
State Tutoring Fund
General Information, Tutorials, and Requirements
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Introduction
Tutoring is individualized, supplemental remedial instruction of specific
standards‐based skills and concepts. The goal is skill development and
measurable improvement.

• Implementation of topics presented in this PowerPoint are mandatory in
order for an LEA to receive payment from ADE.
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Eligibility for State Tutoring
The state statute has not changed, therefore we are using the opinion
of the Attorney General’s office.
An informal opinion from the Attorney General’s Office states that
students attending a school that demonstrates a below average level
of performance, are eligible to receive services from the State Tutoring
Grant.

“A.R.S. 15-241 R: The parent or the guardian of the pupil may apply to the department of
education, in a manner determined by the department of education, for a certificate of
supplemental instruction from the failing schools tutoring fund established by this section. Pupils
attending a school assigned a letter grade of D or F or a pupil who has failed to pass one or
more portions of the Arizona instrument to measure standards test in grades eight through twelve
in order to graduate from high school may select an alternative tutoring program in academic
standards . . .”
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Supplemental State Tutoring
Key Points:
 Tutoring should be individually focused with no more than five
students per group and is to be delivered in a separate classroom or
workspace.

 Tutors are responsible for developing the method to demonstrate
improvement for each student.

 General tutoring is not allowed by this grant and, as such, tutoring
has to be centered around a specific weakness.

 Not to be used as a homework club or drop‐in program.
 Tutoring funds only pay for salaries & benefits. Funds will not cover:
transportation, supplies, or indirect costs.
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Supplemental State Tutoring
If tutoring is to take place during school hours, it must be during a non‐core class. The following are 
classes are considered core classes:
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Core Content Areas

American Government Foreign Language Physics

Art General Science Political Science

Biology Geography Reading

Chemistry Mathematics Reading Interventions

CTE Classes Math Interventions SEI Classroom

Earth Science Music Social Studies

Economics Performing Arts SPED

English Physical Science Visual Arts



Coordinators
A coordinator’s role is the organization, implementation, and execution of the
tutoring program in accordance with the grant requirements. The new rate for
each coordinator is now $300 per session starting FY17.

The coordinator oversees the following:
• Eligibility of all tutoring participants
• Completed Certificates of Supplemental Instruction
• Accuracy of  Sign‐in Sheets
• Helping tutors with online access for logging hours
• Assistance with attesting student improvement
• Remaining informed about any State Tutoring Program changes

6



7

• Tutoring Checklist



Certificates of Supplemental Instruction (CSI)

• The tutor is responsible for filling out all portions of the certificate minus
the attestation of improvement and other involved parties’ signature(s).
Completed certificates should be kept at the site of tutoring (vendors may
keep it with their respective business office).

• The certificate is used to initiate an agreement of tutoring between the
tutor and student/parent. Before any tutoring is to take place, it should be
filled out completely, except for the signed attestation of improvement.
After tutoring is completed and the student has shown progress, the
attestation of improvement should be signed.
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Certificates of Supplemental Instruction (CSI)
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RESPONSIBILITIES CONTINUED 

Communication 

Provider will inform parent/guardian/educational surrogate about the student’s progress. 

Frequency: ☐Weekly  ☐Monthly  ☐Other                    

Cancellation of Contract 

A) The parent/guardian/educational surrogate or the provider may cancel this agreement if either the student does 
not attend and participate in sessions as agreed to, or the provider does not provide services as agreed to in the 
agreement. 

B) If  a  school  offers  both  a  State  Tutoring  Program  and  permits  outside  provider(s)  on‐site,  the  parent  of  a 
participating student must choose one: the school’s program or one of the five approved‐providers’ programs. If a 
parent  is  dissatisfied,  he/she  can  change  programs.  The  new  tutor  must  complete  another  Certificate  of 
Supplemental Instruction and notify the on‐site program coordinator. The new tutor registers as a secondary tutor 
in order to enter data into the online system.

SIGNATURES & CONTACT INFORMATION 

Provider (tutor) and parent hereby certify that we have agreed to the points in this Certificate.

Tutor Name (Print)                 Date               

Tutor Signature                

Parent/guardian/educational surrogate             Date               

Parent/guardian/educational surrogate email:             

Parent/guardian/educational surrogate phone:           

Principal’s Signature Approving Prep Hour Tutoring (If Applicable)                   

Once tutoring is finished: principal/outside provider’s CEO or administrator acknowledges that the identified 
skill/concept was reasonable and whether the student has shown academic improvement in that skill/concept. 
 

Principal/CEO/Administrator Signature             Date               

 

STUDENT INFORMATION 

First Name           MI     Last Name                 

Date of Birth                        Grade                SAIS#                   

 

☐Student is Attending an Underperforming or Below Average School  

 

Name of School__________________________   Name of LEA __________________________ 
 

RESPONSIBILITIES 

Skills/Concepts To Be Tutored 

Check Subject Area(s) To Be Tutored:  ☐ELA  ☐Reading  ☐Writing  ☐Mathematics  

Most important skill/concept from Arizona Academic Standards to be studied (fill in below) 
Example: elements of literature or data analysis, not improve reading/writing/math 

Primary Skill/Concept:                      

Secondary Skill/Concept (If needed):                  

Parent will agree to release his or her student’s test data, if necessary, so that the skill to be studied by the student can be 
identified. The student will be tutored in the specific subjects and skills that he/she needs. 
 
The student must demonstrate through any oral or written measurement, determined by the tutor, that he/she has learned 
that  concept.  “The  State Board  of  Education  shall  annually  review  academic  performance  levels  for  providers  (tutors) 
certified pursuant to this subsection and may remove a provider at a public hearing from an approved list of providers if 
that provider fails to meet its stated level of academic improvement.”(15‐241Q) The Provider shall make no changes in any 
student’s goals without the written consent of the student’s parent.  If student  is disabled, state how the goals fit with the 
student’s individualized education program (IEP) under Section 6 15(d) of the Individuals with Disabilities Education Act. 

Tutoring Dates & Times 

Provider & parent/guardian/educational surrogate have set the following dates for tutoring sessions. All sections must be filled out. 

Start Date       End Date       Total Number of Sessions            

Time of the sessions             to                   During Prep Time:      ☐Yes     ☐No 

Which days of the week tutoring is to take place:

☐Monday  ☐Tuesday  ☐Wednesday  ☐Thursday  ☐Friday  ☐Saturday  ☐Sunday 
 

 

 

Updated for FY17



Certificate of Supplemental Instruction (CSI)
Student Information

• The SAIS number, Date of Birth and relevant eligibility checkboxes must be 
recorded on the document.

Skills/Concepts
• Areas to be tutored must be relatable to what the student’s needs are in the areas 

of math and/or reading. Specific skills must be listed. “To improve reading” is not 
acceptable. 

Tutoring Dates
• Should be filled out prior to tutoring beginning and should be similar to what is to 

be logged on the sign‐in sheets. Can be adjusted later to reflect major changes.
Communication

• Indicate how and when tutor will communicate with parents.
Signatures and Contact information

• Tutor sign and date; parent sign and date and provide contact information; 
Principal to sign if tutoring is during teacher prep time. 

• Once tutoring is finished, a principal/CEO/administrator signs the CSI for an 
attestation of improvement.
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Supplemental State Tutoring
The number of sessions should be predetermined PRIOR to tutoring beginning. Determine the start
and end dates of tutoring (1). Then determine the time of day for each session (2) and then mark
which days you will see that student (3). Using a calendar, count how many days you will see that
student between your start date and end date. That number goes in the Total Number of Sessions
field (4). We understand there are ½ days, holidays, in‐service days, etc… so this number may not
match exactly to your final report but it should be close. Any major changes to the schedule should
be noted on the CSI.
Please make sure to note if you are tutoring during your Prep time. Principal Authorization Required.
YES!!! It’s that easy!
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Sign‐in Sheets
Supporting documentation which provides ADE records to
match with logged tutor hours. All sign‐in sheets must be signed
or initialed by attending students.
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Tutor Logging System
Overview
Usernames and passwords will be determined by the administrator at each
LEA, unless you work for a vendor, and then ADE staff will issue log in and
passwords. Please retain your log‐in information for sequential terms. You
do not need a new login or password for every session.

New this year, you must provide your FCC#. Fingerprint clearance card
number. (not currently implemented)

Communicate with the person/people coordinating the program to ensure
that your hour(s) get logged properly and you do not exceed the allocations
for your LEA.

Progressively log your hours; do not wait until the last week to report all of
your hours, as this will cause a shut down of the system. It also causes
confusion and will delay the final AP report for payment .

Additional sessions will not be opened after the end date. Tutors will also
get paid only according to what was logged in the system. If there are errors
in the system, they must be corrected before the last day to enter
information.
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Tutor Logging System
Some of the new features for tutors include:
• Easier sessions to enter
• The student grade levels will no longer be needed
• Registering students faster (Date of Birth and SAIS number are the only requirements now)
• You will be able to make corrections if anything is entered incorrectly
• You will be able to enter time tutored down to the minute as opposed to 15 minute 

increments
• You will no longer have to take screen shots of hours and sessions entered
• You will have access to run your own reports

At the district level, there is a new feature:
• Maintain control of who is accessing the system
• Adding the FCC#
• Running reports at the school level and the district level. State Tutoring staff will still run 

reports at the end of each session.

At the school level, coordinators will now be able to:
• Monitoring sessions online
• Run reports
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Other Requirements
During a monitoring of your LEA from ADE, the following 
documentation will be reviewed:

1. Certificates of Supplemental Instruction (CSI)
Any documentation which supports the attestation of 
improvement should be kept with the CSI

2. Sign‐in Sheets signed or initialed by attending students

The certificates and examples of sign‐in sheets can be found on 
the state tutoring website.
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Q & A
All relevant documentation and information can be found at the following web 
sites:
• http://www.azed.gov/state‐tutoring/
• http://www.azed.gov/state‐tutoring/grant‐applicants/
• http://www.azed.gov/state‐tutoring/tutors/
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Stephanie Washington | Joanna Heinz
statetutor@azed.gov

602‐542‐7466 | 602‐542‐4755

Arizona Department of Education
State Tutoring

1535 West Jefferson Street, Bin 32
Phoenix, Arizona 85007



Completion Survey
Please acknowledge that you have reviewed this presentation by 
inputting your name, name of school, name of 
LEA(district/charter) or vendor, and the date of entry after 
clicking the link below:

https://www.surveymonkey.com/r/StatetutoringFY17
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