[Providers frequently ask to use district facilities in which to meet with students for SES tutoring sessions.  Districts must allow providers access to those facilities under the same terms by which other outside groups may use district facilities.  Usually this relationship is detailed in the contract with the affected providers, but districts may wish to treat this as a separate agreement, so ISBE has prepared this sample.  Prior to using this sample letter, the district should consult with the district’s attorney and all provisions should be carefully reviewed to ensure compliance with district policy and the needs and specific circumstances of the district.  Use of this agreement shall not be deemed to create an attorney-client relationship between the Illinois State Board of Education and the district.]

LETTER OF UNDERSTANDING FOR USE OF DISTRICT FACILITIES
[DISTRICT LETTERHEAD]
[Date]
Dear _________ [Provider]:

This letter of understanding identifies the buildings within the district that will be available for on-site Supplemental Educational Services (SES), and information regarding the services, equipment and usage policies related to such facilities.

1.
Subject to the district’s policy for selection of providers for its facilities, providers will be allowed to use the following district facilities for SES:
[LIST OF FACILITIES, IF ANY]

2.
At each facility, the following types of computer equipment and internet access will be made available:
[LIST OF COMPUTER EQUIPMENT AND INTERNET ACCESS, IF ANY]

3.
At each facility, the following additional equipment and supplies will be offered to providers:
[LIST OF ADDITIONAL EQUIPMENT AND SUPPLIES (I.E., CHAIRS, DESKS, INSTRUCTIONAL MATERIALS, ETC.) , IF ANY]

4.
At each facility, the following types of services will be offered to providers:
[LIST OF SERVICES (I.E., JANITORIAL, SECURITY) , IF ANY]
5.
Usage of district facilities is subject to the following operational restrictions:
[LIST OR ATTACHED OF OPERATIONAL RESTRICTIONS/POLICIES, IF ANY]

6.
The provider will be offered ___ parking spaces at each school.
7.
If the number of providers a facility can accommodate is limited due to space or administrative capacity issues, the district will use the following process to select providers:
[DESCRIBE PROCESS TO BE USED TO SELECT PROVIDERS DUE TO LIMITED SPACE OR ADMINISTRATIVE CAPACITY, IF ANY]

Use of the district’s facilities will be offered free of charge.  However, the provider agrees to establish a District Facilities Actual Cost Contract Amount in its Actual Cost Reporting Form reflecting  (i) operational savings associated with using district facilities; (ii) the value of the real estate provided by the district; and (iii) the business advantages resulting from access to district facilities.

Please contact _____________________ at __________ with any questions about the availability and usage of district facilities for SES.

Sincerely,

[District Superintendent]

AGREED TO BY PROVIDER:

___________________________________

Provider Name

___________________________________

Provider Authorized Signature

