Parent Checklist

June, July, August 2006


· Send a certified letter of intent to approved SES providers verifying who will offer services to your district.

· Develop and send parent notification letters, applications, flyers and provider information to eligible parents.

· Establish a district-wide contract including a per student allocation.

· Finalize SES enrollment forms.

· Submit an agreement to the Child Nutrition Program allowing the disclosure of students’ lunch status to determine SES eligibility.

· Share and explain the learning plan agreement with providers.

· Develop a building lease agreement, if applicable.

· Develop a district-wide brochure.

· Get all forms translated as needed.

· Ask schools to assign an SES contact/coordinator.

· Invite providers to attend school open houses or provider fairs.

· Send out media and community notices regarding SES.

· Make arrangements for transportation if district is providing.

September/October 2006

· Send SES enrollment reminder notices to parents.
· Contact schools to set up open houses or provider fairs.

· Send providers contract packets with response due dates.

· Send parent’s confirmation letters with tutoring day/time/location and chosen provider and LEA contact information.

· Establish procedures for parents wanting to change providers.

· Send signed contracts back to providers.

· Invite providers to PTA meetings.

· Send providers their list of verified, eligible students.

· Set a date for providers to complete pre-assessments and submit learning plan agreements to the LEA for each student.

· Set a completion date for the LEA to gather student data and provide it to selected SES providers.

November 2006

· Gather, record and send diagnostic and student data for learning plan agreements to providers.

· Providers assess students and create individual learning plan agreements.

December 2006

· Providers complete students’ pre-assessments and learning plans.

· Providers send all required paperwork to the district’s Title I office.

January 2007

· Consider a second enrollment period or rolling enrollment.

· Work with providers to conduct parent orientation meetings and give parents the opportunity to participate in the development of their child’s learning plan.

· SES instruction and monitoring begins.

· Providers send progress reports as specified in contract.

February/March 2007
· District verifies attendance rosters.

· Providers bill and district pays invoices.

· Providers send progress reports as specified in contract.

April/May 2007

· Providers send progress reports as specified in contract.

· Providers schedule post-assessments and verify end of tutoring sessions.

· Districts send letters to parents regarding completion of tutoring.

· Districts gather specified data to be sent to the state.

