PROTOCOL FOR ON-SITE MONITORING OF SES PROVIDERS
BY
SDE PERSONNEL

The Alabama State Department of Education (SDE) is required under the No Child Left Behind Act of 2001 (NCLB) Section 1116(e)(4)(d), to develop, implement, and publicly report on standards and techniques for monitoring the quality and effectiveness of the services of approved providers of supplemental educational services (SES).  
Announced and unannounced on-site monitoring visits will be conducted by the representatives of the SDE.  Announced visits will be conducted in at least one service site per SES provider during the 2008-2009 school year.  Monitoring visits will include visits to randomly selected sites when the provider has multiple tutoring sites.   
The purpose of the monitoring visit is not to monitor the local education agency (LEA) or to provide technical assistance to the provider and the LEA but to address requirements of SES providers as stipulated in NCLB and to verify compliance with narratives and assurances in the SES provider’s approved application.   

ADVANCE COMMUNICATION
Communication to the LEA
At least five days prior to the on-site monitoring visit, the SDE SES program specialist will:
· Notify each LEA Federal Programs director and/or the LEA’s SES coordinator by         e-mail of the upcoming visit with specific information related to location, date, and time.
· Request an LEA observer to accompany the SDE monitor.  
Communication to the SES Provider  
· On December 1, 2008, an e-mail document announcing the upcoming on-site monitoring was sent to all Alabama SES providers.  A copy of the document, On-Site Monitoring of Supplemental Educational Service Provider, was attached to the e-mail.   
· At least five (5) business days prior to the scheduled monitoring visit, providers will receive e-mail notification of the visit and instructions to use the guidelines found in the On-Site Monitoring of Supplemental Educational Service Providers.  In addition, providers will be reminded of their responsibility to have a copy of the provider’s currently approved application on site for the monitor’s use.

PREPARATIONS FOR THE VISIT – Contractors and SDE Personnel
Equipment and materials
If possible, a laptop should be used during the visit to record all findings and comments.
· Download a copy of the monitoring instrument from pages 4-7 of the On-Site Monitoring of Supplemental Educational Service Provider from the On-Site Monitoring file on the “S” drive to the laptop or take two hard copies.
· Download a copy of the Provider List with Record of Effectiveness 08-09 (E-GAP document library) to familiarize yourself with the provider’s program.

CONDUCTING THE VISIT
The purpose of the monitoring visit is to focus on the following:
1. Review of pertinent documents.
2. On-site observations.
3. Interview staff.
Pre Visit
1. E-mail the LEA representative who will accompany you on the monitoring visit to confirm your visit and request any pertinent information regarding directions, etc.  
2. Report to the main office of the school or business at least at the pre-arranged time.  Meet the LEA representative.  Please be reminded that because these visits may be scheduled immediately after school, there may be some challenges with school traffic.  
Document Examination
1. Proceed to the tutoring site to meet the provider representative.
2. Ask to see a copy of the provider’s most recently approved application.  The provider will receive notification of this requirement but if the application is not available, the information from the Provider List with Record of Effectiveness 08-09 should be used. (Taking an SDE copy of the application and becoming familiar with the requirements of SES as a program is advised.)
3. Using the copy of the application and evidence file provided, respond to all monitoring requirements related to documentation.
4. Observe a tutoring session in progress, responding to all requirements on the monitoring document related to observation.
5. Interview a provider representative and a tutor, responding to all requirements on the monitoring document related to interview.
Post Visit
1. Maintain a positive, objective tone, regardless of findings.
2. Upon completion of the visit, review the findings with the provider representative and the LEA representative.  If any essential documentation is not available on site and, if appropriate, instruct the SES site director or other authorized provider representative to submit it to the SDE within ten business days of the completion of the site visit.  While this information will be supplied to the provider in writing, remind the provider representative of this requirement.
REPORTING FINDINGS
E-mail a completed copy of the On-Site Monitoring Instrument to Jean D. Davis, jdavis@alsde.edu or send via facsimile (334-242-0496) as soon as possible.  (The day following the monitoring visit would be best.)
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