[image: image1.png]



Maine Department of Education

23 State House Station

Augusta, ME 04333

APPLICATION FOR 

SUPPLEMENTAL EDUCATIONAL SERVICE (SES) PROVIDERS



Instructions:
Please review and follow all directions carefully when completing this application.  Applications should not exceed the page limits indicated.  No supplemental materials beyond what is specifically requested in the application will be considered.  If you have questions, please contact Jacqueline Soychak at 207-624-6734 or at Jacqueline.soychak@maine.gov. 



Mailing Instructions:  Applications will be accepted once during this calendar year:  the business week of April 25, 2005 but not later than 2 PM on May 2, 2005.  The deadline is set for May 2, 2005.   An original and three copies of your application must be submitted no later than 2:00 p.m. local time on the date listed above.  Applications received after the deadline will not be accepted.  Fax or e-mail copies will not be accepted.  

Mail to:   “Request for Information:  (Supplemental Service Providers)” 

    Division of Purchases, Burton M. Cross Building – 4th Floor, State House 

     Station 9, Augusta, ME 04333-0009 


Application Approval Process:  All applications will be reviewed by a team of practitioners made up of representatives from local school districts, parent and teacher organizations and State Department personnel. Applications will be scored by a team of three people.   Applications can receive a maximum of 100 points. A minimum score for approval is 60 points.  No application will be approved without the submission of the signed assurances page.  

	Section I: GENERAL INFORMATION

	Name and Address of Supplemental Educational Service Provider


	□For Profit       □ Nonprofit

□ Local Education Agency ( LEA)

	Name and Title of Contact Person


	Telephone Number

	
	Fax Number

	E-Mail Address


	Website
	Hours of Operation

	SECTION II: SERVICE SUMMARY

	This information will be used in the compilation of a statewide master list for parents and local school districts.

1.     Supplemental Educational Services in:    Grade Levels Served (Check (√) all that apply)

                   ( Reading                                                   ( K-2     ( 3-5     ( 6-8     ( 9-12

                   ( Math                                                       ( K-2     ( 3-5      ( 6-8     ( 9-12

2.  Costs per hour per student per hour/week/etc. :     $  _____________________




	SECTION II: SERVICE SUMMARY (continued)

	    3.     Proposed Location of Service Delivery:    (Check (√) all that apply)
   (  School         ( Business            (  Online           ( Other _________________________

   (  Community Center                   (   Place of Religious Worship (i.e. church, synagogue)

     4.     Check the box if your organization has provided instructional services to the following groups:

· Students from high poverty schools

· Minority students

· Migrant Students

· Special Education Students

· Limited English Proficient students

                      If checked, list languages in which you provide instruction.

                              ______________________________________________________

5. Check the time(s) that best describe when you deliver services to students.  (Check (√) all that apply.)

               ( Before School     ( After School      ( Weekends      ( Summer

     6. ( Yes      ( No      Will transportation be provided by the SES provider?    
                                                      (Note: Districts are not required to provide transportation for SES.) 

             ( Yes      ( No      If yes, is there a per-pupil transportation cost to parents?   

                                              Transportation cost per mile _______________________

                                              If transportation costs figured in another way, please detail.

                                               _____________________________________________                 

     7.   Mode of Instructional Delivery:   (Check (√) all that apply.)
           ( Individual Tutoring   ( Small Group Instruction    ( Web-based   

          ( Other ___________________________

8. Indicate the Average Length of a Tutoring Session in minutes:

9. Indicate the Number of Tutoring Sessions per week, month:

10.  Student/Instructor Ratio:       ______________students for every 1 instructor
11. Service Area:

 Please list the district(s) and school(s) for which you are able to provide services.  Note statewide if applicable.




	SECTION III: SUPPLEMENTAL SERVICES PROGRAM OVERVIEW

	1. Succinctly describe how your program provides services to the student, school and parent.    

What Happens When

Student

School

Parent

Student is Enrolled

Assessments are Given

Include names  and timetable of when assessments will  be given

Instruction is Provided

Include when, where, how often and how long

Include an example of a typical tutoring session. 

Student’s Progress  is Monitored

2. Briefly Summarize your program’s:

·  Curriculum in Reading and/or Mathematics

· Delivery of Services Model 

· Instructional Strategies




	SECTION IV: INDICATORS OF QUALITY

	The following measures will enable the Maine Department of Education to determine the quality of services you provide. Include a narrative for each question. Typed responses should be standard font (12 pt. font, double spaced) and attached to this form. Narrative responses for items A-I should not exceed a total of 5 pages of narrative text.  

A. Evidence of Effectiveness ( 10 POINTS)

Provide data demonstrating that your program has a positive impact on student achievement in reading or mathematics.

B. Evidence that the Program Design is Research Based ( 10 POINTS)

Explain how the major elements of your program are designed to increase student academic achievement in reading or mathematics and are research based.  You must include research references in your explanation.
C. Connection to the State Academic Standards and Grade Level Expectations ( 10 POINTS)

Describe the program’s connection to Maine’s Learning Results and grade level expectations in reading and or mathematics.  Note:  You can find Maine’s frameworks at the following site: http://www.state.me.us/education/lres/homepage.htm.  

D. Connection to School and District Programs ( 10 POINTS)

Describe how the instruction and content of your supplemental educational program will link to the academic program(s) a student experiences in the regular program.

E. Monitoring Student Progress ( 10 POINTS)

Describe the specific process used to develop, in consultation with children’s parents and teachers, specific achievement goals in reading and/or mathematics for the students, how the student’s progress will be measured, and a timetable for improving achievement.

F. Communication of Student Progress to the School and District ( 10 POINTS)

Describe the specific procedures used to report student progress to students’ teachers(s) and appropriate school or district staff as well as  how often you report student progress.

G. Communication with Parents and Families ( 10 POINTS)

Describe the specific procedures used to report student progress to the students’ parents/families and how often student progress is reported.  Describe how the information is provided to parents and families in a format and language that they can understand.

H. Qualifications of Instructional Staff  ( 10 POINTS)

1. Describe the minimum qualifications for your staff in the areas of reading and/or mathematics, including training, certification, related employment experience, professional development experiences, and professional affiliations.  Note: Be specific about the minimum qualifications necessary for staff to be hired.

2. Describe the professional development activities you and/or your staff use to improve instruction, products, and services. Include a description of the content, to whom the training was offered, and when it was offered.

3. Describe the process used for recruiting and hiring competent staff and for regularly reviewing their performance.

I. Financial Soundness and Organizational Capacity ( 10 POINTS)

1. Submit evidence demonstrating that your organization is financially sound.  Evidence will include an assurance that an audit or equivalent has been completed within the last two years and no substantive findings were indicated that would compromise the financial soundness of your organization.  Further, proof of liability insurance must be included with this evidence (include company name and policy number or a copy of the policy cover page)

2. Submit evidence demonstrating that your organization possesses a sound management structure and adequate organization resources to successfully supply uninterrupted quality services for the term of the contract with an LEA.

J. Narrative Description of the Program (10 POINTS)

On a separate sheet of paper,  please provide a program summary that can be used to market your services to schools, parents or districts.  Program summaries must include a detailed description of: (1) the tutoring you provide; (2) the qualifications of your staff; and (3) the evidence of your program’s effectiveness for increasing student achievement in reading and/or mathematics.



	SECTION V: OVERALL ASSURANCES

	Assurance is granted to the Maine Department of Education that: 

(To be eligible to be an approved Maine Supplemental Education Service Provider, all boxes must be checked and documentation on all assurance must be retained and provided to the Maine Department of Education on request.)

· In the case of a student with disabilities, the instructional program supports the implementation of the student’s individualized Education Program under section 614 of the Individual with Disabilities Education Act or provide services consistent with section 504 of the Rehabilitation Act of 1973.
· Supplemental educational instruction and content link to the academic program(s) a student experiences in the regular school day.

· All instruction and content are secular, neutral and non-ideological.

· Supplemental services are provided outside the regular school day.

· Providers respect the confidentiality of students and share educational information only with parents and appropriate school personnel in accordance with the Family Educational Rights and Privacy Act (FERPA).

· Providers do not disclose to the public the identity of any student who is eligible for, or receiving supplemental services without the written permission of the parents of the student.

· Providers meet all applicable federal, state, and local health, safety, employment and civil rights laws.

· Providers agree to the extent necessitated by the choice of parents, to enter into contracts with the District (LEA) that may include such items as the District (LEA) reasonably deems necessary to ensure the safe, efficient, and effective delivery of supplemental educational services.

· Providers will successfully supply uninterrupted quality services for the term of contract with the District (LEA).  Prior to entering into a contract, the applicant must provide the District (LEA) with information regarding the number of its employees and the hours of operation for each site that will provide services to the District (LEA)

· In the case of online content, such content will be fully compliant with Maine’s web accessibility standards set forth at http://www.state.me.us/CIO/accessibility/web_policy/printformat.html



	SECTION V1: SIGNATURE

	I, the undersigned, certify that all information requested in this application has been provided and that all facts, figures and representations are true and correct to the best of my knowledge.

         ___________________________________          _____________________________________

           Type/ Print Name of Designated Agent for Provider                             Title of Designated Agent for Provider

                                _________________________________            ________________________________________________

                                                 Date Signed                                                           Signature of Designated Agent 




CHECKLIST FOR REVIEWING

SUPPLEMENTAL EDUCATIONAL SERVICES PROVIDER APPLICATION

	INDICATORS OF QUALITY
	QUALITY EVIDENCE

	
	STRONG

Evidence

10
	MODERATE

Evidence

8
	LIMITED

Evidence

4
	NO

Evidence

0

	A.  Evidence of Effectiveness 

The Provider has demonstrated that its instructional program has been shown to be effective.


	
	
	
	

	B.  Research Based Program Design
The Provider has detailed the research that supports its program’s instructional design.


	
	
	
	

	C.   Connection to State Standards

The Provider has demonstrated a clear and specific connection to Maine’s academic standards and grade level expectations.


	
	
	
	

	D   Connection to School/District Program

The Provider articulates how its instructional program will be matched to a student’s classroom instruction. 


	
	
	
	

	E.   Monitoring Students Progress

The Provider defines the process it will use to:

· Assess students

· Identify skill or knowledge gaps

· Prescribe an instructional program based on need

· Identify clear goals for the student; and

· Evaluate, monitor and track student progress.


	
	
	
	

	F.   Communication of Student Progress with the School/District
The Provider has defined a process that informs the school on each SES student’s progress and seeks and responds to coordinate instruction with appropriate school staff.


	
	
	
	

	G.   Communication with Parents and Families

The Provider has defined a process that regularly informs parents on their child’s progress in a manner that seeks input from the parents, is clear and understandable to the parents, and is provided in a timely manner. 


	
	
	
	

	H.   Qualifications of Instructional Staff 

The Provider hires staff qualified to implement the program.  The provider provides staff with high quality professional development and reviews their competency on a regular basis. 
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	STRONG

Evidence

10
	MODERATE

Evidence

8
	LIMITED

Evidence

4
	NO

Evidence

0

	I.     Financial Soundness and Capacity

The Provider has provided evidence that its organization:

· Is financially sound.

· Has adequate liability insurance coverage.

· Is able to supply uninterrupted quality services for the term of the contract with a District (LEA).


	
	
	
	

	J.    Narrative Description of Program

The provider’s addresses in a clear, concise, written form, that is easily understood by parents, the required information listed below:

· the tutoring provided,

· the qualifications of staff, and

· the evidence of the program’s effectiveness for increasing student achievement in reading and/or mathematics.


	
	
	
	

	Reviewers’ Comments: 



	TOTAL POINTS :                _______________________ out of  100 POINTS  ( Minimum 60 + Signed Assurances)

RECOMMENDATION FOR APPROVAL:   

__________________ YES  ______________________NO  _______________ CONDITIONAL

If NO or CONDITIONAL – include three key changes that would help the SES provider strengthen his/her application in the future:

1.

2.

3.
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