[Especially in large districts, superintendents may need to communicate some basic information and instructions about SES to affected school principals.  This may be particularly important where a school or a district is just engaging in SES for the first time, and the procedures and legal issues may be unclear or unknown.  This sample memo is provided to further communication in order that SES are done appropriately and efficiently.]

TO:
Principals of Schools Identified to Offer Supplemental Educational Services
FROM:
Superintendent  

RE:
Supplemental Educational Services 

DATE: 

Your school has been identified by the Illinois State Board of Education as needing to offer Supplemental Educational Services (SES) this school year.  Here are some items to keep in mind:

· The eligible children are the low-income students; there is no academic need requirement for SES.

· The district must remain neutral in regard to the SES providers.  No district employee may act in any way to suggest endorsement or disapproval of a provider.

· You may not solicit or accept donations in money, goods, or services from any provider.

· Parents choose which providers they wish to serve their children and the subjects in which they want their children tutored.

· Parents of eligible children must receive an annual notice about SES that includes the selection form.  The district is distributing that notice to parents this year by __________.  You will be provided with a few copies of this notice in case a parent should request a copy.

· The selection form is due back from the parents by __________.  Parents should send the forms to your school, and you should forward those forms to _________ in the district office by ___________.

· Additional information about SES is available via the Illinois State Board of Education’s SES website (http://www.isbe.net/ses/default.htm), and questions may be addressed to ISBE SES staff.
SES is challenging to implement but may be of benefit to many of our students.  Please help to make this program a success at your school.  Contact _______________ if you have any questions.
