S.E.S. - Title |, Escambia County, Florida {revised} 2009-2010
email: ses@escambia.k12.fl.us

The SupplementaEducationalServices Program for the School District of Escambia County is
administered by the Title | SES Program Ofpbce, Room 310, Henry McMillan Learning Center,
1403 St. Joseph Avenue, Pensacola, Florida 32501 Phone: 850-595-6915 x233 or x229.
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) ) Instructions and contact information for security
Security Clearances / Drug Testing clearances and badges can be found online at

Florida Statute 1012.465 requires that the following web site: o

all contractual personnel must meet p http://www.title1.org/Pngerprinting.html
Level 2 Screening requirements as
described in Florida Statute 1012.32
All personnel that have student
contact need to obtain a clearance

Providers will not be charged for bngerprinting
for personnel that have already been cleared by
other districts in the state of Florida. A district
badge will cost $15. A form to be submitted to
request reciprocal badging can be downloaded
from:http://www.title1.org/pages/SES/forms/reba
dging.doc The form should be turned into the
SES Ofbce along with a check for $15 made out
to the school district.

Certibcation of a negative drug screening and
the date of Pngerprinting are submitted to the
SES ofbce on aSES Tutor Checklist form
(available online:
http://www.titlel.org/pages/SES/forms/TutorChe
cklist.xls).
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Drug Testing

All employees/tutors that have e
student contact are required to I}gilellllcl
have a satisfactory drug Drug

screening test completed an - Testing
nually . You may use any li- pgerrlanre

censed Drug Testing Lab facility.

Providers will certify negative test results on the
SES Tutor Checklist form. A Drug Free Work -
place form must be signed by all employees
and attached to the Tutor Checklist  (form can
be downloaded from:
http://www.titlel.org/pages/SES/forms/DrugFree

Workplaceform.pdf ).

Funding Allocation

Each student will be allocated
$1,355 for the 2009-2010 school

%

Billing and Payments

Billing is accomplished through the use of

the SES FOCUS online system which will be
located at the following URL.:
https://sestitlel.org/

As per our contract, invoices must be gen -
erated and submitted via the SES FOCUS
system by the 10th of each month for the
previous month!s services.

The URL, your login and a password to access

the SES FOCUS system will be emailed as

soon as the system is ready. A
quick start guide will be avail -
able for download for both pro -
viders and tutors at a later date.
This guide will provide step by
step directions for using the sys-
tem.

Invoices are due no later than the 10th of the
month following the month that services

were provided. Invoices are processed in the
order that they are received. Attendance sheets
and copies of monthly progress reports must be
submitted so that invoices can

be veribed and checked before
payment is made.

Payment will be made within
45 days of the submission of
invoices. Payments are made
to the contact address on
your state application unless

other arrangements have
been made in advance .

Tutoring Application Process

Applications will be sent home to all eligible
students prior to school starting and during

the prst week of school.  Parents
will submit applications directly to
the school their child attends.
School SES Coordinators will
deliver completed applications
directly to the SES Ofpce.

Students will be ranked by need If
more applications are received than
there are funds to pay for.

The SES ofbce will assign the students to the
appropriate provider in the SES FOCUS Sys-
tem, as selected by the parent. Second and
third choice providers will be assigned in the
case of a requested provider not providing serv-
ices at the school the student attends.

In no case may applications for SES tutoring
services be copied or faxed. Only original ap-
plications will be accepted by the SES Ofbce
directly from schools. There is no reason for
providers to handle applications. Providers
will be provided a copy of the application af -
ter a student has been assigned to them
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Use of District Facilities

Use of School District of Escambia County
facilities for tutoring must be arranged in
advance with the individual schools. Pro-
viders are not allowed to use district equip -
ment, incuding computers or computer labs.

There is a fee for using building facilities, which
varies depending on the type
of room being used. A facili -
ties usage form must be

plled out and submitted to

the school for approval by the
Deputy Superintendent prior
to usage. Schools should in-
voice you monthly for pay-
ment. Payment will be made to
the individual schools. A sample Facilities Us-
age Agreement Form can be downloaded from:

http://www.titlel.org/pages/SES/forms/Facilities
Usage.pdf

Student Learning Plan (SLP)

The Student Learning Plan will be initiated by
the provider after pre-testing or evaluation of
provided test scores. Classroom teachers will
be required to sign the form, followed by obtain-
ing a parent or guardian"s signature.

The original SLP will be submitted to the
SES Ofbce for bnal approval. Services can -

not be provided prior to the approval of the

SLP. Payments for tutoring sessions will not be
made if the SLP has not been approved prior to
the tutoring session. SLP will be available for
downloading from:

http://www.titlel.org/pages/SES/forms/SLP.xls

Student Information / Assignments

Information concerning students assigned

to providers for tutoring services is provided

via the SES FOCUS System. Schools will also
have access to this information. Requests for
I.E.P.s should be made directly to the student"s
school in the case of special education stu-
dents.

Tutoring Schedules

Tutoring schedules must be provided to the
SES ofbce at least one week prior to tutoring
start dates, using the Tutoring Schedule Form:
http://www.titlel.org/pages/SES/forms/schedule.
xls

Dates and / or times of tutoring cannot be
changed unless a request for schedule
change is approved by the SES OfbPce. This
request must be submitted a week in advance
using a Request for Schedule Change Form:

http://www.title1.org/pages/SES/forms/schedc
hange.xls

Students may not be tutored for more than 90
minutes a day as per our contract. No Excep -
tions.

Reporting Attendance

Students are required to sign in on an atten-
dance form for tutoring sessions, which is then
veribed by the tutor and/or parent.

Attendance forms are turned in to the SES Of-
pce, along with a copy of the student"s progress
report as invoice backup at the end of the
month. The attendance form is available online
at:
http://www.title1.org/pages/SES/forms/Attendan

ceReport.xls



http://www.title1.org/pages/SES/forms/FacilitiesUsage.pdf
http://www.title1.org/pages/SES/forms/FacilitiesUsage.pdf
http://www.title1.org/pages/SES/forms/FacilitiesUsage.pdf
http://www.title1.org/pages/SES/forms/FacilitiesUsage.pdf
http://www.title1.org/pages/SES/forms/SLP.xls
http://www.title1.org/pages/SES/forms/SLP.xls
http://www.title1.org/pages/SES/forms/schedule.xls
http://www.title1.org/pages/SES/forms/schedule.xls
http://www.title1.org/pages/SES/forms/schedule.xls
http://www.title1.org/pages/SES/forms/schedule.xls
http://www.title1.org/pages/SES/forms/schedchange.xls
http://www.title1.org/pages/SES/forms/schedchange.xls
http://www.title1.org/pages/SES/forms/schedchange.xls
http://www.title1.org/pages/SES/forms/schedchange.xls
http://www.title1.org/pages/SES/forms/AttendanceReport.xls
http://www.title1.org/pages/SES/forms/AttendanceReport.xls
http://www.title1.org/pages/SES/forms/AttendanceReport.xls
http://www.title1.org/pages/SES/forms/AttendanceReport.xls

S.E.S. - Title I, Escambia County, Florida {revised} 2009-2010

Requesting Student Reassignment

Requests for reassignment of student to an-
other provider can be initiated by the Site Facili-
tator, Provider, Parent/Guardian or SES ofbce.
The SES ofbce will make the Pnal determination
as to student reassignments.

Reassignment of students to another provider is
initiated using the Request for Student Reas-
signment form which is available for download
at: !
http://www.titlel.org/pages/SES/forms/Student
Reassignment.x|s

Progress Reports

Monthly progress reports will be submitted to
the parent, school and SES Ofbce. Providers
will use the Progress report form which can be
downloaded from:

http://www.titlel.org/pages/SES.forms/Progress
Report.xls

Provider Fairs

Provider fairs will be scheduled during the
month of August. Providers are
required to attend all fairs . One
of the fairs will include a time for
district teachers to attend and talk
to you about employment opportu-
nities.

Marketing Materials

Marketing materials (Ryers,
newsletters, etc) must be sub-
mitted to the Title | SES Ofbce
for approval prior to being used.
Signs, etc. used during provider
fairs will be reviewed prior to the
start of the provider fair.

School SES Site Coordina -
tors

A staff member is hired by the Title

| SES ofbce to coordinate between
providers, the school and our of-
pce. School SES Site Coordinators
will validate attendance online using the TITLE |
SES FOCUS System.

A list of email addresses will be provided
shortly after school starts. Please contact
these coordinators either via emails or by
phone after school hours.  Site Coordinators
are not allowed to work on SES issues during
the school day!

Transportation

Title I will pay for the School
District of Escambia County
Transportation Department

to provide transportation

from SES school campuses to
the student"s homes within the
school"s attendance zone. There will be no
charge to providers. More information will be
provided at a later date.
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