NCLB SUPPLEMENTAL EDUCATIONAL SERVICES PROGRAM
Quick Checklist for Principals and SES Liaisons

· Review Admin Manual for School Implementation of SES;
· Schools will conduct a Parent Information session(s) or Provider Fair before the enrollment period.  All providers must be invited.                     
· Print out ATS labels for SES eligible students and adhere them to the enrollment forms;
· Distribute SES information packets to parents/guardians of eligible students as soon as possible;
· Notify parents/guardians of SES providers working in your school building in neutral language (On-site providers get no preferential treatment); 
· SES enrollment forms may not be photocopied (Only original forms in color are to be used). 
· After filling out and signing/dating the enrollment form, parents/guardians submit enrollment forms to the SES provider;   
· All Provider non-DoE staff must wear photo ID when on school property;
· All Provider non-DoE staff must sign-in and out of school;
· Providers are required to furnish the school Student Education Plans and student progress reports for students enrolled in their programs (on-site and off-site);
· Provider may not employ parents in the same school where their child is enrolled or receives SES services;
· Provider cannot employ DOE employees except for teachers as instructor/tutor and/or lead teacher only. Lead teachers provide instructional support/ professional development and are not site supervisors;
· Provider staff must adhere to the DoE’s Code of Ethics outlined in their DoE contract; including refraining from providing awards or incentives to schools, parents/guardians and/or students unless specifically outlined in the contract;
· Principals should report any provider wrongdoing to the SES Office.  


