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I. Introduction 
The Education Department General Administrative Regulations (EDGAR) at 34 CFR 80.40(a) 
requires the Florida Department of Education (FDOE) to monitor subgrant activities, “to assure 
compliance with applicable Federal requirements and that performance goals are being 
achieved.”  Section 1008.32, Florida Statutes, addresses the responsibility of the State Board of 
Education for oversight and enforcement relative to compliance.  
 
FDOE has developed a tiered monitoring system including self-monitoring, desktop, and onsite 
monitoring. A table identifying the required components of each level of monitoring is 
illustrated below. 
 

Table of Required Monitoring Components 

 Self-Monitoring Onsite and Desktop 
 

Compliance Status Requirements Met/Further Action 
Required 

Requirements Met/Further Action 
Required 

Workpaper 
Questions 

• Online Submission Not Required 
• Completion is Necessary  
 

• Online Submission Required 
• Completion is Necessary 
 

Documentation Upload Required Only for Specific 
Compliance Item(s) 
 
*For Title I, Part A, Choice: 
Evidence of FIAC-1 and FIAC-2 is 
required  
 

All Compliance Items (All 
Programs) 

 
The Monitoring Preparation Toolkit is designed to assist local educational agencies (LEAs): 

• Understand expectations of monitoring  
• Prepare for an onsite/desktop monitoring visit 
• Demonstrate compliance 
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II. General Tips for Preparing for Monitoring 
The content of the Monitoring Preparation Toolkit includes recommended ways to document 
compliance. The examples/samples included identify what evidence may look like. In viewing 
the examples/samples, note that what is important is the content, not necessarily the format. 
However, every LEA can use any of the included examples/samples as templates for 
documenting the LEA’s information relevant to that compliance item. 

Here are some helpful tips when preparing to submit evidence for each compliance item: 

• Provide a coversheet for each compliance item with dates of latest upload (see 
Appendix A for a sample.)  The LEA may list the titles of each piece of evidence used to 
document compliance on the coversheet to provide for an easier review by the FDOE 
monitor; however, this is not required. 

• Copy the scanned documentation into a Word document and upload – takes up less 
space 

• Follow the Office of Federal Programs’ (OFP’s) guidelines for reducing file size for large 
documents (http://www.fldoe.org/NCLB/ppts/pdfs/leamontadoc.pdf).  

 
When preparing for FDOE monitoring, consider it an activity incorporated into your everyday 
work and conducted all year long. This approach may help alleviate anxiety caused by last 
minute preparation. To assist in maintaining and sorting appropriate 
documentation/evidence for each compliance item, consider these tips: 

• Create a monitoring filing system where you insert evidence throughout the year.(An 
example of an electronic computer filing tree for each federal program can be found in 
Appendix B.)  A filing system can also be maintained in hardcopy (e.g. storage 
bin/drawer with a hanging folder for each compliance item). 

• Identify one or two people who assess ongoing progress in the annual collection of 
monitoring documentation. 

• Post a “monitoring evidence checklist” in a visible location so all staff can take part in 
the process. 

• See helpful monitoring website links, including: 
o Monitoring website - http://www.fldoe.org/NCLB/nclb_monitoring.asp  
o Online Monitoring System Manual for Local Educational Agencies - 

http://www.fldoe.org/NCLB/ppts/pdfs/leamontadoc.pdf  
o Monitoring of Local Educational Agencies Technical Assistance Paper - 

http://info.fldoe.org/docushare/dsweb/Get/Document-5870/dps-2010-123.pdf 
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o Word version of workpapers - 
http://www.fldoe.org/NCLB/2010wordversion_wkpprs.asp  

o Online monitoring system - 
https://app1.fldoe.org/bsa/grantsmonitoring/login.aspx  

o Bureau of Federal Educational Programs (BFEP) Website and links to program 
specialists – http://www.fldoe.org/bsa/   
 For Title I, Part A, Choice - http://www.fldoe.org/flbpso/ 

III. Tips for Responding to Review Questions 
Providing clear, comprehensive, and relevant responses to monitoring workpaper questions 
that meet the required expectations can sometimes be challenging. Some helpful tips that will 
assist in addressing the questions are listed below. 
 

• Avoid responding to questions with just a Yes/No response; provide explanation 

• Documents need to align with responses.  For example: 

• Title I, Part A, Choice and SES: The Lea is asked to describe additional 
communications used to inform parents of the options related to NCLB School 
Choice.  The LEA should provide copies of the communication sent to parents as part 
of the evidence. 

• Answers need to provide a complete picture  

• Where relevant, address goals related to data/compliance item. 

IV. Example of Evidence by Compliance Item 

The following section presents each compliance item and identifies an example/sample for 
each required piece of evidence. 

 Remember:  

*The content of the evidence is what is important to focus on, not necessarily the format. 
However, the LEA can use any of the example/sample evidence provided as a template for 
recording and reporting information for each relevant compliance item. 

*Suggested evidence is provided in each table in the left column titled “Evidence”.  Where 
multiple examples are provided for the same piece of evidence, those documents are separated 
with “OR” in the column titled “Example Documents”.  Multiple pieces of documentation are 
not required by the LEA, but are provided in this Toolkit to assist the LEA with documenting 
compliance.  
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Compliance Item FIAC-1: For Title I schools identified as in need of improvement for two or more consecutive 
years, corrective action, or restructuring, the Local Educational Agency (LEA) shall, no later than 14 calendar days 
prior to the start of the school year, provide the parents of each student enrolled in the school with the following 
information:  

• the school's status and what the identification means;  
• how the school compares in terms of academic achievement to other public schools in the LEA; 
• the reason(s) for the identification;  
• what the school and LEA are doing to address the academic problem(s) and how parents can help; and  
• options for public school choice, including transferring to another public school and SES, as applicable. 

Sections 1116(b)(1)(E),(b)(6), P.L.107-110 

Evidence Required Documents 
• Offer at least two of the available receiver schools 

to parents for transferring their child 
• FIAC-1 A: List of schools required to offer Public 

School Choice (PSC) and the schools to which 
students may transfer 

• Notify the parents of all eligible students of the 
availability of NCLB School Choice 

• FIAC-1 B: Copies of all letters regarding PSC 

• Provide multiple methods for parents to 
communicate their choice of receiver school 

• FIAC-1 C:  PSC Enrollment Form 

• Notify the parents of all eligible students of the 
availability of NCLB School Choice 

• FIAC-1 D:  Student eligibility and participation in 
PSC (including web link to information) 

• Notify parents of the status of their child’s school 
no later than 14 calendar days prior to the start of 
the school year 

• FIAC-1 E: Evidence of distribution of parent 
notification regarding PSC 
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Martin County School District                 Title I / Migrant / ELL Services 
500 East Ocean Boulevard                                                        Catherine Tedesco, Director 
Stuart, FL  34994                                                                       Cece Hysmith, Coordinator 
Suncom: 269-1200           Telephone: 772-219-1200 ext 30278                          Fax: 772-219-1232 

 
  
                    July 14, 2009 
Dear Parent:      
 
Our schools are committed to providing a high-quality educational program for your 
child.  We are working hard to provide programs to help all students succeed in our 
school district.  Your child attends Indiantown Middle School (IMS), which receives 
federal Title I funds to provide additional opportunities for your child to meet state 
achievement standards in reading, writing, and mathematics.  In the 2008-2009 school 
year, your child’s school did not make Adequate Yearly Progress (AYP) for six years in a 
row and was identified by the state as a School in Restructuring. AYP is achieved when 
the percentage of students in each subgroup meets state determined proficiency levels 
on FCAT.  Even though IMS earned an “A” school grade for three consecutive years 
because sufficient numbers of students were successful on the FCAT, the school did not 
make AYP for the 2008-2009 school year.  Therefore, the school will begin its second 
year of implementing a Restructuring Plan designed to help all students meet proficiency 
on the FCAT assessment according to No Child Left Behind law sanctions.  For this 
reason, the state has identified your child’s school as a School in Restructuring.   
 
There are five middle schools in the Martin County School District and IMS along with 
the other middle schools did not make AYP.  The table below shows the percent of 
proficient students at Indiantown Middle School compared to other schools in the district.  
 

% of Students Scoring Level 3 (Proficient) or Higher on FCAT 
SUBJECT Indiantown Middle DISTRICT STATE 
Reading 64% 77% 61% 

Math 73% 84% 67% 
 
 
The school district is committed to providing exciting new programs at your child’s school 
as a part of the Restructuring Plan which the school will implement in 2009-2010 school 
year.  Two of these programs include the following: 
 International Baccalaureate Program is a fundamental reform model that is 

designed to assist students in participating actively and responsibly in a changing 
and increasingly interrelated world. All teachers at the school will participate in 
this training so they may provide students with a more challenging curriculum to 
address academic improvement.   

 Scientific Learning Reading Assistant software combines advanced speech 
recognition technology with scientifically-based interventions to help students 
strengthen their reading fluency, vocabulary, and comprehension.   

 
This past school year the school district met with Indiantown Middle School’s teachers, 
staff, administration and parents to monitor the implementation of the restructuring plan.  
The district will continue to monitor the school’s progress to successfully implement the 
restructuring plan in an effort to have all students meet proficiency levels on the FCAT.  
The International Baccalaureate Program described above is the major component of 
the plan.  
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We invite you to become more involved in your child’s school by:   
 attending parent conferences and family nights  
 participating in the School Advisory Committee (SAC) 
 making an appointment with a certified teacher at the parent resource center to 

learn effective strategies for working with your child/children at home 
 
Based on the AYP status of your child’s school, your child is eligible to transfer to 
another public school in the district that is not in need of improvement, and the district 
will provide transportation to that school. If demand for transportation exceeds available 
funds, transportation will be prioritized based on the lowest achieving of the low-income 
students.  Should IMS meet AYP in the future, transportation to another public school 
will be provided by the parent.  You may wish to transfer your child to one of the 
following schools: 
 
 Murray Middle School         08-09 “A” School Grade for grades 6-8 
 Stuart Middle School           08-09 “A” School Grade for grades 6-8 
 Citrus Grove Elementary     08-09 “A” School Grade for grade 5 students 
 Crystal Lake Elementary     08-09 “B” School Grade for grade  5 students  

 
If you choose for your child to remain at Indiantown Middle School, he or she will be 
eligible to receive free tutoring or supplemental educational services (SES). You will 
have an opportunity to apply for these services in August by attending one of three 
provider fairs in the district where you will have an opportunity to meet with the tutoring 
providers. Notification of these provider fairs will go home with your child during the 
month of August and the dates and times will be advertised in local newspapers.  Also, 
you will receive a phone call just prior to your school’s fair from the school principal.  In 
addition, a list of providers will be mailed to your home with the letter that lets you know 
that your child is eligible for these services.    
 
If you would like for your child to transfer to one of the schools listed above or if you 
choose to have your child participate in supplemental educational services, please 
complete the attached application.  Return this application to the Title I office either in 
person, by fax at 772-219-1232 or by US mail to the Martin County School District Title I 
Office at 500 East Ocean Blvd., Stuart, FL by Wednesday, August 5, 2009.    
 
The application must be sent to the Title I office PRIOR TO going to the school to 
register.  Once we have received this application you will be sent a clearance form 
letting the chosen school know that you have been cleared for registration.  You MUST 
have this clearance form and all other required registration documents in order to 
register at the choice school.   
 
Thank you for cooperation and if you have any additional questions regarding your 
options, please call the Title I office at 772-219-1200 ext.  30278.   
 
Sincerely, 
 
 
Nancy Kline 
Superintendent of Schools 
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2010-2011 Duval County Public Schools
No Child Left Behind/Title I Choice with Transportation Application

Steps to Applying 
If you want to stay in the projected school, STOP! You do NOT need to return this form.

We also need a 
completed application for each 
child.

Questions?  
Call 390-2123 

Application deadline is 
June 17, 2010

If you want to stay at your projected school do not return this form.

Brothers and Sisters: same

New students only:

FIAC-1 c
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FIAC-1 d
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FIAC-1 e
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Compliance Item FIAC-2: For each Title I school identified as in need of improvement for one or more consecutive 
years, corrective action, or restructuring, the Local Educational Agency (LEA) shall provide, prior to and after the 
start of the school year, notice to parents of all eligible students enrolled in the school of the availability of SES, 
including:  

• how parents can obtain SES; 
• a list of state-approved SES providers serving the LEA;  
• a brief description of providers' services, evidence of effectiveness, tutor qualifications, contact 

information, and capacity to serve students with disabilities or students with limited English proficiency;  
• a timeline for the selection of providers and commencement of services;  
• an offer to assist parents in choosing a provider; and  
• an explanation of the benefits of receiving SES. 

 

Section 1116(e)(2)(A-B), P.L.107-110, 34 CFR Section 200.37(b)(5)(ii)(B); Section 1008.31, 
Florida Statutes 

Evidence Required Documents 
• Notify the parents of all eligible students of the 

availability of Supplemental Educational Services 
(SES) 

• FIAC-2 A: Copies of all letters regarding 
Supplemental Educational Services (SES) 

• Ensure the provider directory contains all required 
elements 

• FIAC-2 B: Copy of the SES Provider Directory 

• Provide multiple methods for parents to 
communicate their choice of SES 

• FIAC-2 C:  Copy of the SES Enrollment Form 

• Notify the parents of all eligible students of the 
availability of SES 

• FIAC-2 D:  Student eligibility and participation in SES 
(including web link to information) 

• Notify parents regarding the availability of SES both 
by the first day of school and again after the start 
of the school year 

• FIAC-2 E: Evidence of distribution of parent 
notification regarding SES prior to and after the 
start of school 
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Martin County School District                             Title I / Migrant / ELL Services 
500 East Ocean Boulevard                                                            Catherine Tedesco, Director 
Stuart, FL  34994                                                                           Cece Hysmith, Coordinator 
Suncom: 269-1200               Tel: 772-219-1200 ext 30278                       Fax: 772-219-1232 

 
 

August 18, 2009 
 

Dear Parent or Guardian: 
 
Your child is eligible for Supplemental Educational Services - SES (free tutoring) because he/she attends 
a school that has been identified for Title I School Improvement and has been determined eligible for free 
and reduced lunch.  Students who qualify for SES may be prioritized by the district and receive services 
based on educational needs if demand exceeds available funds.  
 

You can choose an eligible Supplemental Educational Services provider for your child – it is your choice. 
To help you make an informed choice, we are planning a PROVIDER FAIR at Indiantown Middle School 
for Tuesday, September 1st

 

 at 6:00 PM in the gymnasium.  Prior to meeting with the providers, district 
personnel will give parents/guardians an overview of the SES process and provide questions you may want 
to ask providers as you meet with them. If you are unable to attend the provider fair, an SES directory of 
eligible providers and the questions for providers is enclosed and will be available in your child’s school 
office.  If you choose not to attend a provider fair, you can contact the provider on your own or contact your 
school’s SES facilitator, Robert Vanover, to assist you.  
You must list three providers in the order of preference on the Title I Supplemental Educational Services 
Parent’s Service Selection Form. If your first choice is not available, the second or third choice will be 
assigned.  After you have spoken to the providers and made your decision, you must return the Title I 
Supplemental Educational Services Parent’s Selection Form on or before September 9, 2009

 

 to one of the 
following locations: 

• To any school district representative at the Provider Fair 
• To your child’s school office or 
• Hand deliver or send by U.S. mail to the Martin County School District Title I Office, Instructional 

Center, Building 30 – Room 21, 500 East Ocean Blvd., Stuart, Florida 34994 
 

ALL PROVIDER CHOICE FORMS MUST BE RETURNED TO YOUR CHILD’S SCHOOL OR THE 
TITLE I OFFICE BY SEPTEMBER 9th

 

 IN ORDER FOR YOUR CHILD TO RECEIVE THESE 
SERVICES OCTOBER 15th. 
Below is a timeline for selecting Supplemental Educational Services Providers. The first open enrollment 
period begins August 24, 2009 and ends September 9, 2009.  
 

____  August 24, 2009 - September 9, 2009 
Return the Title I Supplemental Educational Services Parent’s Service Selection Form to the school 
or the Title I Office, on or before September 9, 2009. 

 

____ August 24, 2009 – September 9, 2009 District notifies parents, schools and SES providers 
regarding parental SES choice. 

 

____  September 9, 2009 – October 14, 2009 
Parent, provider and on-site coordinator develop students’ SES academic plan and agree to the 
terms of the Student Learning Plan (SLP) on or before October 14, 2009. 

 

_____   No later than October 15th

Tutoring sessions will start. 
, 2009 

 

If you have questions, please call the Martin County School District’s Title One Office at 219-1200 
ext.30278. 
 
 

Very truly yours, 
 
 
Catherine Tedesco 
Director of Title I, Migrant, and ELL Services 

 
 

Enclosure: 
Provider Fair Flyer 
Provider List 
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PROVIDER NAME  NAME  ADDRESS CITY STATE ZIP  PHONE FAX  EMAIL WEBSITE SUBJECT 
AREA

GRADE(S) 
SERVED

STAFF QUALIFICATIONS TYPE OF 
INSTRUCTION

RATE LOCATION OF SERVICE SERVE 504 
PLAN? IEP?

SERVE 
LEP?

DAYS(S) OF 
OPERATION

LENGTH OF 
SESSION

YEAR APPROVED

A to Z In-Home 
Tutoring, LLC 
(0196) 

Robin 
Gallant  

121 N 2nd 
Street Suite 
301  

Ft Pierce  Fl  34950 
 

321-388-
5702  

772-293-
0211  

Rgallant@pro
vcorp.com  

http://www.at
oztutoring.co
m  

Reading/LA
, Math 

Reading/LA, 
Math K-12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers; English; 
Spanish; Haitian 
Creole 

Small group 
instruction, 
Individual 
Tutoring, In-
home tutoring 

$45 Small 
group 
instruction, 
$60 Individual 
tutoring, $60 
In-home 
tutoring 

 Provider facility, Faith-based 
center Community based 
center, Student's home with 
tutor present, public library, 
Other: grandparent''s home or 
other as requested by parent 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours, 30 
Minutes 

2009-2010 

ACES Tutoring 
(0118) 

Sandra 
Brooks  

PO Box 418  Gotha  FL  34734-
0418  

407-294-
8856  

407-294-
8601  

aces@acestut
oring.com  

http://www.ac
estutoring.co
m  

Science, 
Reading/LA
, Math 

Science: 
Reading/LAM
ath K-12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers;  English; 
Spanish; Haitian 
Creole 

Small group and 
Distance 
learning 
instruction 
Individual and in-
home tutoring 

$65 Small 
group, 
individual and 
in-home 
instruction, 
$50 Distance 
learning 
(internet-
based)

Faith-based center 
Community based center, 
Student's home (distance 
learning services only), 
Student's home with tutor 
present, public library , books 
stores, coffee shops 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours, 30 
Minutes 

2009-2010 

ATS Project 
Success (0006) 

Christine 
Sargent  

3750 
Auburndale 
 

The Villages 
 

FL  32162 
 

800-297-
2119  

586-465-
9481  

info@atsproje
ctsuccesswork
s.com  

http://www.A
TSProjectSucc
essWorks.com 
 

Reading/LA
, Math 

Reading/LA: 
K-12, Math K-
12

Title I 
paraprofessionals; 
Ability to communicate 
languages other than 
English; Spanish 

Distance 
learning  
(online), 
Individual 
Tutoring 

$60 Distance 
learning 
(internet-
based) 
instruction, 
$60 Individual 
tutoring 

Student's home (distance 
learning services only) 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours, 30 
Minutes, 
.25 

2009-2010 

Divine Sports, 
Inc. (0317) 

Erika 
Robinson  

10315 
Barrands Ln. 
 

Charlotte  NC  28278 
 

786-258-
1532  

704-583-
3402  

erobinson@di
vinesports.co
m  

http://www.di
vinesports.co
m  

Reading/LA
 

Reading/LA: 
K-12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers; English; 
Spanish; Haitian 
Creole 

Small group 
instruction, 
Individual 
Tutoring, In-
home tutoring 

$65 Small 
group, 
Individual and 
In-home 
tutoring 

School Campus, Faith-based 
center,  Community based 
center, Student's home with 
tutor present, public library 
,Park 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours 

2009-2010 

FELC Tutors 
(0149) 

Maria 
Ferrer  

14160 
Palmetto 
Frontage 
Road Suite 
11  

Miami Lakes 
 

FL  33016 
 

305-266-
2707  

305-266-
0185  

mferrer@felct
utors.com  

http://www.fe
lctutors.com  

Science, 
Reading/LA
, Math 

Science, 
Reading, 
Math K-12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers; Ability to 
communicate 
languages other than 
English; Spanish; 
Haitian Creole 

Small group 
instruction, 
Large group 
instruction, 
Distance 
learning 
(internet), 
Individual 
Tutoring, In-
home tutoring 

$70 Small 
group 
instruction, 
$70 Large 
group 
instruction, 
$70 Distance 
learning 
(internet-
based) 
i t ti  

School Campus, Faith-based 
center (e.g., church, temple, 
mosque, etc.), Community 
based center, Student?s home 
(distance learning services 
only), Student's home with 
tutor present, Public site such 
as public library , Public Park 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours, 30 
Minutes 

2009-2010 

Science: 
Reading/LAM
ath K-12

Stuart 
Educational 
Services, Inc. 
dba Club Z In-
Home Tutoring 
Services  

Michelle 
Liebowitz  

2734 SW 
Newberry Ct 
 

Palm City  FL  34990 
 

772-219-
8098  

772-600-
4544  

mliebowitz@cl
ubztutoring.co
m  

http://www.cl
ubztutoring.co
m  

Reading/LA
, Math 

Reading/LA: 
K-12, Math K-
12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers; English; 
Spanish; Haitian Creole

Small group 
instruction, 
Individual 
Tutoring, In-
home tutoring 

$65 Small 
group 
instruction, 
$65 
Individualand 
In-home 
tutoring 

Faith-based center , 
Community based center, 
Student's home (distance 
learning services only), 
Student's home with tutor 
present, public library 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours, 30 
Minutes, 
45 min

2009-2010 

386-760-
2341  

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers; Ability to 
communicate 
languages other than 
English; Spanish; 
Haitian Creole

Small group 
instruction, 
Individual 
Tutoring 

$60 Small 
group 
instruction, 
$70 Individual 
tutoring 

Smart Start 
Tutoring Inc. 
(0267) 

Stacey Ellis  1440 Reed 
Canal Rd. 
Suite 104  

Port Orange 
 

FL  32129 
 

888-663-
2451  

Martin County School District Approved Providers  2009-2010

Provider facility, Faith-based 
center, Community based 
center, public library, Any 
other community or daycare 
center 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours, 1 
1/2 Hours, 1 
Hours 

2009-2010 smartstartnclb
@aol.com  

http://www.s
martstarttutor
ing.com  

Science, 
Reading/LA
, Math 
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Summit 
Learning 
Services Inc. 
(0460) 

Ed Cwieka 
M.S.  

7420 NW 
5th St. 111  

Plantation  FL  33317 
 

954-583-
9288  

954-583-
9775  

ecwieka@sum
mitlearning.ne
t  

http://www.su
mmitlearning.
net  

Reading/LA
, Math 

Reading/LA: 
K-12, Math K-
12

Current State of 
Florida certified 
teachers; English; 
Spanish; Haitian 
Creole 

Small and Large 
group 
instruction, 
Individual and In-
home tutoring 

$60 Small 
group 
instruction, 
$55 Large 
group 
instruction, 
$70 Individua 
and In-home 
tutoring 

Provider facility, Faith-based 
center , Community based 
center, Student's home with 
tutor present,  public library 

Yes Yes Sun, Mon, 
Tue, Wed, 
Thur, Fri, Sat 

2 Hours 2009-2010 

Sylvan Learning 
Center (0273) 

Melinda 
Downing  

955 SE 
Central 
Parkway  

Stuart  FL  34994 
 

772-220-
9214  

sylvanlearning
@bellsouth.ne
t  

Reading/LA
, Math

Reading/LA: 
K- 12, Math K-
12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers 

Small group 
instruction 

$45 Small 
group 
instruction 

Provider facility, Faith-based 
center, Community based 
center 

Yes No Mon, Tue, 
Wed, Thur 

2 Hours, 1 
Hours 

2009-2010 

Sylvan Learning 
- Jupiter 
(Learning 
Resources, Inc.) 
(0244) 

Todd Isham 
 

4600 
Military Trail 
Suite 103  

Jupiter  FL  33458 
 

561-691-
6184  

561-691-
6186  

sylvan648@ea
rthlink.net  

http://www.sy
lvanpbc.com  

Reading/LA
, Math 

Reading/LA: 
K-12, Math K-
12

Title I 
paraprofessionals; 
Current State of 
Florida certified 
teachers; English; 
Spanish 

Small group 
instruction 

$46 Small 
group 
instruction 

Provider facility Yes Yes Mon, Tue, 
Wed, Thur, 

Sat 

2 Hours, 1 
Hours 

2009-2010 
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DUVAL COUNTY PUBLIC SCHOOLS
SUPPLEMENTAL EDUCATIONAL SERVICES 

             Tutoring Application 2010-2011

Student Number Student First Name Student Last Name             Home Address

Parent/Guardian Name Home Phone Alternate Phone City Zip Code

FCAT Reading 
Level 

FCAT Math
Level

Grade Level
2010-2011 

Promotion 
Status

Ethnicity ESE Primary 
Program

Home Lang

F/R Lunch

2010-2011 School   

Students who attend a Title I school that has failed to achieve Adequate Yearly Progress (AYP) for two or more 
years and qualify for free or reduced price lunch may receive Supplemental Educational Services (SES) free 
tutoring. In order for your child to participate, parents will complete this Duval County Public SES Free Tutoring 
Application 2010-2011 and return it in the enclosed business reply envelope to the Title I Office (Room 406) in the
Duval County Public Schools Administration Building.  

Parents who wish to have his/her child receive free tutoring will choose 3 providers from the enclosed SES 
Provider spreadsheet.  Write the names of the providers in the order of preference. If the first choice is not 
available, the second or third choice will be assigned. 
Please list below your preferences in order of 1st, 2nd, and 3rd choice:

1.________________________________ 2. _______________________________ 3. ____________________________

If you want your child to receive the SES free tutoring please complete the following:
o Release my child’s test scores and other academic assessment documents to the SES Provider to 

develop the SES Academic Plan. 
o My signature serves as my request to have my child receive free tutoring. 
o I understand that I am responsible for my child’s transportation to and/or from the facility where 

tutoring will occur. 

Signature of Parent/Guardian: ____________________________________        Date:_____________________

If you do not want your child to receive the SES free tutoring please complete the following:
o I do not wish for my child to receive free tutoring at this time. 

Signature of Parent/Guardian: ____________________________________        Date:_____________________

RETURN TO: Duval County Public Schools Title I Office Room 406, 1701 Prudential Drive Jacksonville, FL 32207.
PLEASE DO NOT FAX THIS DOCUMENT. ONLY ORIGINAL SIGNATURES ARE ACCEPTED

FIAC-2 c
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Compliance Item FIAC-2A: The Local Educational Agency (LEA) shall not provide incentives to entice a student or a 
student's parent(s) to choose a provider. 

 

Section 1008.331(1), Florida Statutes 

Evidence Required Documents 
• Refrain from providing incentives to entice a 

student or a student’s parent to choose a provider 
• FIAC-2A A: Copies of all flyers, posters, backpack 

mailings, and any other outreach materials used to 
increase participation in Supplemental Educational 
Services (SES) 

• Refrain from providing incentives to entice a 
student or a student’s parent to choose a provider 

• FIAC-2A B: Copies of the LEA or school SES 
provider’s marketing materials that were sent to 
eligible families 
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The School District of Palm Beach County 
Supplemental Educational Services (SES) 

 

 
 
  

Your child may be eligible for 
 

during the 2009-2010 school year! 

 
 No cost to parents of eligible students 

 Funding provided by No Child Left 
Behind/Title I 

 Must receive free or reduced-price meals 
to qualify 

 
SIGN UP NOW! 

This may be your last chance to sign up! 
 

 Mail the enclosed enrollment form 
or 

attend a Provider Fair! 
 

 No transportation is provided for tutoring 

27
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Compliance Item FIAC-2B: The Local Educational Agency (LEA) shall create a streamlined parent notification and 
provider selection process for SES and ensure that the process enables eligible students to begin receiving SES no 
later than October 15 of each school year. 

 

Section 1008.331(2)(a), Florida Statutes 

Evidence Required Documents 
• Create a streamlined enrollment and provider 

selection process that enables students to begin 
receiving SES no later than October 15 

• FIAC-2B A: Documentation describing the process 
and timelines for the parents and provider selection 
and enrollment process in SES 

• Create a streamlined enrollment and provider 
selection process that enables students to begin 
receiving SES no later than October 15 

• FIAC-2B B: List of students assigned to each 
provider by September 25, and the date(s) on 
which each student began receiving services 

• Create a streamlined enrollment and provider 
selection process that enables students to begin 
receiving SES no later than October 15 

• FIAC-2B C:  Number and percentage of students 
assigned to the provider by September 25 who 
began receiving services on or before October 15 
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Supplemental Educational Services Implementation Timeline 2010-2011 

Date Action 
June 14, 2010 Revise the Provider Intent to Offer Services Form and send it via certified mail 

to all providers listed on FDOE 
June 24, 2010 Deadline for receipt of Provider Intent to Offer Services Form 
July 2010 FDOE announcement of AYP designations 
July 2010 Compile and revise: 

• Parent Letters for SES 
• Provider List (add evidence of effectiveness column) 
• SES Tutoring Application 
• Distribution List of Providers 

July 2010 Email providers copy of the Provider List to accept and give approval before 
printing 

July 1, 2010 Revise Contract Letter to Providers and send via e-mail 
July 26, 2010 Deadline for receipt of SES provider contract 
August 2010 Hold Provider Fairs 
August 17, 2010 1st SES Packed mailed to parents 
August 17, 2010 -
September 17, 2010 

Parents return SES application by US mail or hand deliver to school board 

August 17, 2010 -
September 17, 2010 

District gives student count to providers; Final roster sent to providers 
September 17, 2010 (Prioritize if necessary) 

August 24, 2010 2nd SES Packet mailed to parents 
September 17, 2010 SES applications due 
September 18, 2010 Providers will be withdrawn from schools where they do not meet their 

minimum number once enrollment for the district closes 
October 15, 2010 Tutoring to begin 
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Last Name Provider 
Assignment 

Date  

Date  
Tutoring 
Started 

****1 5 Star  9/9/2009   
****2 5 Star  9/9/2009   
****3 5 Star  9/9/2009   
****4 5 Star  9/9/2009   
****5 5 Star  9/9/2009 10/16/2009 
****6 5 Star  9/9/2009   
****7 5 Star  9/9/2009   
****8 5 Star  9/9/2009   
****9 5 Star  9/18/2009   
****10 5 Star  9/18/2009   
****11 A TO Z 9/9/2009 2/16/2010 
****12 A TO Z 9/9/2009 10/22/2009 
****13 A TO Z 9/9/2009 10/8/2009 
****14 A TO Z 9/9/2009 10/13/2009 
****15 A TO Z 9/9/2009 10/11/2009 
****16 A TO Z 9/9/2009 10/14/2009 
****17 A TO Z 9/9/2009 10/23/2009 
****18 A TO Z 9/9/2009 10/12/2009 
****19 A TO Z 9/9/2009 10/12/2009 
****20 A TO Z 9/9/2009 10/14/2009 
****21 A TO Z 9/9/2009 10/29/2009 
****22 A TO Z 9/9/2009 10/29/2009 
****23 A TO Z 9/9/2009 10/15/2009 
****24 A TO Z 9/9/2009   
****25 A TO Z 9/9/2009 10/20/2009 
****26 A TO Z 9/9/2009 10/20/2009 
****27 A TO Z 9/9/2009 10/18/2009 
****28 A TO Z 9/9/2009 10/15/2009 
****29 A TO Z 9/9/2009 10/13/2009 
****30 A TO Z 9/9/2009 10/14/2009 
****31 A TO Z 9/9/2009 10/14/2009 
****32 A TO Z 9/9/2009 10/14/2009 
****33 A TO Z 9/9/2009 10/11/2009 
****34 A TO Z 9/9/2009 10/16/2009 
****35 A TO Z 9/9/2009   
****36 A TO Z 9/9/2009 10/17/2009 
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Provider Students Assigned 
by 9/25/10 

Students who 
began services 

by 10/15/10 

% of students 
assigned by 
09/25/10 and 

started services 
by 10/15/10 

5 Star 10 0 0% 
A to Z 51 29 41% 
ATS 11 9 82% 

Club Z 12 0 0% 
FELC 5 0 0% 

Heartland 154 123 80% 
Summit 3 0 0% 

        
Total 246 161 65% 
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Compliance Item FIAC-2C: The Local Educational Agency (LEA) shall make SES application forms freely available to 
parents of eligible students and providers both prior to and after the start of the school year. 

 

Section 1008.331(2)(b), Florida Statutes 

Evidence Required Documents 
• Ensure the enrollment forms are made widely 

available to parents 
• No documentation needs to be uploaded here, as 

it has already been submitted under FIAC-2 
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Compliance Item FIAC-2D: The Local Educational Agency (LEA) shall hold open student enrollment for SES unless or 
until it obtains evidence of reception or rejection of services from the parents of at least a majority of eligible 
students for parental PSC or SES, unless a waiver is granted by the State Board of Education. 

 

Section 1008.331(2)(f),(3)(a), Florida Statutes 

Evidence Required Documents 
• Ensure open enrollment until the majority of 

eligible students are enrolled 
• FIAC-2D A: Notification to parents regarding 

subsequent application periods, if applicable 

34
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Compliance Item FIAC-3: The Local Educational Agency (LEA) shall enter into an agreement (contract) with each 
state-approved provider that parents select. The agreement must:  

• address the development and implementation of the Student Learning Plan (SLP) that includes specific 
student achievement goals, how each student's progress will be measured, a timetable for improving 
achievement, and, for students with disabilities, consistency with an individualized education program 
(IEP);  

• describe how the provider will regularly inform each student's parent(s) and teacher(s) of the student's 
progress;  

• contain provisions for termination of agreement if the provider is unable to meet goals and timetables;  
• contain provisions for payments to the provider by the LEA;  
• prohibit providers from disclosing any student identifiable information; and  
• ensure that services will be provided consistent with applicable health, safety, and civil rights laws. 

 

Section 1116(e)(3)(A-E),(e)(5)(C), P.L.107-110; Section 1008.331(3)(b), Florida Statutes 

Evidence Required Documents 
• Ensure the contract with the SES provider contains 

all of the required provisions 
• FIAC-3 A: Copy of the full master contract between 

the LEA and providers 
• Enter into agreements with all providers serving 

students in the LEA 
• FIAC-3 B: Copies of the signature page for all 

agreements between the LEA and each provider 
• Retain documentation of providers whose 

contracts were terminated that includes the date 
of termination and the reason for the termination 

• No longer required as the Department collects this 
information throughout the school year 

• Ensure the LEAs process for developing and/or 
approving the SLP has not prevented a provider 
from beginning services by October 15 

• FIAC-3 C:  Evidence of consultation when all three 
parties were unable to meet for the development 
of the Student Learning Plan (SLP) 

• Ensure the LEA implements all portions of the 
provider contract 

• FIAC-3 D: Copies of the following for one student 
selected by the LEA: 
 SLP 
 Pre-assessment results provided to SES 

provider 
 Monthly invoices 
 Evidence of payment 
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No Child Left Behind Act of 2001
Supplemental Educational Services Contractual Agreement

This contract is made and entered between The School Board of Escambia County, Florida,
("School Board") and ! A+ Tutor U (0029^ ("Provider") for the purpose of providing
Supplemental Educational Services ("SES") to eligible students pursuant to the No Child Left
Behind Act of 2001 ("NCLB"). "Eligible students" are those students identified by the School
District who meet specific requirements under Title I, pursuant to the NCLB, and as otherwise
specified herein. For the purpose of this contract, "parent" is the natural or adoptive parent, legal
guardian, or a surrogate parent as defined by Florida law or pursuant to a court order assigning or
determining parental rights.

I. The School District agrees to:

A. Annually notify parents of eligible students to offer Supplemental Educational
Services (SES) and provide them with a list of state-approved SES providers;

B. Assist parents, when requested, in obtaining additional information regarding state-
approved SES providers that are available to serve child(ren);

C. Notify the Provider of the student's name, school, home address and telephone
number of record, to facilitate the Provider's initial contact with the student's
parents;

D. Provide compensation to the Provider upon receipt of a proper invoice as described
in Section III-O below at a rate of $60 per session for small group, $60 per session
for large group, or $70 per session for individual instruction for each student. A
session shall be a minimum of (sixty) 60 minutes in length. Tutoring shall not
exceed (ninety) 90 minutes in a single day. The total cost per student may not
exceed $1,406 for the year.

E. Develop a Student Learning Plan (SLP) agreement in consultation with each
eligible student's parents and the Provider as described in Section III-H below;

F. Develop a streamlined process for parents to receive information and select an
approved service provider; and

G. Provide continuing enrollment as long as funds are available,

II. The Provider certifies and guarantees:

A. It is on the Florida Department of Education's current list of state-approved SES
Providers for Escambia County, Florida;

B. A demonstrated record of effectiveness for increasing the academic achievement of
students in subjects relevant to meeting the Sunshine State Standards;

C.. It is capable of providing SES consistent with the instructional program of the
School District and Sunshine State Standards in content and achievement standards;

Supplemental Educational Sen'ices Contract Agreement
Page 1 of28
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D. It is ready, willing, and able to begin providing services immediately upon signing
this contract; and

E. It is financially sound and otherwise capable of'fulfilling its requirements to the
School District, students and parents during the term of this contract.

III. The Provider agrees:

A. To provide SES for the 2010-2011 school year upon School Board approval to
eligible students consistent with federal and state law, and as specified by the terms
of this contract. Services to students for the 2010-201 Ischool year shall begin on or
before October 15, 2010 (for at least 80% of assigned students) and must be
completed no later than April 15, 2011. Eligible students who have not begun to
receive tutoring services by October 30, 2010 will be reassigned to another SES
Provider of the parent's choice. In the event of contract renewal, services may be
provided until the last available administration of the Florida Comprehensive
Assessment Test (FCAT) for the current school year, but in no event later than May
1 of the current school year1. The Provider shall submit all marketing plans to the
District for approval prior to implementing such plans.

1. The Provider will ensure that SES are:
a Research-based;
b. Specifically designed to increase academic achievement of eligible

students in accordance with the No Child Left Behind Act of 2001 under
the state's assessment system; and

c. Designed to enable eligible students to make reasonable progress, given
their academic skills when services began, toward attaining proficiency
in meeting Sunshine State Standards,

2. Provide content and instruction that is:
a. Consistent with the School District and Sunshine State Standards;
b. Designed to meet the individual needs of the student as indicated by

assessment data; and,
c. Neutral regarding matters of religious, political and social ideology.

B. To provide parents and the School District with monthly reports of students'
progress using the District provided format, and to the extent practicable, in a
language that the parents can understand;

C. To ensure that eligible students may only be registered for the Provider's services
by the School District;

D. That it will not provide incentives or enticement for enrollment; up to $50.00 per
student may be applied to rewards for progress or attendance;

E. To utilize the District's data management system, FOCUS, for accessing a listing of
students assigned to the Provider, contact and assessment information for assigned
students, completion of Student Learning Plan (SLP), recording assignment of
tutors, attendance data, and invoice submission.

Supplemental Educational Services Contract Agreement
Page 2 of28
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F, To meet all applicable federal, state, and local health, safety, and civil rights laws,
and School Board Rules, including but not limited to the Americans with
Disabilities Act, the Individuals with Disabilities Education Improvement Act,
Section 504 of the Rehabilitation Act, 34 CFR, Parts 74 and 80 and all applicable
Office of Management and Budget Circulars, Executive Order 11246 entitled
"Equal Employment Opportunity" as amended by Executive Order 11375 and as
supplemented in the Department of Labor Regulations, and, if applicable, the Clean
Air Act (42 USC 1857(h)), and Section 508 of the Clean Water Act (33 USC 1368),
Executive Order 1173 8

G. To maintain the confidentiality of all students receiving SES and not disclose the
identity of any student who is eligible for or receiving SES without the prior written
permission of the student's parents, except as authorized by School District
personnel;

H. To enter into a Student Learning Plan (SLP) incorporated herein as Appendix A and
is a terra of this contract. The SLP agreement shall include and address:

}. The specific achievement goals for the individual student;
2. A description of how the student's progress will be measured;
3. A timetable for improving the student's achievement;
4. Procedures approved by the School District for regularly informing the

student's parents, teachers, and the School District of the student's progress;
5. A provision for termination of the SLP and this contract should the provider-

fail to meet the goals and timetables specified in the agreement (This shall
not limit the School Board's right to terminate the agreement and/or contract
as provided elsewhere in this contract);

6. If the student has an Individualized Education Plan (IEP), Limited
English Proficient Plan (LEPP), or is receiving services under Section 504,
the goals and timetables consistent with the IEP, LEPP, or the Section 504
plan;

7. That changes to a student's SLP may only be made with the written consent
of the School District and in consultation with parents. The Provider shall
not unilaterally terminate a SLP. The Provider must obtain written
authorization from the School District before terminating a SLP; and

8. That parents shall not be charged for services rendered under the SLP unless
such services and charges are clearly identified in writing as additional
services independent of this contract and agreed upon in writing by the
parents. The School Board shall not be considered a party to such an
agreement. Such arrangements shall be completely separate and apart from
any agreement between the Provider' and the School Board, Agreed upon
charges for additional services shall not obligate the School Board
financially, nor shall the School Board incur any obligations or expense in
excess of the State/Federal SES reimbursement amount as identified in
Section I - D above.

I. To provide Highly Qualified Instructors as required in the Provider proposal
approved by the Florida Department of Education;

Supplemental Educational Sennces Contract Agreement
Page 3 of28
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.). To maintain appropriate licenses that are required to provide SES and inform the
School District immediately if any licenses are revoked or suspended. The Provider
shall comply with all applicable school board rules, federal, state, and local
statutes, ordinances, rules and regulations relating to the pro vision of SES,
including securing and maintaining in force permits, certificates of occupancy,
and/oi' licenses required by law in connection with the furnishing of services
pursuant to this contract;

1C To provide direct and appropriate supervision of students during hours designated
for the provision of services until students are dismissed to authorized parents;

L, To ensure that all staff assigned to provide SES have undergone background checks
pursuant to §1012.465, Florida Statutes, and approved by the School District prior
to the time they begin working with students, The School District shall perform the
processing of each applicant's fingerprints. The cost of fingerprinting will be borne
by the Provider or the applicant. The Provider agrees not to hire applicants whose
fingerprint check results reveal non-compliance with standards of good moral
character or conviction for a crime involving moral turpitude or a disqualifying
offense pursuant to Section 435.04, Fla. Stat. The School District's Office of
Protection Services shall maintain these records;

To conduct general drug screening on applicants as set forth in School Board Rule
6Gxl 7- 2.37 and 2.38 as well as the Escambia County Public Schools Drug-Free
Work Place Technical Guide, attached hereto as Appendix B. A positive drug test
shall result in denial of employment. The cost of drug screening will be borne by
the Provider or the Provider's employee;

To submit a listing of all employees who have contact with students
including fingerprinting clearance and drug screening results to the Title I office a
minimum often days prior to the beginning of services;

M, To notify the School District within twenty-four (24) hours of an accident or
incident when a pupil has suffered an injury, has injured another individual, or has
been involved in an activity requiring notification of law enforcement or emergency
personnel. The Provider agrees to submit a written summary report of the
occurrence to the School District within three (3) days of original notification;

That the Provider staff members, including volunteers, shall be familiar with and
adhere to child abuse and/or missing children reporting guidelines and procedures
as set forth in state law. The Provider agrees to provide training to all its employees
regarding mandated reporting of child abuse and missing children and pro vide the
District with documentation of same. The Provider agrees that all staff members
will abide by such laws;

That in the event of an injury, the Provider shall complete a SES Provider
Accident/Injury Report that is signed by the parent/guardian, SES provider
supervisor, and the school facility administrator and submit it to the School District
immediately by facsimile and mail within twenty-four (24) hours of the incident.

Supplemental Educational Sennces Contract Agreement
Page 4 of 28
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The report must include the name of the student, date and time of the incident,
person supervising the student, whether or not this person witnessed the
accident/injury, name of the parent/guardian, a detailed description of the incident,
whether or not medical attention was required, course of action taken, and the name
of the person completing the report. The Provider shall immediately provide a
written report within twenty-four (24) hours to the School District when it is
notified or otherwise becomes aware of circumstances including, but not limited to,
any allegation of molestation, child abuse, or missing child(ren) under the
Provider's supervision;

To notify the School District immediately of any information that may be
detrimental to the health or safety of student(s) or that may inhibit the Provider's
peiformance of this contract;

N, To provide the School District with access to all facilities and records necessary for
the School District to monitor compliance with this contract. The Provider shall
notify the School District and provide the addresses of locations or changes in
location, including permits, certificates of occupancy, facility, in which it will
provide SES to eligible students at least ten (10) days prior to the commencement of
services. The Provider shall provide access to its SES facilities by the School
District's representatives for periodic monitoring of each student's instructional
program. The School District's representatives shall have access to observe each
student at work during the SES sessions, observe the instructional setting, interview
the Provider, and review each student's progress, including a behavior intervention
plan, if any;

O. To submit to the School District in aggregate form on or before the 1 Oth of each
month invoices itemized by name/address of student, services provided, dates of
attendance and actual numbers of hours for which services were provided, and
amount owed using the School District's management system. Such invoices shall
be submitted within sixty (60) days of the rendering of services. Invoices submitted
more than sixty (60) days after services are rendered are subject to non-payment.
The School District shall process payments to the Provider within forty-five (45)
days of submission of such invoices. Final invoices shall be submitted no later than
May 1 of the calendar year;

P. To follow School Board policies, regulations and guidelines regarding the selection
of students who are to receive SES from the Provider when there are more students
requesting SES from the Provider than can be accommodated;

Q. To be solely responsible for the provision of all appropriate supplies, equipment,
and facilities for each student as required in his/her SLP. A Provider who desires to
use the School District's facilities to implement its SES must make a separate
application for use of facilities through the School District's facilities usage
procedures, as outlined in School Board Rule 6Gxl7- 5.06, Non-school Use of
Educational Facilities; payment for usage of the school shall be submitted to the
school principal;
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R. To maintain student records and provide the School District access to the same. All
SES student records, including but not limited to attendance, assessments, and
progress reports shall be kept by the Provider in a secure location. Access shall be
prohibited to unauthorized individuals. The Provider shall maintain a log
delineating date, time, agency, and identity of all individuals accessing SES student
records. The Provider shall not release a student's record without the written
consent of the parents/guardian, or as provided by law. The Provider agrees to
maintain the confidentiality of student records in accordance with Section 1 002.22,
Fla. Stat. and the Federal Educational Rights and Privacy Act;

To deliver all SES student records under its custody or control to the School
District's Superintendent upon completion or termination of a student's SLP, and/or
termination of this contract upon request;

That the School District shall have the right to inspect and audit the Provider's
facilities, records, and observe services being tendered during its hours of
operation. The Provider shall provide access to all records, reports, logs, lesson
plans, or other matters relating to this contract. Fiscal records created pursuant to
this contract and records related to prior school years relating to SES shall be
maintained by the Provider for five (5) years and shall be available for audit;

To maintain daily records of student services provided (i.e. portfolio, sign in/out
logs) including the name/address of the student, the name of the Provider's
employee who rendered the service, and the amount of time of such service. Said
records shall be maintained in a manner and form determined by the School
District. Such records are subject to the inspection requirements delineated herein.
Monthly attendance records for each student shall be submitted with invoices for
payment. Any invoice submitted without sufficient attendance documentation may
be subject to non-payment. The Provider is paid only for the sessions students
attend;

S. To indemnify, hold harmless and defend the Board, its officers, agents and
employees individually and collectively from and against all liabilities, obligations,

losses, damages, penalties, interest, claims, actions, assessments fines, suits,
demands, investigations, proceedings, judgments, orders or injuries, including death
to any, or damage, of whatever nature, to any property and all costs including court
costs and attorneys' fees, and disbursements, whether suit is instituted or not, and if
instituted, at all tribunal levels (wherever raised by the parties hereto or a third
party) imposed on, or incurred by or asserted against the Board or any of its
members arising out of or in connection with or based directly or indirectly upon (a)
the performance or non-performance by the Provider's directors, officers,
employees, agents, subcontractors or representatives, of their duties and obligations
under or pursuant to this agreement, including without limitations, the failure to
maintain insurance or notify the District; (b) any material breach of this agreement
by the Provider; (c) false or inaccurate representation or warranty made by or on
behalf of the Provider; or (d) any act or omission, negligence, or intentional acts of
the Provider or any of the Provider's directors, officers, employees, agents,
subcontractors or other representatives;
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T. That the Provider shall not attempt to, purport to, or actually lend the faith and
credit of the School Board to any third person or entity;

That the Provider shall not defame the District nor use any funds gleaned flora the
District for the purpose of lobbying;

That the Provider shall not alter or reproduce District documents without prior
written consent of the School District or its designee;

U. To furnish the School District a valid copy of the most recent adopted partnership
agreement or bylaws of the corporation with a complete and accurate list of the
Governing Board of Directors (or Trustees or Partners or equivalent) timely
updating information as changes in governance occur. The Provider shall avoid
actual or potential conflict of interest on behalf of itself or its employees providing
services hereunder, including but not limited to, employment with the School
District. Employees of the Provider that are also employees of the School District
shall be immediately disclosed to the School District in writing on the School
District Dual Employment Disclosure form, a copy of which is attached and
incorporated herein as Appendix C, Employment by the Provider of School District
employees must be in accordance with School Board Rule 6Gxl7-2.05;

V. That in the event of a student injury, the SES provider employee is required to
complete and submit a SES Provider Accident/Injury Report signed by the
parent/guardian, SES provider supervisor and school facility administrators listing
the name of the student, date and time of the incident, person supervising the
student, whether or not this person witnessed the accident/injury, name of the
parent/guardian, a detailed description of the incident, whether or not medical
attention was required, course of action taken, and the name of the person
completing the report;

W. To furnish written verification upon request of liability protection in accordance
with Section 768.28, Florida Statutes;

X. That the Provider, at its sole cost and expense, procure and maintain the following
types of insurance from insurance carriers duly authorized to do business in the
state of Florida, with a general Best's rating of "A" or better and a financial size
category of "IV" or better, according to the A.M. Best's rating guide that is
acceptable to the Board.

1. Commercial General Liability Insurance
Except as otherwise provided, the commercial General Liability Insurance
provided by the Provider(s) shall conform to the requirements set forth as
follows:

a. The Provider's insurance shall cover the Provider for those sources
of liability (including but not limited to, coverage for operations,
products/completed operations, independent contractors, and liability
contractually assumed) which would be covered by the latest
occurrence form edition of the standard Commercial General
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Liability Coverage Form (ISO Form CG 00 01), as filed for use in
the State of Florida by the Insurance Services Office;

b. The minimum limits to be maintained by the Provider(s) (inclusive
of any amounts provided by an umbrella or excess policy) shall be
$1,000,000 per occurrence/ $3,000,000 annual aggregate;

c. Except with respect to coverage for Property Damage Liability, the
Commercial General Liability coverage shall apply on a first dollar
basis without any application of a deductible or a self-insured
retention. The coverage for Property Damage Liability shall be
subject to a maximum deductible of $1,000 per occurrence; and

d. The Provider(s) shall include the School Board and its members,
officers and employees as "Additional Insured" on the required
Commercial General Liability Insurance, The coverage afforded
such Additional Insured shall be no more restrictive than that which
would be afforded by adding the Board as Additional Insured using
the latest Additional Insured Owners, Lessees or Contractors (Form
B) Endorsement (ISO Form CG 20 10). The Certificate of Insurance
shall be clearly marked to reflect 'The School Board of Escambia
County, Florida, its members, officers, employees, and agents as
additional insured."

2. Automobile Liability Insurance
The Automobile Liability Insurance shall conform to the following
requirements:

a. The Provider's insurance shall cover the Provider for those sources
of liability which would be covered by Section II of the latest
occurrence edition of the standard Business Auto Policy (ISO Form
CA 00 01), including coverage for liability contractually assumed,
as filed for use in the State for use in the State of Florida by the
Insurance Services Office;

b. Coverage shall be included on all owned, non-owned and hired autos
used in connection with this agreement; and

c. The minimum limits to be maintained by the Provider (inclusive of
any amounts provided by an umbrella or excess policy) shall be
$1,000,000 per occurrence, and if subject to an annual aggregate,
$3,000,000 annual aggregate.

3.. Workers' Compensation/Employers' Liability
The Workers' Compensation/Employers' Liability Insurance provided by the
Provider shall conform to the following requirements:

a. The Provider's insurance shall cover the Provider (and to the extent
Supplemental Educational Services Contract Agreement
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its sub-contractors and sub-subcontractors are not otherwise
insured), for those sources of liability which would be covered by
the latest edition of the standard Workers' Compensation Policy, as
filed for use in Florida by the National Council on Compensation
Insurance, without restrictive endorsements. Nothing in the
foregoing shall be construed to alleviate the Provider's
responsibility to obtain Workers Compensation insurance for the
instructional personnel hired to provide services under this
agreement. In addition to coverage for the Florida Workers'
Compensation Act, where appropriate, coverage is to be included for
the Federal Employer's Liability Act and any other applicable
federal or state law; and

b. Subject to the restrictions found in the standard Workers'
Compensation Policy, there shall be no maximum limit on the
amount of coverage for liability imposed by the Florida Workers'
Compensation Act or any other coverage customarily insured under
Part One of the standard Workers' Compensation Policy. The
minimum amount of coverage for those coverages customarily
insured under Part Two of the standard Workers' Compensation
Policy shall be: EL Each Accident: $500,000; EL Disease- Policy
Limit: $500,000; EL Disease-Each Employee: $500,000.

4. Professional Liability Insurance
The Professional Liability Insurance provided by the Provider(s) shall conform
to the following requirements:

a. The Provider's Professional Liability Insurance shall be on a form
acceptable to the Board and shall cover those sources of liability
typically insured by Professional Liability Insurance, arising out of
or the rendering or failure to render professional services in the
performance of this agreement, including all provisions of
indemnification which is part of this agreement;

b. The insurance shall be subject to a maximum deductible not to
exceed $25,000;

c. If on a claims-made basis, the Provider(s) shall maintain without
interruption, the Professional Liability Insurance until (3) years after
this agreement; and

d. The minimum limits to be maintained by the Provider(s) (inclusive
of any amounts provided by an umbrella or excess policy) shall be
$1 million per claim/annual aggregate.

By appropriate rider or endorsements to such policies, the School
Board shall be included as an Additional Insured under such
policies, which endorsements or riders shall further provide that
coverages thereunder shall be primary without right of contribution
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of any insurance carried by the School Board. Prior to
commencement of services hereunder, the Provider(s) shall provide
to the School District's office of Risk and Benefits Management
copies of the riders or endorsements described above. Each
insurance policy evidencing the insurance required hereunder shall
bear the appropriate endorsements whereby the insurance carrier
waives any rights of subrogation acquired against the District and the
students by reason of any payment under such policy and shall
provide that such insurance carriers shall notify the District in
writing at least thirty (30) days prior to any cancellation, termination,
non-renewal or modification to the Provider's Policy (ies) required
under this agreement.

Upon execution of this agreement, the Provider shall furnish to the
School District's Office of Risk and Benefits Management,
Certificates of Insurance evidencing the Provider's insurance
coverage consistent with the terms of the agreement. The Provider
shall also provide copies of the policies to the School District, The
Provider shall also provide the School District with renewal or
replacement Certificates of Insurance no less than thirty (30) days
prior to cancellation, termination or modification. The Provider shall
be in material breach of this agreement if the Provider fails to obtain
replacement insurance coverage prior to the date in which coverage
is terminated or expires. In this event the District may terminate this
agreement without further liability to the Provider. Additionally the
Provider shall be liable to the Board for all damages incurred due to
the Provider's failure to perform the agreement terms;

Y. To abide by all assurances provided to the Florida Department of Education in the
Provider's state-approved Supplemental Educational Services Application and
notify the School District immediately if at any time the Provider can no longer
certify or meet these assurances; and

Z. That the Provider shall not discriminate because of race, religion, sex, age,
handicap, or sexual orientation in employment or in the operation of its program(s)

IV. The Parties agree that:

A. Teim, Renewal, Modification, and Amendment

The period of this contract shall be October 1, 2030 through April 15, 2011, and
shall become effective upon full execution of the contract by both parties.. No
payment shall be authorized for services provided prior to the full execution of this
contract. No payment shall be authorized for services provided to any eligible
student for whom the Provider has not submitted to the School District a fully
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executed, original SLP, including parent's signature. This contract may be modified
or amended upon the approval of both parties, and such modifications shall be in
writing and executed by the parties. No change in this contract or a student's SLP
shall result in a per student School District financial obligation to the Provider in
excess of the School District's annual Title I per student allocation as determined
by the Florida Department of Education;

B. Source of Funds and Limitations

1. Nothing in this contract shall be construed to require the School Board to
meet its financial obligations with funds or sources of funding that are not
specifically provided pursuant to and available for expenditure under the No
Child Left Behind Act of 2001; nor does this contract create a multiple
fiscal year obligation. Any financial commitment on the part of the School
Board contained in this contract is subject to annual appropriation by the
School District, federal and/or state governments, as applicable. The Parties
agree the School Board has no obligation to fund the financial obligations
under this contract other than the current year of the contract term subject to
the requirements and funding of the No Child Left Behind Act of 2001, or
until the contract is terminated.

2. The School District may withhold payment to the Provider with ten (10)
working days written notice of such withholding, when in the opinion of the
School District:

a. The Provider's performance in whole or in part, either has not been
carried out, or is insufficiently documented;

b. The Provider has neglected, failed, or refused to furnish information
or cooperate with the inspection, review, or audit of its program,
work, or records;

c. The Provider has failed to verify attendance in the SES software in a
timely manner.

3. Upon notice by the School District of its intent to withhold payment, the
Provider shall have fourteen (14) days from the day of receipt of said notice
to correct the deficiency and/or may invoke the dispute resolution provision
herein. If the Provider fails to respond within fourteen (14) days, any claim
regarding the withheld payment is forever relinquished and waived.

C. Transportation will not be provided by the School District.

D. Dispute Resolution

Disputes between the School Board and the Provider concerning the interpretation
of requirements, or performance of this contract shall be submitted in writing and
delivered in person or by certified mail to the Director, Title I, at 1403 St. Joseph
Avenue, Pensacola, Florida 32501,
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E. Subcontract and Assignment

The Provider shall not subcontract or assign any of the work contemplated under
this contract.

F. Default

Failure on the part of the Provider to comply with or fulfill any term, condition, or
timeline as specified in this contract or the SLP will place the Provider in default of
its obligations. If the School District determines the Provider is in default, the
School District shall notify the Provider in writing immediately of the specific
grounds for which a default has been determined and shall have the right to
withhold payment of all outstanding invoices. The Provider shall have seven (7)
days from receipt of default notification from the School District to respond
in writing with a plan to cure the default. If the default is not cured within fifteen
(15) days of the School District's notification to the Provider, the School Board
may, at its sole discretion terminate the contract. If the contract is terminated under
this default provision, the School District shall only be liable for payment for
services provided through the termination date, unless the cause for default is
failure by the Provider to supply adequate documentation of the services provided,
in which case no payment shall be due. If it is determined that the cause of the
default may endanger the health, safety, or welfare of students receiving SES from
the Provider, this contract may be terminated immediately.

G. Termination

During the term of this contract, the School Board shall retain the right to terminate
this Contract with or without cause upon thirty (30) days prior written notice,
except under circumstances as identified above. The Provider may also elect to
terminate this contract upon thirty (30) days written notice; however, in no event
shall the Provider's exercise of its right to terminate this contract alleviate the
Provider of its responsibilities to complete existing SLP's. In the event of
termination that is not occasioned by Provider's default, the School District shall
pay, without duplication, for all services satisfactorily performed up to the date of
termination. In consideration of this payment, the Provider waives all rights to any
further payment from the School District.

H. Independent Contractor

This contract is by and between two independent agents, and is not intended to, and
shall not be construed to create an agent, servant, employee, partnership, joint
venture, or association relationship between the parties hereto. The Provider
understands and agrees that it shall be responsible for providing its own salaries,
payroll taxes, withholding, insurance, workers compensation coverage, and all other
benefits of any kind, as required by law for its own employees, and assumes the foil
responsibility for the acts, and/or omissions of his/her employees or agents as they
relate to the services to be provided under this contract. The School Board assumes
no liability related to the provision of services by the Provider beyond
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reimbursement to the Provider for services as identified in this contract. The parties
shall in no event be construed to be partners, joint ventures, or associates of the
other in the conduct of each party's business, nor shall the School Board be liable
for the debts of the Provider in the conduct of the Provider's business. The Provider
and any person working for or on behalf of the Provider shall at all times be
regarded as independent contractors, and not employees, servants, or agents of the
School District. The Provider and any person working for or on behalf of the
Provider shall provide all necessary materials for effective performance of duties.
The Provider agrees to comply with all applicable laws, including but not limited to
state, federal and local tax laws; local and state laws concerning the licensing and
operation of a business of the nature contemplated herein; local and state laws
relating to health and safety, state and federal laws relating to nondiscrimination in
employment, workers' compensation laws, and state and federal wage and hour
laws.

I. Non-Exclusivity

This contract does not grant to the Provider any exclusive privileges or rights; the
School Board may contract with other Providers for the procurement of comparable
services. The School Board makes no commitment to request from the Provider any
minimum or maximum amount of services hereunder, except as otherwise set forth
in this contract.

J. Severability

If any provision of this contract is determined to be unenforceable or invalid by a
court of competent jurisdiction, the remainder of the contract shall remain in full
force and effect.

K. Governing Law

The laws of the State of Florida shall govern the terms and conditions of this
contract with jurisdiction and venue over any dispute in Escambia County, Florida,
Nothing contained in this contract shall give or allow any claim or right of action
whatsoever to any other party or third party. It is the express intent of the parties to
this contract that any person receiving services or benefits hereunder shall be
deemed an incidental beneficiary only.

L. Notices

Every notice, approval, consent or other communication authorized or required
by this contract shall not be effective unless same shall be in writing and sent
prepaid postage by United States Certified Mail, directed to the other party at the
address provided herein or such other address either' patty may designate.

As to the District: As to the Provider:
Director, Title I and Related Services j ! fif Tu^ <" tX .
1 . eh venue 3fl ° o £<£ e. w «- « r or i t/e.1 403 St. Joseph Avenue
Pensacola, Florida 32501
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M. Schedule of Appendices

A - Student Learning Plan
B - School Board Rule 6Gxl 7- 2.37 and 2.38 as well as the Escambia County

Public School Drug-Free Work Place Technical Guide
C — Provider/School Board Dual Employment Disclosure form
D — Certification Regarding Debarment, Suspension, Ineligibility and Voluntary

Exclusion - Lower Tier Covered Transactions

N. Entire Agreement

This contract represents the entire agreement between the parties. No other
promises or agreements have been made. This contract supersedes any prior
agreements, understandings, promises, or representations, whether oral or in
writing. The parties have incorporated into this contract their entire understanding
of the requirements under this agreement. Each party acknowledges that it has read
this contract carefully, fully understands the meaning of the terms of this contract,
and is knowingly and voluntarily signing this contract. The failure of either party to
insist in any one or more instances upon the strict performance of any one or more
of the provisions of this contract shall not be construed as a waiver or
relinquishment for the failure of any such term or provision, and the same shall
continue in full force and effect. No waiver or relinquishment of any rights or
privileges established by this contract shall be deemed to have been made by either
party unless in writing and signed by the parties.
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FOR THE PROVIDER:

Signed and effective this _day of _ v-

Name of Supplemental Educational Service Provider: .. /rCK-L £ v £

_,20.

Tax Identification Number: O O " O 3 / OS £ 3

Supplemental Educational Service Provider Authorized Representative:

FOR THE SCHOOL BOARD OF ESCAMBIA COUNTY, FLORIDA:

Signed and effective this^X/w' day of _

Gerald W. Boone, Chair

Attest: _
Malcolm Thomas, Superintendent

APPROVED
ESCAMBIA COUNTY XHOOL BOARD

SEP 2 1 2010
MALCOLM THOMAS, SUPERINTENDENT
VER1RED BY RECORDING SECRETARY

APPROVED FOR LEGAL CONTENT
FORAlM S0(0_AGENDA

ESC» COUNTY SCHOOL BOARD
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Exhibit C- Compliance Item FIAC-3

Learning Plan Parent Signature
Purpose: By law the student's learning plan must be developed and agreed upon by the SES provider and the student's
parent/guardian. On this page, you can certify that you have received a parent signature on the learning plan or that you
have made unsuccessful attempts to receive the signature. Attendance may not be allowed until a parent signature/final
attempt is entered.
Instructions: Click on the "Add Attempt" button to enter a signature attempt. To edit a record prior to the
signature/final attempt, click on the edit iink. To delete a signature attempt that was entered by mistake, click
on the edit link, and then use the "Delete" button on the edit popup window.

Student Name:

— ___, ______-_~™__~~_~™~__~_~- _ ™._,«.™,«-__«_.™™_,«™-__,.,,™,-,,.«_«_™_™.™

it
1

2

3

4

Attempt Date
2/3/2010
2/5/2010
2/8/2010

2/14/2010

Method
Phona Call

Note Sent Home
Home Visit

Home Visit

Successful
No

No

No

Yes

edit

edit

edit
edit

https://osceola,cayen-server.net/Aplus/lAPParentSignature,asp?IAPGoaiID-5379 11/30/2010
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Student Learning
Plan

Osceofa
Acaletics

Printed: Thursday, October 08, 2009 at 7:51:03 AM (ET)

Name' Grade: 5 School: THACKER AVENUE ELEMENTARY

Enrolled In: 54-1: :
Math/Reading/Writing/Science Number Of Classes: 16 Hours Per Class: 1.5

Location of Services:

Achievement Goal(s)

MA.5.A.2.1 After tutoring, Twaha will represent addition and subtraction of
decimals and fractions with like and unlike denominators using models, place
value, or properties at the fifth grade level with 25% accuracy. Currently the
student can do this skill with 20% accuracy. The tutor will measure this skill
through tutor observations and assessments using ACALETICS Math. This will
result in an increase of 5% or more from the original ACALETICS Pre-test score.
MA. 5. A. 2. 4 After the end of tutoring, Twaha will determine the prime
factorization of numbers at the fifth grade level with 10% accuracy. Currently
the student can do this skill with 0% accuracy. The tutor will measure this skill
through tutor observations and assessments using ACALETICS Math. This will
result in an increase of 5% or more from the original ACALETICS Pre-test score,
MA.5.A.6.2 After tutoring, Twaha will use the order of operations to simplify
expressions which include exponents and parentheses at the fifth grade level
with 10% accuracy. Currently the student can do this skill with 0% accuracy.
The tutor will measure this skill through tutor observations and assessments
using ACALETICS Math. This will result in an increase of 5% or more from the
original ACALETICS Pre-test score.

Initial Percentage of
Mastery

20%

0%

0%

Goal Percentage of
Mastery

25%

10%

10%

Servrce(s) Planned
Student will be tutored in a small group at Thacker ES tutoring on Tuesday and Thursday from 3*99-PM to

Start Date: 10/6/2009 End Date: 6/30/2010

Evaluation / Measurement / Assessment Tools
ACALBTICS Math Pre and Post Test .

Describe expected change in student performance on assessment tool listed above F~^~\n the assessments listed above, performance will Increase respectively according to the defined goals bnd objectives

Student Learning Plan, The student will meet all expectations within the stated timeline. I- ' •' '

Describe how the student's parents and teachers will be regularly informed of this progressU > '. ,.
Teachers, Parents and SES Facilitators will receive a monthly progress report. m \_(.

Is this plan consistent with the provision of an appropriate education under Section 5047N /

listed In the

Assessment
Name

' CALETICS
jth for Pre

and Post
Test

Pre-Test Score

30

Pre-Test Date

10/1/2009

Post-Test Score o_st-Test Date

I understand my child's attendance at this tutoring program is important to his/her academic improvement. If my child has two
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Exhibit D - Compliance Item FIAC-3

consecutive absences, the provider will drop my child from the tutoring program, ! agree to call the provider if my child is unable to
attend a scheduled session, considering that my child wtJI be withdrawn from the program after 3 non consecutive absences, I also
agree that my child must have a minimun of 4 tutoring hours a month. Furthermore, I agree to inform the provider when contact or
emergency information changes. I understand that the District is not responsible for any transportation arrangements made between
the provider and the parent. I agree to sign the Record of Attendance on a daily basis confirming that the tutoring services were

;ndered on the specified dates.

..Signafu'

The undersigned provlJSr agrees a) to provide the services listed above within 10 days of receiving District's approval of the SLP b)to
provide services following the Code of Ethics Agreement, c) not to disclose to the public the identity of a student eligible for or
receiving supplemental educational services without the written permission of the student's parents, d)to provide at least 4 hours of
tutoring a month, e) to provide no more than 6 hours of tutoring in a week, f) to provide no more than 90 minutes of tutoring per
session and g) that this agreement with the school district can be terminated If the provider falls to meet the student's progress
goals. THIS SLP WAS READ AND HAS BEEN APPROVED BY:

Provider: Acatetics

Provider Staff Menjber (Piease Prmt)

District Administrator {Please Print) Signatur Date

Student: Al-SAYEED, TWAHA

jj si OCT 1 4 2009
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Test Scores fo

Test
FCAT 08 •
FCAT 09
FCAT 10 •
FCAT 11-
FCAT 12
FCAT 13
FCAT 01
FCAT 02
FCAT 03
FCAT 04
FCAT 05
FCAT 06
FCAT 07

MATH
MATH
MATH
MATH
MATH
MATH
READ
READ
READ
READ
READ
READ
READ

MATH TOTAL
NUM SENSE, CONCEPT
MEASUREMENTS
GEOMETRY & SPATIAL
ALGEG8RAIC THINKING
DATA ANALYSIS & PROB
READING TOTAL
CONS MEAN FRM INSTRU
CONS MEAN FRM LITERA
WORDS & PHRASES CONT
MAIN IDEA, PLOT
COMPARISONS CAUS/EFF
REFERENCE & RESEARCH

Atore Type
wumeric

Numeric
Numeric

Numeric
Numeric
Numeric
Numeric

Numeric
Numeric
Numeric
Numeric
Numeric
Numeric

Score
17
5
4
3
2
3
11
4
7
3
5
3
0

Date

https://osceola.cayen-server.net/Aplus/RegistrationTabTestResultPrint.asp?RegistrationID... 10/1/2010
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Activity iiosterfg
ScIiooJ. : ACKER
Grade: 5
Activity: SES
Session: 54-7: THACKER AVENUE ELEMENTARY: Math
Session Leaders:

Acaletics
Month of: November 2009

Printed: 11/2/2009

: ;. Sunday^-JI Monday j| Tuesday || Wednesday || Tl̂ u^da

^mm^m
'(me.'Jri. Tinie-'/vfA;

Parent Sign

Bsp^ l^M
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: ' • _ • : : '{:'••:'':
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Time In Time
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9
Time In Time

Out

Parent Sign
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Parent Sign
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Out
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Invoice for: Acaletics
14052 NW 82 Avenue
Miami PL 33016
Invoice ; 'rnber: SES 2
Dale Med: 11/6/2009
State P. lifer Number: 0324

Invoice Summary
Session

54-7: 1 HACKER AVENUE ELEMENTARY:
Math

54-9: POINCIANA ELEMENTARY:
Reading/Writing

54-11: CYPRESS ELEMENTARY:
Reading/Writing

Dates: 10/1/2009 to 10/31/2009
Created By: Bell, Mike
All Sessions . * syfft/£r-jf >i
PO Number:4//x«J'/ ̂ f^f- <&*-'

Provider
Approved

Number of Number of Invoiced Number of Billable „
Students Hours Hours

1 4.5000 4 5000 $55.00

2 8.7500 8.7500 $55.00

1 6.0000 6.0000 $55.00

19.2500 19.2500

Grand Total: $1,058.75
Note: The Grand Total may differ from the sum of the Individual session amounts due to rounding.

Invoices must be received by the 15th of each month. Invoices, corrections and/or additions submitted after the 15th
of the month will result in non-payment. Invoice payment will be processed within 45 days after submitting approved
Invoice to the Accounts Payable Department.

Invoice must be alphabetized per school per student with our student ID number.
Provider must invoice Individually per type of instruction, for example, Individual, small or large groups.

Please attach to this invoice:

1.) All vendors must submit an Invoice Summary Sheet.
2.) Copies of student signed monthly attendance rosters for the period of this invoice. (This is for In-home and in-
schooi only).
3.) Copy of student progress report for each student Invoiced per month.
4.) List of all new tutors with Conflict of Interest Attestation.
S.) Assessment report showing pre test (for all new enrollees) and post test results.

Failure to submit these completed documents in aggregate form will result in a delay of payment for this invoice by
The School District of Osceola County.

I, the undersigned, certify that the information on this Invoice and attached to this invoice is correct to the best of my
knowledge.

Date

ftE G

NOV

E 11 ¥ E

6 2009

11

yj
CHARTER SCHOOLS AND

EDUC. CHOICES DEPT.

https://osceola.cayen-server.net/Aplus/rptSSTInvoicePrint.asp 11/6/2009
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Page 2 of2

CYPRESS ELEMENTARY Total: $330.00

Grade: 5
Session

54-11:

Date

10/15/2009

10/22/2009

CYPRESS ELEMENTARY: Reading/Writing

Start

3:30 PM
3:30 PM

End

5:00 PM
5:00 PM

Hours

1.5

1.5

Total < ; • ,,'ourlyRate

! $55.00

Date

10/27/200-

10/29/2009

Start

3:30 PM
3:30 PM

Total

$330.00

End
5:00 PM
5:00 PM

YTD

$330.00

Hours
1.5

1.5

POINCIANA ELEMENTARY Total: $481.25

Session

54-9: POINCIANA ELEMENTARY: Reading/Writing

Date

10/26/2009

Start
2:45 PM

End

4:00 PM
Hours

1.25

Total Hours

2.5

Hourly Rate
$55.00

Date

10/27/2009

Start

2:45 PM

Total

$137.50

End

4:00 PM

YTD

$137.50

Hours
1.25

( Grade: 3

Session
54-9: POINCIANA

Date
10/15/2009
10/19/2009
10/20/2009

Start
2:45 PM
2:45 PM
2:45 PM

ELEMENTARY

End
4:00 PM

4:00 PM
4:00 PM

Reading/Writing
Hours
1.25
1.25
1.25

Total Hours
6.25

Date
10/26/2009
10/27/2009

Hourly Rate
$55.00

Start
2:45 PM
2:45 PM

Total
$343.75

End
4:00 PM
4:00 PM

YTD

$343.75

Hours
1.25
1.25

THACKER AVENUE ELEMENTARY Total: $247.50
Grade: 5

^^^^ "̂""̂ ^^^W Session

54-7: THACKER AVENUE ELEMENTARY: Math

Date

10/15/2009

10/27/2009

Start

4:00 PM
4:00 PM

End

5:30 PM
5:30 PM

Total Hours

Hours

1.5

1.5

4.5

Hourly Rate
$55.00

Date

10/29/2009

Start
4:00 PM

Total

• $247.50

End

5:30 PM

YTD

$247.50

Hours

1.5

Grand Total: $1,058.75

The following symbols may appear on your invoice:
* Indicates a student who has appeared on a previous invoice. A parent/guardian sighed student learning plan does not
need to be submitted to the district for this student, unless otherwise requested,
Italicized attendance has been previously submitted on an Invoice and denied by the district.

CHARTER SC;-!00!.SA;1ID
£D!JC. CHOKES DEPT.

https://osceola,cayen-server.net/ApIus/rptSSTInvoicePrittt.asp 11/6/2009
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Compliance Item FIAC-3A: The Local Educational Agency (LEA) shall provide access to school facilities for 
providers that wish to use these sites for SES, using the same policies applied to other organizations that 
have access to school sites. If the LEA has a student population in excess of 300,000, the LEA shall charge 
state-approved SES providers facility rental fees for the actual hours the classrooms are used for 
tutoring by the provider. 

 

Section 1008.331(2)(g), Florida Statutes 

Evidence Required Documents 
• Implement a fair, open, and objective policy for the 

use of facilities 
• FIAC-3A A: Policy and procedures regarding access 

to and use of school facilities 
• Refrain from charging excessive facility fees • FIAC-3A B: List of all providers using school 

facilities, including which facilities are used and 
how much the rental fees are 
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SCHOOL BOARD POLICY MANUAL 
FOR

THE SEMINOLE COUNTY SCHOOL BOARD 

http://www.scps.k12.fl.us/schoolboard/_doc/Policy%20Files%20(PDF)/tableofcont
ent.pdf

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL  
AGREEMENTS 
©EMCS Page 1 of 7 SEMINOLE 9.30* 
USE OF FACILITIES 9.30* 
Facilities which are owned, operated, or maintained by the School Board for the conduct 
or support of educational programs shall be used in accordance with the following 
schedule of priorities. 
I. Use Categories 
A. Category I 
The primary functions of District facilities are to provide facilities for the delivery 
of educational services and programs to students and to support that priority. 
Therefore, the use of schools for academic programs, student extracurricular 
activities, School District programs such as staff development, the district 
extended day care program, and uses defined by the School Board/employee 
unions collective bargaining agreements shall have priority over all other uses 
except community disaster shelter use. 
B. Category II 
The secondary function of District facilities is to provide facilities for use by 
noncurriculum related student groups under equal access act (20 USC 4071) and 
other noncurriculum related student organizations and to provide facilities for use 
by various organizations whose primary function is the support of school 
programs including athletic booster groups, parent-teacher organizations, the 
Foundation for Seminole County Public Schools, and the Supervisor of Elections 
for voting precincts. 
C. Category III 
The primary collateral function of District facilities is to provide facilities to other 
governmental agencies, primarily Seminole County and its various municipal 
corporations, for the conduct of programs which do not conflict with programs 
operated and maintained by the School Board. 
D. Category IV 
To the extent that facilities are reasonably available for use by nongovernmental 
community users, District facilities are available on a short-term single or 
repetitive use basis, so long as such users do not conflict with category I - III 
users. Such priority IV uses may include, but are not limited to, church rental, 
indoor athletic league use and programs open to a limited public attendance 
group or the general public. 

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL 
AGREEMENTS 

FIAC-3A a
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©EMCS Page 2 of 7 SEMINOLE 9.30* 
E. Category V 
This use category is limited to outdoor facilities such as practice or playing fields 
(excluding stadiums and swimming pools), basketball courts, tennis courts, 
softball or baseball fields, and other such facilities that are generally open to the 
public when not in use for school curricular and extracurricular activities, or 
School Board program use. Users in this category generally include, but are not 
limited to, the following: Pony League baseball, Little League baseball, Pop 
Warner football, athletic camps, and soccer leagues. Users under this category 
shall not conflict with use by category I - IV users. 
II. Prohibited Activities 
A. Gambling 
B. Possession or use of alcoholic beverages 
C. Possession or use of controlled substances 
D. Smoking or other tobacco product use, except in designated outdoor 
smoking areas 
E. Possession or use of firearms, except by law enforcement officers 
F. Private teaching, except by category IV - V users 
G. Programs in violation of Florida Statutes or School Board rules 
III. Insurance And Indemnification - The following requirements are applicable to all 
Category II - V users, with the exception of noncurriculum student organizations 
meeting under equal access or otherwise. 
A. All nongovernmental category II - V users shall provide a certificate of 
insurance evidencing general liability coverage under an occurrence basis 
policy, with minimum limits of one million dollars ($1,000,000) per 
occurrence and two million dollars ($2,000,000) aggregate, combined 
single limit covering bodily injury, property damage, personal injury, 
premises, operations, products, completed operations, independent 
contractors, and contractual liability. There shall be no exclusions for 
contracted liability. Coverage must be written by a carrier which has and 
maintains a rating of “A” or better and a financial size category of “VII” or 
better according to A.M. Best Company. The School Board of Seminole 
County, Florida/School District of Seminole County, Florida shall be 

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL 
AGREEMENTS 
©EMCS Page 3 of 7 SEMINOLE 9.30* 
named as an additional insured for claims arising out of any facility use 
under this policy. 
B. All governmental users shall provide evidence of insurance or selfinsurance 
to the limits set forth in § 768.28, F.S. 
C. Except as prohibited by § 768.28(18), all category II - V users shall agree 
to defend, indemnify, and hold harmless the School Board of Seminole 
County, Florida, and its employees for any expense, cost, loss, damage, 
claim, judgment or claims bill incurred or rendered against same, including 
attorneys’ fees and investigation expenses (pre-suit, suit, trial, appeal, and 
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post appeal proceedings) on account of any intentional or negligent acts 
or omissions of the user or its employees, agents or servants, or any 
intentional or negligent acts or omissions of the School Board or its 
employees, agents or servants or the Superintendent arising out of the 
use of any facility under this agreement. 
IV. General Conditions - The following general conditions are applicable to all 
Category II - V users, with the exception of student noncurriculum groups 
meeting under equal access. 
A. The School Board does not provide for the security of any property 
brought onto a School Board facility by any user or any participant in a 
user activity. The School Board does not provide security for any user or 
any participant in a user activity. The School Board assumes no liability 
for any loss or damage to any of user's property, any participant's 
property, any user, or any participant in a user activity. 
B. Sufficient security, supervision, and custodial service of the school facility 
shall be determined by the principal or other facility supervisor. 
C. The use of school food service facilities (kitchen and dining facilities) 
require supervision of a food service employee. The level of supervision 
shall be determined by the Director of Food Services or his/her designee. 
D. Any school or community event sponsor or vendor who uses school 
facilities shall notify the local public health unit not less than three (3) days 
prior to a scheduled school carnival, fair, or other celebration involving the 
sale or preparation of food or beverages. 
E. Arrangements for custodial services, food service supervision, law 
enforcement, administrative supervision, or other personnel services shall 
be made by the user. These services shall be contracted between the 

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL 
AGREEMENTS 
©EMCS Page 4 of 7 SEMINOLE 9.30* 
user and the person(s) engaged or assigned to perform the service. All 
payments for service shall be made directly by the user to the person(s) 
performing the service. 
F. All school facility use agreements shall be approved by the school's 
principal. Facility use agreements for other facilities shall be approved by 
the Executive Director of Facilities Planning. The initial term of any facility 
use agreement shall not exceed six months. The agreement may be 
extended for an additional six months. The total term for any agreement 
shall not exceed one year for the same facility and the same organization. 
The Superintendent shall provide the school board with a biannual report 
of all long term leases. 
G. Restroom facilities shall be made available for all organizations using 
indoor facilities. Restroom/locker facilities may be made available to 
Category V users, provided that they comply with all provisions for 
insurance/indemnification and all general conditions. 
H. A principal may authorize the use of a school facility by an alumni group of 
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that school for a reunion activity or by a local community student 
scholarship group for a fund raising activity for scholarship awards without 
payment of the facility use fee. 
I. Persons will not be excluded from participation in any user activity on any 
basis set forth in § 1000.05, F.S., Florida Educational Equity Act or for any 
other basis prohibited by law. 
J. If a principal has a request from a group which he/she feels may be 
controversial, he/she may require this group to present their request to the 
Superintendent to be included in an agenda for a regular school board 
meeting for consideration by the School Board. 
V. Facility Use Fees 
A. The payment of the rental fee shall be in accordance with the schedule set 
forth herein. 
B. Sales tax shall be charged to and collected from all users. If a user holds 
a State of Florida sales tax exemption, the principal shall report the user's 
sales tax exemption number to the Finance Department. All sales tax 
shall be remitted to the Finance Department. 
C. A minimum fee equal to one hour's use shall be charged. 

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL 
AGREEMENTS 
©EMCS Page 5 of 7 SEMINOLE 9.30* 
D. Facility Use Fee Schedule 
Elementary Middle High 
Classroom, conference room, 
multi-purpose room $15/hour $15/hour $15/hour 
Auditorium (700 or less capacity) $75/hour $75/hour $75/hour 
Auditorium (701 or greater $100/hour $100/hour $100/hour 
capacity)
Gymnasium $50/hour $50/hour $50/hour 
Athletic stadium w/ lighting NA NA $100/hour 
Athletic stadium w/o lighting NA NA $75/hour 
Cafeteria (500 or less capacity) $50/hour $50/hour $50/hour 
Cafeteria (501 or greater $75/hour $75/hour $75/hour 
capacity)
Parking lot $10/hour $10/hour $10/hour 
Restroom/locker room $20/day $20/day $20/day 
(Category V users only), (Per locker room or set of male/female 
restrooms)
Hourly Use Rate - For a single use of up to 4.5 hours on not more than 
one (1) day per week, the user will be charged an hourly rate times the 
actual hours of use. 
Daily Use Rate - For use of up to 7.5 hours per day for not more than 
three (3) days in a single week, a daily rate equal to 7.5 times the hourly 
rate will be charged. 
Weekly Use Rate - For use of up to 7.5 hours per day for more than three 
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days in a single week, a weekly rate equal to three (3) times the daily rate 
will be charged. 
A week shall consist of a period of seven (7) consecutive days starting 
with the first day of use. 

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL 
AGREEMENTS 
©EMCS Page 6 of 7 SEMINOLE 9.30* 
E. Utility Fee Schedule - The following utility fee shall be collected in addition 
to the rental fee. All utility fees shall be calculated on a per hour basis. 
Elementary Middle High 
Classroom, conference room $5/hour $5/hour $5/hour 
Multi-purpose room $13/hour $16/hour $23/hour 
Auditorium N/A $30/hour $30/hour 
Gymnasium N/A $22/hour $27/hour 
Athletic stadium (w/lights) N/A N/A $19/hour 
Baseball fields N/A N/A $9/hour 
Softball fields N/A N/A $8/hour 
Cafeteria/cafetorium $13/hour $16/hour $23/hour 
Restroom/locker room $1/hour $1/hour $1/hour 
(Category V) 
F. All utility fees and sales tax shall be promptly remitted to the Seminole 
County Public School Finance Department. 
G. Use fees and utility fees shall be reviewed and amended, as appropriate, 
by School Board resolution not less than biannually or at such other times 
as recommended by the Superintendent. 
VI. Payment Of Fees 
A. No use fees shall be paid by Category II and Category III users. 
B. All Category IV users shall pay use fees in accordance with the schedule 
herein.

CHAPTER 9.00 - SCHOOL-COMMUNITY RELATIONS AND INTERLOCAL 
AGREEMENTS 
©EMCS Page 7 of 7 SEMINOLE 9.30* 
C. Category V users shall pay only use fees for restroom/locker room use as 
desired.
D. All Category III and IV users shall pay utility fees. 
E. Category V users shall pay utility fees as appropriate. 
VII. Appeals to the Superintendent - A person who feels his/her organization was 
improperly denied use of school facilities or an improper charge or fee was 
assessed may file a written appeal with the Superintendent for resolution. 

STATUTORY AUTHORITY: 1001.41, 1001.42, F.S. 
ARTICLE IX, SECTION 4, 
FLORIDA CONSTITUTION 
LAW(S) IMPLEMENTED: 106.15, 509.032, 509.232, 1001.33, 
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1001.43, 1001.51, 1013.10, F.S. 
HISTORY: ADOPTED: 07/19/05 
REVISION DATE(S): 07/11/06 Utility Fees 
05/29/07 Utility Fees 
FORMERLY: KG
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SEMINOLE COUNTY PUBLIC SCHOOLS, FLORIDA        
FACILITY LEASE AGREEMENT 

Original copy and insurance certificate to school file 
Copy to lessee, SCPS Finance Department, and Risk Management 
 
SCS FORM 743 (REV. 06/01/07) SB                                  Page 1 of 2  

This contract is made on this _____ day of    _, 20___ between The School Board of Seminole County, 

Florida, and _________________________________________, Lessee, (Category ____) for the use of the    

 _  ___at   _____________________________ School, on       _for  

     .  This agreement is subject to the terms and conditions hereinafter set forth on 

page (2) two of this agreement and the Use of Facilities Policy (Policy No. 9.30). CONDUCT OF ANY PROHIBITED ACTIVITIES 

WILL VOID THIS AGREEMENT 

I. FACILITY USE FEE CHARGE: (rates are per hour unless stated otherwise)    $______________ 
         
        Facility Fees: Utility Fees Hourly Rate: 
  Hourly Rate Elementary Middle High  
 Classroom and/or Conference Room $15.00 $5.00 $5.00 $15.00 
 Multi-purpose Room  $50.00 $13.00 $16.00 $23.00 

Auditorium (700 or less capacity) $75.00 N/A $30.00 $30.00 
Auditorium (701 or greater) $100.00 N/A $30.00 $30.00  
Gymnasium $50.00 N/A $22.00 $27.00  

 Athletic stadium (with lighting) $100.00 N/A    N/A    $19.00  
       Cafeteria/ cafetorium (500 or less capacity) $50.00 $13.00 $16.00 $23.00   
 Cafeteria/ cafetorium (501 or greater)  $75.00  $13.00 $16.00 $23.00  
 Baseball Fields  N/A  N/A N/A $9.00 
 Softball Fields  N/A  N/A N/A $8.00  
 *Restroom/locker room (See policy for full description)  $20.00/ day  $1.00 $1.00  $1.00 
 Parking lot (includes restrooms)  $10.00  N/A N/A  N/A 
  

*Charges are for Category V users only, per locker room and/or per set of male/ female restrooms 
 
Hourly Use Rate:  for a single use up to 4.5 hours on not more than one (1) day per week, the user will be charged an hourly 
rate times the actual hours of use.  Daily Use Rate:  for use of up to 7.5 hours per day for not more than three (3) days in a 
single week, a daily rate equal to 7.5 times the hourly rate will be charged.  Weekly Use Rate:  for use of up to 7.5 hours per day 
for more than three (3) days in a single week, a weekly rate equal to three (3) times the daily rate will be charged. A week shall 
consist of a period of seven (7) consecutive days starting with the first day of use. 
 
II. OPERATIONAL CHARGE:   

UTILITY CHARGE PER UTILITY FEE SCHEDULE (Payable to Seminole County School Board) $______________ 
 
III. SUBTOTAL          $______________ 
 
IV. SALES TAX (7%) OR TAX EXEMPT I.D. NUMBER      $______________ 
 
V. TOTAL CHARGE PAYABLE TO SCHOOL UPON EXECUTION OF CONTRACT    $______________ 
 
VI. CUSTODIAL/SECURITY, ETC. SERVICES TO BE PAID BY LESSEE DIRECTLY TO SCHOOL PERSONNEL [non-

exempt employees shall be paid their normal hourly rate times 1.5/exempt employees (administrators/teachers) shall be paid 
$25.00 per hour] 
 
__Custodian     __Cafeteria Staff      __A.V. Operator/Technical Assistant     __Administrator     __Security    
__Field Maintenance  

 
VII. CERTIFICATE OF INSURANCE MUST BE ATTACHED TO THIS AGREEMENT 
 
 
 
 
_______________________________________   ____________________________________________ 
PRINCIPAL/ SUPERVISOR SIGNATURE    AUTHORIZED ORGANIZATION REPRESENTATIVE 
 
PRINT NAME:____________________________   PRINT NAME/TITLE____________________________ 
 
DATE:__________________________________   ADDRESS___________________________________ 
        CITY/STATE/ZIP______________________________ 
         

DATE_______________________________________ 
 
 
See Chapter 9.00- School-Community Relations and Interlocal Agreements- Policy No. 9.30 - Use of Facilities for further 

details regarding the agreement. 
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SEMINOLE COUNTY PUBLIC SCHOOLS, FLORIDA        
FACILITY LEASE AGREEMENT 

Original copy and insurance certificate to school file 
Copy to lessee, SCPS Finance Department, and Risk Management 
 
SCS FORM 743 (REV. 06/01/07) SB                                  Page 2 of 2  

 
 
SUMMARY OF TERMS - The following is a summary of general conditions of use.  This facility use agreement is subject to 

hich are incorporated 
herein by reference and adoption. 
 
AVAILABILITY - 
programs.  The initial term of an agreement shall not exceed six calendar months.  The agreement may not be extended beyond 
one calendar year.   
 
EQUIPMENT AND SUPPLIES - Use of school equipment is subject to approval by the Principal or designee.  Use of school 
food service supplies is not permitted. 
 
PHOTOGRAPHY AND FILMING - Any lessee renting facilities for the purpose of filming or photographing must execute a 
Motion Picture, Film and Photography addendum that will become a part of this agreement.   
 
CARE OF FACILITIES - All facilities, grounds, and equipment must be returned in as good condition as when rented.  Lessee 
agrees to pay all costs for repair or replacement of damaged facilities, grounds or equipment.  Failure of lessee to maintain 
premises or equipment in acceptable condition or to correct unacceptable conditions within 7 days after notice will result in 
termination of the lease agreement and such other action as may be deemed appropriate.  A field maintenance fee will be 
charged for use of stadium and playing fields.  The fee will vary from school to school depending upon degree of 
usage. 
 
INSURANCE AND INDEMNIFICATION:   
 

The user hereby agrees to defend, indemnify, and hold harmless the School Board of Seminole County, Florida, and its 
employees for any expense, cost, loss, damage, claim, judgment or claims bill incurred or rendered against same, including 

-suit, suit, trial, appeal, and post appeal proceedings) on account of any 
intentional or negligent acts or omissions of the user or its employees, agents or servants, or any intentional or negligent acts or 
omissions of the School Board or its employees, agents or servants or the Superintendent  arising out of the use of any facil ity 
under this agreement. 
 
GENERAL CONDITIONS:   
 

The School Board does not provide for the security of any property brought onto a School Board facility by any user or any 
participant in a user activity.  The School Board does not provide security for any user or any participant in a user activity.  The 
School Board assumes no liability for any loss or damage to any of user's property, any participant's property, any user, or any 
participant in a user activity. 
 

Sufficient security, supervision, and custodial service of the school facility shall be determined by the principal or other facility 
supervisor. The use of school food service facilities (kitchen and dinning facilities) requires supervision of a food service 
employee.  The level of supervision shall be determined by the Director of Food Service or his designee. Arrangements for 
custodial services, food service supervision, law enforcement, administrative supervision, or other personnel services shall be 
made by the user. These services shall be contracted between the user and the person(s) engaged or assigned to perform the 
service. All payments for service shall be made directly by the user to the person(s) performing the service. 
 
Persons will not be excluded from participation in any user activity on any basis set forth in §1000.5, Fla. Stat., "Florida 
Educational Equity Act" or for any other basis prohibited by law. 
 
All Fire Department regulations will be strictly observed. 
 
PROHIBITED ACTIVITIES:  
 

(a)  Gambling or raffle contests; (b) Possession or use of alcoholic beverages; (c) Possession or use of controlled substances; 
(d)  Smoking or other tobacco product use, except in designated outdoor smoking areas; (e) Possession or use of firearms, 
except by law enforcement officers.  
 
 
 
 
 
_________________________________________   ________________________________________  
PRINCIPAL/SUPERVISOR INTITALS    AUTHORIZED REPRESENTATIVE INTITALS  
 
DATE:________________________________________ DATE:_______________________________________  
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Compliance Item IIAC-1: The Local Educational Agency (LEA) shall develop a process to prioritize the provision of 
SES to the lowest achieving students if the amount of funds is insufficient to provide SES to all students whose 
parents request the services. The LEA shall also develop a process to prioritize PSC to the lowest achieving, low-
income students if the amount of funds is insufficient to provide PSC to all students whose parents request the 
transfers. 

 

Sections 1116(b)(10)(C),(e)(2)(C),(b)(1)(E)(ii), P.L.107-110 

Evidence Required Documents 
• Refrain from prioritizing services to students prior 

to determination that funds were insufficient to 
serve all eligible students whose parents requested 
service 

• No longer required as the Department collects 
DOE399 throughout the school year 

• Prioritize services to the lowest achieving of the 
low-income students 

• IIAC-1 A: Documentation showing the prioritization 
for provisions of SES to the lowest-achieving 
students if it is determined that there are 
insufficient funds to provide SES to all eligible 
students 

• Prioritize services to the lowest achieving of the 
low-income students 

• IIAC-1 B:  Documentation showing the prioritization 
for provisions of PSC to the lowest-achieving 
students if it is determined that there are 
insufficient funds to provide PSC to all eligible 
students 
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Compliance Item IIAC-2: The Local Educational Agency (LEA) ensures that effective controls and accountability are 
maintained to ensure the appropriate use of Title I funds for SES. 

 

CFR 80.20(b)(3) 

Evidence Required Documents 
• Establish written policies and procedures regarding 

the control of SES funds 
• IIAC-1 A:  Policies and procedures regarding control 

of funds, including review of attendance records 
• Ensure that attendance and financial records are 

reviewed and verified 
• IIAC-2 B: Evidence that attendance records were 

reviewed and verified prior to payment being 
rendered 

• Ensure that documents are maintained for five (5) 
years 

• IIAC-2 C:  Evidence that documentation is 
maintained for five (5) years 
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Invoicing Procedures

THIS PROCESS MUST BE COMPLETED BY THE 10TH OF EACH MONTH.  It is critical 
that all partners process paperwork and complete transactions on Cayen in a timely 
manner.  

1. SES Providers enter attendance and the required monthly progress report on 
each student in Cayen.  

a. Attendance in the system MUST match the signed attendance form. 
b. Providers print TWO copies of the required monthly progress report.

i. The provider delivers one copy of the monthly progress report to 
the parent.  

ii. The provider delivers one copy of the monthly progress report to 
the school facilitator (to file in the student folder).  

iii. ATS, CLUB Z! and Sylvan may turn in the school copy of the  
progress reports to my office, and we will disseminate them to the 
schools.  

c. SES Providers submit the signed attendance sheets to the SES 
facilitators at each school site.  

i. ATS, CLUB Z! and Sylvan submit signed attendance sheets
(along with the progress report) to my office.  

2. SES Facilitators approve attendance in the Cayen system for each student.  
a. NOTE:  Individual days may be denied without interrupting the process of 

submission of the invoices.
b. After approving attendance, SES Facilitators make one copy of the 

attendance forms for their records and submit the original to my office.
3. SES Providers

a. As soon as attendance has been approved, review your invoice for 
final changes and submit the invoice on-line.  (Keep a paper copy 
for your record.)

4. Federal Programs Office
a. As soon as invoices have been submitted on-line and we have received 

all of the required documentation, we will process invoices.  

IIAC-2 a
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Appendix A 
Create a Coversheet for each compliance item with the compliance item number and the date 
of the latest upload.  The LEA may also list the names of documents on the coversheet, but this 
is not required. 
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IIAC-2 

Examples of 
Evidence 
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Appendix B 
Create a computer tree or electronic filing system like the one pictured below to store electronic copies of your monitoring 
documents throughout the year. 
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