Evidence may include: financial statements for a line of credit, a description of how it is currently receiving funds (i.e. grants, fees-for-service, etc.), audited financial statements credit ratings from an independent rating agency and organizational budgets that account for revenues, expenses and cash flow activity. 

· Submit evidence demonstrating that the organization has a sound management structure. Evidence may include: business plans or profiles; descriptions of an experienced management team (e.g. CEO, CFO, COO, Marketing Director, Director of Staff Development, etc.) and senior staff members who are involved in setting direction and maintaining a leadership system that enables the students to reach high standards. This information must be included in the application.
· Submit copies of business license and formal documentation of legal status with respect to conducting business in the state of Arkansas.



	J. Compliance with Federal, State and Local Health & Safety Standards         10 Points
(Limit 1 page)                                                                                                  
The application will be evaluated based on the extent to which it complies with federal, state and local health and safety standards. The description should address all of the following indicators.



	1. Are criminal background checks conducted on all employees before hiring? (Check one)

      □ Yes      □ No 
□ Yes, on some employees (Indicate which employees)
2. Submit a copy of all required driver’s licenses and/or certifications for health/safety and fire inspection. (health/safety and fire certifications applicable for facilities outside of schools or individual homes). 

3. Describe the program’s written procedures, safety procedures, and policies.

4. Describe the location and environment in which the program’s services will be provided.

5. If you indicated that you are offering tutoring via the Internet or will otherwise contact students remotely, discuss policies and/or procedures you have in place to address each of the following:

a. Transmittal of any material in violation of any U.S. or state regulations or school board policy, including but not limited to, copyrighted material and threatening or obscene material.

b. Abiding by all school/LEA policies and procedure regarding computer/Internet use if a student will be using any computer to access information from a provider.

c. Gaining written parental permission before communicating with students under the age of 131 via e-mail or the Internet (1defined in Title XIII-Children’s Online Privacy Protection Act of 1998).


	K. Compliance with Federal, State and Local Civil Rights Protections             10 Points
(Limit 1 page)                                                                                                       
The application will be evaluated based on the extent to which it complies with federal, state, and local civil rights protections for program employees and participants. It should be noted that providers who are religiously affiliated are prohibited from refusing to hire otherwise qualified tutors or denying students who are not of that religion. Providers must ensure that instruction is secular, neutral, and non-ideological. 



	1. Submit evidence demonstrating that the organization complied with federal, state, and local civil rights protections for employees and students.
2. Submit an assurance that the organization offered instruction that is secular, neutral, and non-ideological.
3. Submit evidence demonstrating that the organization complied with Individuals with Disabilities Education Act and Americans with Disabilities Act requirements, if services are proposed to be provided to students with disabilities.



	L. Advertisement and Incentives

(Limit 1 page)                                                                                                       10 Points
United States Department of Education guidance gives Arkansas Department of Education the authority to set parameters on the use of provider incentives.  This document reflects those parameters.  Providers not in compliance with this document may be removed from the state-approved provider list or may be put on probationary status. Incentive reports will be required from each provider for every district served upon completion of each tutoring cycle in each district. If you have any questions as to the acceptability of incentives that your program offers, please call the Arkansas Department of Education.

There are various types of incentives outlined below.  Please note enrollment incentives are NOT allowable at any time.

1. Enrollment incentives:  These are any type of incentives that are offered for students to enroll with a provider OR to switch from one provider with whom they are already enrolled to another provider who is offering the incentive.  No enrollment incentives of any kind, no matter how small or large, are allowable.

2. Completion incentives: Completion incentives may be offered only AFTER a student has enrolled with a provider.  Incentives after enrollment may be offered for student attendance, continued participation, student completion, student achievement, or other types of academically-related success.  



Describe the organization’s incentive policy.  What types of incentives are offered?  How are rewards earned? How is this information shared with parents?
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Section III

Attachments and Supporting Documentation

Part A: Provider Assurances

Part B: Provider Code of Ethics

Part C: Provider Incentive Policy

Company Name


	Section III: Attachments and Supporting Documentation
                           Attachments must be provided. Failure to provide the attachments 
                           identified in this section may result in the application not being
                           considered.



	A. Statement of Assurance                                                                                       5 Points
The attached Statement of Assurance form identifies those activities, standards, and processes that, at a minimum, the provider must adhere to. All items in the Statement of Assurance appear within this RFA. Providers must adhere to the Statement of Assurance. The person who signs the Statement of Assurance is responsible for compliance with the terms of the Statement of Assurance.  The Statement of Assurance form must be completed, signed in blue ink, and returned along with the completed application packet. Failure to complete, sign, and return the Statement of Assurance will result in the application being rejected without further consideration. The content of the Statement of Assurance form must not be altered in any way, including omission or strike-through. 


	Complete, sign in blue ink, and return the Statement of Assurance found at the end of this section of the Request for Applications. The signature of the person signing the form endorses the accuracy of the information on the Statement of Assurance and the Provider Code of Ethics. 



	B. Provider Code of Ethics                                                                                        5 Points
The attached Code of Ethics form contains materials intended to serve in the best interest of the students. 

Providers who are found through the formal complaint process, monitoring or evaluation process, to be in violation of the ethics or assurances may incur consequences up to and including removal from the state approved list.


	Complete, sign in blue ink, and return the SES Provider Code of Ethics found at the end of this section of the Request for Applications. The signature of the person signing the form endorses the accuracy of the information on the Statement of Assurance and the Provider Code of Ethics. 



	C. Incentive Policy                                                                                                    5 Points
The attached incentive policy outlines procedures and incentives that are allowed/not allowed in the state of Arkansas.


	Complete, sign in blue ink, and return the SES Incentive Policy found at the end of this section of the Request for Applications. The signature of the person signing the form endorses the accuracy of the information on the Statement of Assurance and the Provider Code of Ethics. 



	D. Incentive Report

The attached Incentive Reports will be required from each provider for every district served upon completion of each tutoring cycle in each district.


	


Supplemental Educational Services

Provider Assurances
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Name of Entity: ______________________

If approved, applicants must abide by all assurances listed below.

At the recommendation of the Arkansas Department of Education (ADE), any provider who fails to comply with any of the items listed on the Provider Assurances may be removed from the state’s approved provider list or placed on probationary status.

Directions:

As part of the application, all applicants must initial the box accompanying each assurance and must sign and date the document in blue ink to certify agreement to comply with each assurance.  Failure to complete this assurance form as required will result in an incomplete application, and, therefore it will not be submitted to the readers for scoring.  

The assurances are listed below:

	Number
	Initial in blue ink in each box below.
	Assurances

	1
	
	The provider/applicant certifies that the instructional program described in the application will be offered to students at or below the cost provided in their application.

	2
	
	The provider/applicant certifies the instructional program offered to students is the same as the one described in their application.

	3
	
	The provider/applicant certifies the instruction and content offered is secular, neutral, and non-ideological.

	4
	
	The provider/applicant certifies that the instruction provided is aligned with Arkansas student content standards/Arkansas Common Core Initiative and in the case of a student with disabilities, is consistent with the student’s individualized education program (IEP) under Section 614 (d) of the Individuals with Disabilities Act and is consistent with the instructional program at the school.

	5
	
	The provider/applicant certifies that the instructional program offered is scientifically/research based.



	6
	
	The provider/applicant will not discriminate on the basis of race, national origin, gender, or disability in accepting students and providing students with SES under Title 1.

	7
	
	The provider/applicant agrees to follow all applicable federal, state, and local health, safety, employment, and civil rights laws at all times.  This includes documentation of occupancy permits and fire marshal reports to LEA(s) and ADE upon request.

	8
	
	The provider/applicant agrees to enter into an agreement (contract) with the local school district that includes: 

· A statement of specific achievement goals for each student based upon the child’s specific educational needs.
· A description of how the student’s progress will be measured.
· A timetable for improving student achievement, and in the case of a student with disabilities, is consistent with the student’s individual education program and is also consistent with the instructional program at the school.
· The amount of instructional time to be provided.
· The location where services will be provided.
· The means of transporting the child to the place of instruction, if the services will be provided in a location other than the student’s school.
· A description of how the student’s parents, teacher(s), and the school district will be regularly informed of the student’s progress.
· Provisions for the termination of the agreement (contract) if the provider is unable to meet the goals and timetable.
· Provisions with respect to the making of payments to the provider by the school district.
· Provisions that the provider will not disclose the identity of any student eligible for or receiving SES without the written permission of the parent(s)/legal guardian(s).  

· The availability and qualifications of staff responsible for the delivery of the instructional program.
· Description of on-site supervision if services are offered at the school.


	9
	
	The provider/applicant certifies that all eligible children whose parents request services from the organization will be served equally, without restriction.



	10
	
	The provider/applicant certifies that the company is financially stable and agrees to notify the ADE, in writing, when it is no longer financially sound (e.g. not meeting payroll, rent payments, etc.).

	11
	
	The provider/applicant will begin services for enrolled students no later than 15 business days after entering into an agreement (contract) with an LEA, provided all student information was received and is accurate.

	12
	
	The provider/applicant certifies that no additional criteria are applied to eligible children and that families will not incur any costs associated with the tutoring program.

	13
	
	The provider/applicant certifies that all individuals, paid or unpaid, who have contact with students either in person, by telephone, or by internet have had a criminal background check before interaction with any student.

	14
	
	The provider/applicant ensures that it will provide written notification to the ADE and LEA(s) if, at any time, the provider wishes to remove their company from the State-Approved Providers list.  The provider/applicant understands that by removing one’s company from the State-Approved Providers List the provider/applicant will not be eligible to reapply as a provider for a minimum of two consecutive school years.

	15
	
	The provider/applicant understands that approval to provide supplemental educational services in the State of Arkansas will expire three years from the approval date.  It is each company’s responsibility to know when their expiration will occur and to reapply at the appropriate time if the company wishes to continue to serve as a State Approved SES Provider in Arkansas.

	16
	
	The provider/applicant understands and acknowledges that they will maintain compliance with all SES standards for the duration of their approval period.  Compliance will be verified through announced and unannounced state monitoring visits.

	17
	
	The provider/applicant ensures that if tutoring is offered via the Internet or if students will be otherwise contacted remotely:

· There will be no transmittal of any material in violation of any U.S. or state regulations or school board policy, including but not limited to, copyrighted material and threatening or obscene material. 

· The SES provider will abide by all school/LEA policies and procedures regarding computer/internet use if a student will be using a school computer or a computer provided by the SES company to access information via internet from a provider.

· The SES provider will obtain written parental permission before communication with students under the age of 13 via e-mail or the Internet. 

	18
	
	The provider/applicant certifies that it will use the Arkansas Department of Education Data Entry and Invoicing System as required in this document. The provider/applicant will also participate in any and all data reporting and evaluation activities as required.

	19
	
	The provider/applicant certifies that a representative of the company will attend all required meetings/trainings.

	20
	
	The provider/applicant agrees to make all documents (i.e. business records, student files and all instructional materials) available to the ADE and or District for inspection/monitoring purposes at a designated place and time that is conducive for doing business.

	21
	
	The provider/applicant certifies that they will maintain Liability Insurance in the state of Arkansas.

	22
	
	The provider/applicant agrees to comply with the SES Standards.  Failure to abide by these will constitute cause for the ADE to recommend the provider for removal from the State-Approved Providers List.

	23
	
	The provider/applicant agrees to adhere to Arkansas Department of Education’s Code of Ethics and Incentive Policy. Failure to abide by these will constitute cause for the ADE to recommend the provider for removal from the State-Approved Providers List.

	24
	
	The provider/applicant will comply with the standards utilized for evaluating SES providers by an external evaluator.

	25
	
	The provider will comply with all specifications of reporting as outlined in the Arkansas Transparency and Public Information for SES, Act 902.


The provider/applicant verifies that he/she is authorized to sign, submit and certify the accuracy of the assurances on behalf of the entity.  The provider/applicant understands that all information submitted is subject to verification.  The provider/applicant understands that submission of false or inaccurate information is a felony and will disqualify the entity as a Provider of SES in Arkansas.  The provider/applicant understands that the application may be made available for public inspection and/or photocopying.  (Sign in blue ink)

_______________________________________________

Name of Entity

_______________________________________________                                        

Printed Name of Authorized Representative

_______________________________________________

Title

_______________________________________________

Signature of Authorized Representative

_______________________________________________

Date

Arkansas Department of Education
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SES Provider Code of Ethics

The Arkansas Department of Education (ADE) has adopted the code of ethics developed by the Education Industry Association (EIA) for Supplemental Educational Services in the state of Arkansas.  Failure, by any Provider, to adhere to this code of ethics may be recommended for removal from the State-Approved Providers List.

High quality educational programs delivered by trained professionals represent the core value that is to be reflected throughout all of our partnerships with schools, parents and students.  The following structure represents the collective judgment of what constitutes ethical behavior.

The ADE has adopted these guidelines and will apply all appropriate sanctions when the guidelines have been breached including possible removal from the State- Approved Providers List.

Code of Professional Conduct and Business Ethics

For

Supplemental Educational Services Providers

Amended January 8, 2008

This revised code of ethics, as adopted by the EIA Board of Directors, shall become effective January 8, 2008.

SES Providers (and other education service providers) operate in an environment that touches communities, school officials, parents, students and other providers. The importance of the activities and complexity of the interactions make it paramount that EIA member organizations adhere to the highest standards of professional conduct and business ethics. In its role of providing critical leadership to the education industry, both public and private, EIA has adopted this voluntary code to describe key organizational behaviors and policies that will guide its member companies and others.  High quality educational programs delivered by trained professionals represent the core value that is to be reflected throughout all of our partnerships with schools, parents and students. The following structure represents the collective judgment of what constitutes ethical behavior. EIA members are committed to using it to guide decision-making and performance at all levels of their organizations—from the CEO to the employee in the classroom. Accountability for achieving desired results consistent with these guidelines and standards is the ultimate benchmark upon which EIA member service providers will be judged. We encourage States and Local School Districts to adopt these guidelines into their governance, contractual and oversight systems and apply all appropriate sanctions when the guidelines have been breached.

EIA Compliance Procedures:

1. EIA will develop educational materials on these standards for use by providers, States and school district personnel. These materials will be distributed to members and non-members alike for their incorporation into their internal staff development procedures.

2. All EIA members will sign a statement acknowledging their acceptance of these standards. EIA will maintain a list of signers on its website for the public to review.

3. When a State or School District completes an investigation and has a finding that a breach of these guidelines has occurred, EIA may issue its own censure, suspend or terminate the membership status of the Member. Before EIA acts, it will discuss the matter with the party and offer the party the opportunity to present its information to an ad hoc committee of the Board of Directors.

General Guidelines

In the conduct of business and discharge of responsibilities, Providers commit to:

1. Conduct community outreach and student recruitment and to serve students fully consistent with the terms of their state-approved application and all state and local policies.

2. Conduct business honestly, openly, fairly, and with integrity.

3. Comply with applicable laws, statutes, regulations and ordinances.

4. Avoid known conflict of interest situations.

5. Never offer or accept illegal payments for services rendered.

6. Apply these guidelines and standards throughout the company by insuring all employees understand them and act accordingly.

7. Refrain from publicly criticizing or disparaging other providers.

8. In the case of any conflict, first attempt resolution directly with each other. However, the parties involved may ask EIA to help mediate potential disputes.

9. Comply with the confidentiality and non-disclosure provisions of all applicable federal, state and local laws, including those relating to student identity, records, reports, data, scores and other sensitive information.

10. Be factual and forthright in reporting and documenting attendance rates, effectiveness of their programs, and in explaining the theoretical/empirical rationale behind major elements of its program, as well as the link between research and program design.

11. Take appropriate corrective action against provider employees, consultants or contractors who act in a manner detrimental to the letter or spirit of this code.

12. Take immediate steps to correct any actions on its part that willfully or inadvertently violate of the letter or spirit of this code. 

Standards Specific to SES

EIA Members will consistently implement the NCLB Supplemental Services provisions and promote full access to SES services. 

To that end, Providers Shall:
1. Not compensate school district employees personally in exchange for access to facilities, to obtain student lists, to assist with marketing or student recruitment, to promote enrollment in a provider’s program at the exclusion of other providers, to obtain other similar benefits for their SES program, or for any illegal purpose.

2. Not employ any district employees who currently serve the districts in the capacity of Principal, Assistant Principal, or school or district SES Coordinator.

3. Not employ any individuals, including teachers, parents or community leaders, who have any governing authority over a school district or school site. The sole exception shall be in school districts that are considered rural and where there are few providers.

4. Not hire school-employed personnel for any purpose other than instruction-related services or program coordination, as described in item #3 in the next section below.

5. Not make payments or in-kind contributions to schools or school personnel, exclusive of customary fees for facility utilization in exchange for access to facilities, to obtain student lists, to increase student enrollment, to obtain other similar benefits for their SES program or for any illegal purpose.

6. Not misrepresent to anyone, including parents (during student recruitment), the location of a provider’s program, principal/district or state’s approval of a provider, or the likelihood of becoming so approved.

7. Not offer a student, parent or teacher any form of incentive for signing-up a student with a provider. This includes restricting the promotion of any allowable attendance or performance incentives to the period following student enrollment. Only then may the provider inform the student of any incentives that are directly linked to attendance or performance in SES.

8. Not sponsor promotional events including pizza parties on school grounds for student recruitment that are for the sole benefit of a single provider. The preferred practice is for the school to organize such recruitment events that are for the benefit of all providers, accepting voluntary sponsorship from providers.

9. Not employ any SES-enrolled student.

10. Not use a district enrollment form that has the selected provider’s name pre-printed as part of the form.  Any facsimile of the enrollment form used to demonstrate how to accurately complete it must be clearly marked as “SAMPLE” and this facsimile shall in no way be used to actually enroll the student.

11. Not encourage students/parents to switch providers once enrolled. A student is considered enrolled once the District has issued the formal student / Provider selection list.

Providers MAY:
1. Offer enrolled students performance rewards with a maximum value of $50 that are directly linked to documented meaningful attendance benchmarks and/or the completion of assessment and program objectives. These incentives shall not be advertised in advance of actual enrollment.

2. Employ a parent of an SES-eligible student subject to the following conditions. Each parent of an eligible student who is hired by a provider must have a written job description and must be compensated on the same basis as all other employees of the provider who perform similar work. No parent may receive any commission or other benefit related to the enrollment of his or her child in a provider’s program, nor may a parent be subject to any employment action by the provider on account of the parent’s selection of an SES program for his or her child.

3. Employ school district employees (subject to items #2, #3 and #4 in the previous section above) for instruction-related services or program coordination purposes as long as the person does not restrict the marketing or enrollment opportunities of other providers, subject to District policies governing conflict of interests and other District-imposed requirements. However, tutors who are currently employed by the school district may not recruit students.

4. Include in tutor compensation, incentives for student achievement consistent with a company’s written policy.

* Code of Ethics has been amended to meet the requirements for the State of Arkansas.

For more information about the Education Industry Association, contact Steve Pines, Executive Director,

800-252-3280, spines@educationindustry.org, www.educationindustry.org.

The provider/applicant verifies that he/she is authorized to sign on behalf of the entity. 
 (Sign in blue ink)

_______________________________________________

Name of Entity

_______________________________________________                                        

Printed Name of Authorized Representative

_______________________________________________

Title

_______________________________________________

Signature of Authorized Representative

_______________________________________________

Date

Incentive Policy for Providers in Arkansas
United States Department of Education guidance gives Arkansas Department of Education the authority to set parameters on the use of provider incentives.  This document reflects those parameters.  Providers not in compliance with this document may be removed from the state-approved provider list or may be put on probationary status.  If you have any questions as to the acceptability of incentives that your program offers, please call the Arkansas Department of Education.

There are various types of incentives outlined below.  Please note enrollment incentives and incentives to districts are NOT allowable at any time. The mention of incentives of any kind before students are officially enrolled in the program is strictly prohibited.

1. Enrollment incentives:  These are any type of incentives that are offered for students to enroll with a provider OR to switch from one provider with whom they are already enrolled to another provider who is offering the incentive.  No enrollment incentives of any kind, no matter how small or large, are allowable. These include but are not limited to: pencils, rulers, backpacks, key chains, candy and food of any sort, etc. 
2. There shall not be anything displayed at provider fairs except for informational material for the academic program. No computers, iPods or mp3 players, sports equipment, white boards, etc. can be displayed to entice parents. 
3. Providers are not permitted to offer districts, district employees, school employees (including teachers), or any other personnel associated with the district or the SES-eligible school, any type of incentive, financial or otherwise, for encouraging parents to select that provider or for allowing that provider to offer services in school facilities.  

4. Completion incentives:  These types of incentives are allowable only if they fall within the parameters set by this guidance document.  Incentives may be offered only AFTER a student has enrolled with a provider.  Incentives after enrollment may be offered for student attendance, continued participation, student completion, student achievement, or other types of academically-related success.  The use of raffles, drawings, or games of chance is not allowed to determine which child/children will receive incentives. The value of completion incentives may not exceed $50 per student per school year (or per complete provider program).

NOTE:  Refreshments or healthy snacks as part of a provider’s regular SES program (not offered as a reward) are not considered incentives and will not count against the provider’s maximum allowable incentive value amount of $50 per student. 

Examples of allowable/non-allowable completion incentives are listed below. Please be reminded that enrollment incentives of any kind are NOT allowable.
Completion incentives include but are not limited to the following:

Allowable





Non-Allowable

Pizza parties





Cash

Ice Cream parties




Game Boys

Books






X Boxes

Educational Games
TVs

Anything consistent with 
DVD Players

    classroom incentives






I have read the Arkansas Department of Education incentives policy.  I agree to abide by it and understand that if I do not, I may be placed on probation, barred from providing services in a school or district, or removed from the state-approved provider list.

___________________________________________

Organization Name

___________________________________________  ___________________

Designated Agent for Provider




Title

___________________________________________ ____________________

Original Signature of Applicant




Date
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                           Arkansas Department of Education
                      Supplemental Educational Providers 
                Incentive Report

NOTE: If your entity did not provide services or it did not provide incentives during the reporting period mark the appropriate box below and submit this form.

□ My company _____________did not provide SES in Arkansas during the 2012-2013 school year.
□ My company ______________did not provide incentives to students during October 2012 – April 2013.

Please complete the following items in the space provided and return to the Division of Learning Service via email to Dana.davis@arkansas.gov no later than April 30, 2013.

1. List the district(s) your entity provided services during October 2012-April 2013.

2. List by district the number of students that received SES from your entity during October 2012- April 2013.  
3. Please indicate below the total amount spent on incentives during October 2012- April 2013 in each district you provided services.

	District
	Amount spent on incentives

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Complete the following table: (Add rows as needed)

If you provided services in multiple districts, indicate the districts name before you enter the student’s information.

Link the incentive to Performance Benchmark, attendance, completion of assessment or completion of program objective(s).  Mark all that apply.

	Student’s Name
	Type of Incentive
	Value of Incentive ($)
	Performance Benchmark
	Attendance
	Completion of Assessment
	Completion of Program Objective(s)
	Comments

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


__________________________________

Name of Company

___________________________________

Printed Name of Representative/Title

___________________________________

Signature of Representative (BLUE INK)




Send to Reader for Review: _____Yes ____No
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