Checklist for Reviewing 

Supplemental Educational Services Applications in West Virginia

Applicant name __________________Reviewer’s name__________________

( Recommended for approval

       (  Not recommended for approval

	SECTION
	YES
	NO
	NOT APPLICABLE

If a reviewer determines that an area is not applicable, justification must be provided in the comment section.
	REVIEWERS COMMENTS

	
	
	
	
	

	SES Provider Information
	
	
	
	

	Name and mailing address is provided.
	
	
	
	

	Type of provider is indicated.
	
	
	
	

	FEIN or social security number is provided.
	
	
	
	

	Name of a contact person and email address is indicated.
	
	
	
	

	Telephone and fax numbers are provided.
	
	
	
	

	Hours of operation are indicated.
	
	
	
	

	A website address is provided if appropriate (not required).
	
	
	
	

	
	
	
	
	

	Section 1 – Service Summary
	
	
	
	

	Proposed service areas are indicated.  See also appendix A .
	
	
	
	

	Content area(s) and grade levels are identified for services.
	
	
	
	

	Cost is indicated as cost/student/hour.
	
	
	
	

	Minimum number of students the provider is willing to serve is identified.
	
	
	
	

	Maximum number of students the provider is willing to serve is identified.
	
	
	
	

	The specific student populations with which the applicant has experience in serving are identified.
	
	
	
	

	Location(s) are identified where services are delivered to students.
	
	
	
	

	Time(s) are indicated when services will be delivered to students.
	
	
	
	

	Transportation issues are addressed.
	
	
	
	

	The mode of instructional delivery is identified. The ratio of students to instructor has been identified.
	
	
	
	

	Student provision of instructional materials has been addressed.
	
	
	
	

	SECTION
	YES
	NO
	NOT APPLICABLE


	REVIEWERS COMMENTS

	
	
	
	
	

	Section II – Program Description
	
	
	
	

	A concise description of the services and programs available from the provider has been explained.
	
	
	
	

	
	
	
	
	

	Section III – Indicators of Quality
	
	
	
	

	A.
Evidence of Effectiveness 

1. Recent assessment data has been provided as evidence that the program has a positive impact on student achievement in reading and/or math as measured by West Virginia State Assessment, WESTEST, or nationally norm-referenced tests. 


	
	
	
	

	2. Evidence that demonstrates a positive impact on student achievement using a measure that is not a national or statewide assessment (e.g., provider developed test, school grades, subject area tests, or results of third party evaluations) has been provided.


	
	
	
	

	3. Additional evidence of improved outcomes (e.g. attendance, retention/promotion rates, and graduation rates) has been provided.
	
	
	
	

	B.
Evidence that program design is research based 

1. The theoretical and empirical research findings used to choose instructional strategies and determine the selection of instructional materials utilized in your program are discussed. Independent research should be submitted for specific programs rather than the research provided by the developer of materials and programs
	
	
	
	

	       2. Research is high quality and  provided for the five components of reading as well as instructional strategies for math. Research citations are provided.
	
	
	
	

	SECTION
	YES
	NO
	NOT APPLICABLE


	REVIEWERS COMMENTS

	      2. Additional research has been provided  in the areas of student/teacher ratios, modes of instruction, working with low-income low achieving students, the frequency and duration of tutoring sessions, etc.

** Not required
	
	
	
	

	C.
Alignment to the West Virginia Content Standards and County and School Programs 


1. A clear description of the applicants program’s alignment to West Virginia Content Standards in reading and/or math has been provided. Specific standards/objectives that the provider addresses have been identified. 
	
	
	
	

	2. The provider can clearly demonstrate a connection with the instructional program(s) of the district(s) in which the provider intends to operate. Instructional materials to be utilized have been identified. 
	
	
	
	

	D.
Monitoring Student Progress 

1.  The specific process used to

     access/diagnose student needs and

     skill deficiencies is described.  The

     name of any standardized test used 

     for reporting pre/post test results has

     been identified.
	
	
	
	

	 2. The process used to prescribe an

      individual instructional program and 

      develop specific goals in reading 

      and/or math for the student has 

      been explained.
	
	
	
	

	 3. The method and the frequency of 

     which the student’s progress will be 

      evaluated and monitored has been 

      described.
	
	
	
	

	E. Communication of Student Progress to the School and District 

  1. The means of ensuring a 

       connection exists between the 

       school program and the provider 

       services has been identified.
	
	
	
	


	SECTION
	YES
	NO
	NOT APPLICABLE


	REVIEWERS COMMENTS

	       2. The procedures used to    

       report student goals and academic 

       progress to the child’s classroom  

       teacher(s)  and  appropriate school  

       and county staff have been   

       described. The frequency of this 

       procedure has  been indicated.
	
	
	
	

	F. Communication with Parents and Families

1. The procedures for explaining   

 services to parents are defined. An explanation is given for parent involvement in creating                       goals for their child’s academic progress. 
	
	
	
	

	2. If parents are required to 

participate in the service provided, the provider clearly explains the parent’s expected contribution.
	
	
	
	

	3. The provider’s staff is trained to work with parents.
	
	
	
	

	4.The procedures used to report 

student progress to the students’ parents/families are described, indicating the frequency     

of this procedure (e.g. monthly, quarterly).
	
	
	
	

	       5. The provider describes how 

        information is provided to parents   

       in a format and language that they 

       can understand.
	
	
	
	

	       6. The provider accommodates the     

       needs and schedules of working 

       parents.
	
	
	
	

	       7. The provider has established a 

      consistent process for resolving 

      disputes and/or conflicts between   

      parents and the provider.
	
	
	
	

	      8. The provider has established 

      procedures to assure that federal 

       and state student requirements  

      (FERPA) are met and that    

      confidential student information is 

      provided only to authorize persons.  
	
	
	
	

	G. Qualifications of Instructional Staff

1. The staff is qualified to provide high quality supplemental educational services in reading and math.
	
	
	
	

	SECTION
	YES
	NO
	NOT APPLICABLE


	REVIEWERS COMMENTS

	     2. Orientation is provided to all staff 

     before beginning services with 

     students as a supplemental   

     educational service provider.

	
	
	
	

	     3. A professional development plan  

     Is included that outlines the ongoing 

     professional development 

     provided to staff to improve  

     instruction, implement products, 

     and/or services.
	
	
	
	

	      4. The procedures for recruiting and  

      hiring staff is explained. Background 

      checks must be a part of this  

      procedure.
	
	
	
	

	     5. Procedures are in place to     

     evaluate instructional staff to ensure     

     quality service.
	
	
	
	

	H.
Financial Soundness and Organizational Capacity
	
	
	
	

	      1. Submit evidence demonstrating that your organization is financially sound.  


 Evidence must include: 

A copy of an audit report or an audited financial statement that has been completed within the last two years and ensures no substantive findings were indicated that would compromise the financial soundness of the entity. 

Description of how the provider currently receives funds.


Proof of liability insurance (include company name and policy number, or a copy of the policy cover page.)


Evidence may include:

Credit ratings from an independent rating agency (not required).

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

Evidence must include:

A copy of a current business license or formal documentation of legal status for conducting business in West Virginia.
	
	
	
	

	       A description of procedures and/or  

       sample forms used to document 

       student enrollment, attendance,   

       content areas in which services are 

       provided and student academic 

       progress.


Evidence may include:

Sample contracts or agreements for services provided.


A description of an experienced management team who is involved in setting direction and maintaining a leadership system may be submitted (e.g., CEO, Marketing Director, and Director of Staff Development).

      

     A copy of an organizational chart for    

     the entity.

	
	
	
	

	I.
Compliance with Federal, State and Local Health and Safety Standards 

1. Procedures for conducting    

required criminal background checks before hiring employees are clearly explained.
	
	
	
	

	2. Copies of all required licenses 

and/or certifications for health and safety are submitted.
	
	
	
	

	3. A description of  the location and environment in which services are conducted is provided.  Information concerning the accessibility of the facility for  persons with disabilities is included.
	
	
	
	

	J. Compliance with Federal, State, and Local Civil Rights Protection 
1.The provider complies with  

federal, state, and local protections for employees.
	
	
	
	

	2. The provider complies with  

       federal, state, and local protections   

       for students.


	
	
	
	

	SECTION
	YES
	NO
	NOT APPLICABLE


	REVIEWERS COMMENTS

	3. The provider offers instruction 

that is secular, neutral, and non-ideological.
	
	
	
	

	4. If applicable,  the provider will 

comply with IDEA and ADA requirements.
	
	
	
	

	K. Other Considerations

     The applicant has submitted    

     additional  information to be     

     considered when approving the   

     application.  (Not required-

     Page limit ½ page)

Other considerations offered:

1.

2.

3.


	
	
	
	Comment on the quality of evidence or strength of additional considerations offered.



	L. Narrative Description of Program

    The SES provider’s program has    

    been summarized in narrative   

    form.
	
	
	
	

	Assurances

An appropriate signature is provided on the page of assurances.
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