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Supplemental Educational Services (SES) On-Site Monitoring Report 
ESEA Title I—(No Child Left Behind)
	LEA
	Site:  
	Date:

	SES Provider (program name):

	SES CEO/Owner (name):


	Mailing Address of CEO/Owner:

	Telephone: (CEO/Owner)
Fax:

	
	Email: (CEO/Owner)

	On-Site Provider Representative (PRINTED):

	Signature of On-Site Provider Representative)


	Mailing Address (Provider’s on-site representative):

	Email (Provider’s On-site representative):


	
	Telephone (Provider’s On-site representative):

Fax (Provider’s On-site representative):



	LEA Personnel in attendance:
1.
2.
	Title(s)/Position(s):
1.

2.



	Signature(s) of Monitor(s):
	Title/Position:
	Date:

	
	
	

	
	
	

	
	
	

	


(FOR SDE USE ONLY)
	COMMENTS:



SES ON-SITE MONITORING INSTRUMENT
	Provider Requirements
	Yes
	No
	N/A
	Evidence

	1. The provider does not offer financial incentives or other gifts to recruit parents to enroll their child for SES services. 
	
	
	
	 FORMCHECKBOX 
 Recruitment brochures, flyers, and posters

 FORMCHECKBOX 
Interviews with parents, teachers, LEA or school personnel
 FORMCHECKBOX 
 Other________________________________

	2.  The location of services where students receive tutoring is consistent with the provider’s application.  
	
	
	
	 FORMCHECKBOX 
 On-site visit/observation.
 FORMCHECKBOX 
 Schedules of tutoring showing location (s)




	3.  The content areas(s) tutored are consistent with the provider’s application (math and/or reading).
	
	
	
	 FORMCHECKBOX 
 Curriculum materials

 FORMCHECKBOX 
 Interview with tutors
 FORMCHECKBOX 
 Observation of tutoring session
 FORMCHECKBOX 
 Other________________________________

	4.  The grade levels of students receiving tutoring are consistent with the provider’s application.
	
	
	
	 FORMCHECKBOX 
 Interview with students
 FORMCHECKBOX 
 Observation of tutoring session
 FORMCHECKBOX 
 Copies of records showing grade levels of students
 FORMCHECKBOX 
 Other________________________________

	5. The provider’s mode of instructional delivery (example: group size, individual, computer-aided, distance learning/internet, and the student/teacher ratio) is consistent with the provider’s application.
	
	
	
	 FORMCHECKBOX 
 On-line virtual tutoring (tutor participating) 

 FORMCHECKBOX 
 On-line software tutoring
 FORMCHECKBOX 
 Computer-aided instruction (at tutoring site or computer supplied by provider)
 FORMCHECKBOX 
 Observation of tutoring session.

 FORMCHECKBOX 
 Other________________________________

	6.  The provider follows the LEA policies and procedures in computer/internet use by students.
ESEA TITLE I, Section 1116(e)(4)(B)

	
	
	
	 FORMCHECKBOX 
 Copy of LEA policy or usage agreement (applies when using school/district computers)
                                 OR
 FORMCHECKBOX 
 Copy of provider’s policy or guidelines on computer and/or internet use.


	7.  If the provider uses the Internet for tutoring, the provider obtains written parental permission before communicating with students under the age of 13 via e-mail or Internet. 

Title XIII, Children’s Online Privacy Protection Act of 1998
	
	
	
	 FORMCHECKBOX 
 Program does not tutor children under the age of 13.
 FORMCHECKBOX 
 Documentation of written parental/guardian

      permission
 FORMCHECKBOX 
 Other_______________________________

	8.  If the provider uses the Internet for tutoring, provisions have been made for the State, LEA, school administrators, and parents to access files for review at any time.
(Title XIII, Children’s Online Privacy Protection Act of 1998)
	
	
	
	REQUIRED:
 FORMCHECKBOX 
 Policy or guidelines that address access to student internet files (includes knowledge of the Children’s Online Privacy Protection Act).
 FORMCHECKBOX 
 Documentation of staff training and communication on provisions for access of student internet files, with all required stakeholders.


	Provider Requirements
	Yes
	No
	NA
	Evidence

	9. The provider complies with all applicable health, safety, and civil rights laws.

ESEA TITLE I, Section 1116(e)(3)(C)
	
	
	
	 FORMCHECKBOX 
 Employee handbook
 FORMCHECKBOX 
 Posted emergency exit signs
 FORMCHECKBOX 
Other_______________________________

	10. The provider complies with all applicable laws concerning patents and copyrights. 
	
	
	
	 FORMCHECKBOX 
 Instructional materials are originals
 FORMCHECKBOX 
 Letter of permission to copy materials
 FORMCHECKBOX 
 Other________________________________

	11. The provider delivered services to students without using materials or resources funded by the LEA. 
	
	
	
	 FORMCHECKBOX 
 Tutoring not provided at school site
 FORMCHECKBOX 
 Purchase orders/invoices for tutoring materials
 FORMCHECKBOX 
 Expense records for copying
 FORMCHECKBOX 
 Interview with tutor(s)
 FORMCHECKBOX 
 Other_______________________________


	12.  Individuals of the organization having contact with or who are in proximity to children related to the provision of services will have undergone a criminal background check prior to their hire, pursuant to TN. Code Ann. §49-5-413.
T.C.A. Section 49-5-413
	
	
	
	REQUIRED:

 FORMCHECKBOX 
 Documentation of notification received from LEAs

      of criminal background clearance for provider’s staff and personnel, who have contact with or are in proximity to children at site


	13. The provider requires all individuals providing tutoring to students to have at a minimum a standard high school diploma.
	
	
	
	 FORMCHECKBOX 
 Copies of employee educational records for
      tutors on site

 FORMCHECKBOX 
 Evidence of passing grade on the PRAXIS for     

      tutors holding a general education diploma (GED)


	14. The provider ensures that full-time teachers who are employed by the SES provider do not exceed 15 hours beyond the teacher’s regular employment per week and do not exceed 400 clock hours for any nine-month period.

T.C.A. 49-5-410 (Teacher’s Moonlighting)
	
	
	
	 FORMCHECKBOX 
 Tutors’ time sheets
 FORMCHECKBOX 
 Tutor schedule
 FORMCHECKBOX 
 Other________________________________

	15. The provider commits to Tennessee’s SES standards and general guidelines by ensuring all employees are knowledgeable and comply with such responsibilities. 
	
	
	
	 FORMCHECKBOX 
 Dated training agenda(s) to include TN SES Code of Ethics.
 FORMCHECKBOX 
 Employee Handbook
 FORMCHECKBOX 
 Tutor interview(s)

	16. The provider has provided training to tutors in recording instructional session time, student sign-in procedures, instructional delivery, and reporting student progress.
	
	
	
	 FORMCHECKBOX 
 Employee Handbook  
 FORMCHECKBOX 
 Tutor interview
 FORMCHECKBOX 
 Dated training agenda(s)

 FORMCHECKBOX 
 Training sign-in sheets

 FORMCHECKBOX 
 Other________________________________



	Provider Requirements
	Yes
	No
	N/A
	Evidence

	17. The provider has a plan that is communicated to students and staff for emergency situations including: fires, weather-related events, building intruders, and medical emergencies or other events requiring safety precautions, including a mechanism for communicating with emergency personnel.
	
	
	
	 FORMCHECKBOX 
 Dated training agenda(s) that includes procedures for all emergency situations listed in monitoring item.
 FORMCHECKBOX 
 Employee handbook
 FORMCHECKBOX 
 Interview with  tutors
 FORMCHECKBOX 
 Other________________________________

	18. The provider has a system in place to oversee, support, and evaluate tutors.

	
	
	
	 FORMCHECKBOX 
 Notes and plans identifying need of tutor(s)

 FORMCHECKBOX 
 Tutor interview
 FORMCHECKBOX 
 Site visit documentation/schedule by provider

     administrator.

 FORMCHECKBOX 
 Other________________________________

	19.  The provider obtained written permission from the parent/guardian of SES students before disclosing information on the students as required by the Family Educational Rights and Privacy Act (FERPA).
ESEA TITLE I, Section 1116 (e)(3)(E)


	
	
	
	 FORMCHECKBOX 
 Documentation of written parent/guardian permission to share academic information with SES program personnel (i.e., enrollment forms, letters, etc.)
 FORMCHECKBOX 
 Other: ________________________________

	20. The provider obtained written permission from the parent/guardian of the student before disclosing the identity of students, as required by the Family Educational Rights and Privacy Act (FERPA)

ESEA Title I, Section 1116(e)(3)(E)
	
	
	
	 FORMCHECKBOX 
 Copies of letters, enrollment forms, and other     

      pertinent forms signed by parent/guardian 

      granting permission to disclose student identity.

 FORMCHECKBOX 
 Other________________________________

	21. The provider’s instruction is aligned with the learning expectations of the regular school program and the Tennessee academic content standards. 

ESEA TITLE I, Section 1116(e)(5)(B)
	
	
	
	 FORMCHECKBOX 
 Documentation of communication with teachers

      or staff regarding the student’s regular school

      program
 FORMCHECKBOX 
 Documentation showing alignment with

     Tennessee  academic standards


	22.  The provider’s instruction is specifically driven by the individual student learning plan (SLP) and includes:

(1) specific achievement goals for the student including special education students,

(2) how the students’ progress will be measured,

(3) a timeline for improving achievement.

ESEA TITLE I, Section 1116(e)(3)(A)
	
	
	
	Required

 FORMCHECKBOX 
 Copy of each student’s SLP



	23. The provider ensures that students with disabilities are not denied services or excluded because of the absence of auxiliary aids and services (unless this would alter the nature of services or result in an undue burden). IDEA Section 614(d)
	
	
	
	 FORMCHECKBOX 
 Brochures, letters, posters
 FORMCHECKBOX 
 Tutor interview

 FORMCHECKBOX 
 Tutoring does not support service to students with disabilities, per application
 FORMCHECKBOX 
 Other________________________________


	Provider Requirements
	Yes
	No
	N/A
	Evidence

	24.  In the case of students with disabilities, the provider’s instruction is specifically driven by an individual student learning plan (SLP) that is consistent with the student’s individualized education program (IEP) under Section 614 (d) of the Individuals with Disabilities Education Act (IDEA). 

ESEA TITLE I, Section 1116(e)(3)(A)
	
	
	
	 FORMCHECKBOX 
 Documentation that SES tutoring (SLP) is aligned with student’s IEP.
 FORMCHECKBOX 
 Evidence that the LEA has approved the SES tutoring plan for students served under Section 614 of IDEA

 FORMCHECKBOX 
 Observation of tutoring session

 FORMCHECKBOX 
 Other________________________________

	25.  In the case of students covered under Section 504 , the provider’s instruction is specifically driven by an individual student learning plan (SLP) that is consistent with the student’s services under Section 504 of IDEA
ESEA TITLE I, Section 1116(e)(3)(A)
	
	
	
	 FORMCHECKBOX 
 Documentation that SES tutoring for students served under Section 504 is aligned with student’s 504  student learning plan (SLP)

 FORMCHECKBOX 
 Evidence that the LEA has approved the SES tutoring plan for students served under Section 504 of IDEA.

 FORMCHECKBOX 
 Observation of tutoring session

 FORMCHECKBOX 
 Other________________________________

	26.  The provider’s instruction and content

are secular, neutral, and non-ideological.

ESEA TITLE I, Section 1116(e)(5)(D)
	
	
	
	 FORMCHECKBOX 
 Lesson plans.

 FORMCHECKBOX 
 Instructional materials/catalogs/brochures

 FORMCHECKBOX 
 Observation of tutoring session



	27.  The provider’s instructional program design is consistent with the provisions in the provider’s application.
	
	
	
	 FORMCHECKBOX 
 Provider’s instructional materials
 FORMCHECKBOX 
 Observation of tutoring session
 FORMCHECKBOX 
 Other__________________________________


	28. The provider’s assessment instruments and process are consistent with the provisions in the provider’s application.
	
	
	
	 FORMCHECKBOX 
 Copies of provider’s assessment instruments
 FORMCHECKBOX 
 Observation of tutoring session
 FORMCHECKBOX 
 Tutor interview

 FORMCHECKBOX 
 Other________________________________


	29. The provider regularly measures the students’ progress. 
ESEA TITLE I, Section 1116(e)(3)(A) 
	
	
	
	 FORMCHECKBOX 
 Calendar/Timeline for student progress

      monitoring and/or formative  assessments(s)
 FORMCHECKBOX 
 Record of progress monitoring or formative assessment.

 FORMCHECKBOX 
 Copies of pretests and post tests
 FORMCHECKBOX 
 Other________________________________


	30. The student’s teachers are regularly informed of the student’s progress.
ESEA TITLE I, Section 1116(e)(3)(B)
	
	
	
	 FORMCHECKBOX 
 Copies of dated progress reports to teachers
      and/or school personnel
 FORMCHECKBOX 
 Memos, letters, or  emails between LEA and/or school and provider 
 FORMCHECKBOX 
 Other________________________________



	Provider Requirements
	Yes
	No
	N/A
	Evidence

	31. Parents are regularly informed of student’s progress in a format and language they can understand.
ESEA TITLE I, Section 1116(e)(5)(A)
	
	
	
	 FORMCHECKBOX 
 Copies of dated student progress reports to parents.

 FORMCHECKBOX 
 Letters, e-mails, and/or other documents used in    communicating with parents

 FORMCHECKBOX 
 Copies of documents in other languages

 FORMCHECKBOX 
 Other________________________________


	32. The provider’s time of service (minimum of 30 minutes, frequency of sessions, and duration of sessions) is consistent with the provider’s application. 
	
	
	
	 FORMCHECKBOX 
 Tutoring schedules
 FORMCHECKBOX 
 Observation of tutoring sessions
 FORMCHECKBOX 
 Copies of student  sign-in, sign-out sheets
 FORMCHECKBOX 
 Other________________________________


	33. The provider maintains methods or programs for tracking and documenting enrollment, attendance, and supplemental services provided to eligible students enrolled in the SES program.
	
	
	
	 FORMCHECKBOX 
 Enrollment records of participating students
 FORMCHECKBOX 
 Attendance records of participating students (student sign-in sheets; teacher records, etc.)
 FORMCHECKBOX 
 Copy of cover letter and accompanying records sent to the LEA
 FORMCHECKBOX 
 Observation of tutoring session
 FORMCHECKBOX 
 Other________________________________



	34. The provider ensures that students receiving SES are supervised up until the time students’ return to other authorized, school-based programs via adult supervision or are released into the care of their parent or guardian.


	
	
	
	 FORMCHECKBOX 
 Observation of tutoring session and dismissal 
 FORMCHECKBOX 
 Written procedure in place
 FORMCHECKBOX 
 Parent forms specifying person to pick up child
 FORMCHECKBOX 
 Parent forms with specific directions for child to use public transportation or other mode of travel
 FORMCHECKBOX 
 Other________________________________



ED-5261 Rev. 8-2011
Page 1
2

