Arizona Department of Education (ADE)
Supplemental Educational Services (SES)

Canvassing Agreement

Provider: Promotional Materials approved? Y /N
Signature:

Some background information:

Statistics: In 2008-09, approximately 6,000 out of a total of 39,000 eligible student slots were
filled. This equates to approximately 15% of our eligible students. Parents may be reluctant to
attend school functions and, therefore, may not have a real opportunity to learn about SES.

What is canvassing?

Door-to-door and public venue solicitation with face-to-face interaction by approved SES
providers.

Who can canvass?

Employees and contractors of providers:

=  Employees must be at least 18 years of age, and providers must verify I-9 documentation
and E-verify.

= All canvassers must be W-2 employee or 1099 contractors with W-9 information on file.

= Canvassers cannot be students receiving SES services.

= Canvassers must have full background/criminal checks performed by an accredited
agency. Fingerprint cards meet this requirement.

= Canvassers must be trained on SES, their company, and safety guidelines.

= Providers are responsible for the actions of their canvassers.

= The burden of proof lies with the provider to ensure proper canvassing and the LEA may
choose to re-assign students if any activities are deemed questionable.

= Canvassers and providers will adhere to the of Professional Conduct and Business
Ethics for Supplemental Educational Services (SES) Providers posted on the ADE
website at http://www.ade.az.gov/asd/Title1l/SES/.

What materials and information do canvassers need?

= Canvassing cannot commence before the Parent Notification letter is sent out. Check
with the LEA regarding canvassing for summer programs.

= Promotional materials used in canvassing must be approved by ADE and made available
to LEAs. Materials should be written in English and Spanish.

= Providers must notify the LEA SES Coordinator of all canvassing activities and designate
specifically which neighborhoods and public sites will be included.

= Providers may ask (not demand) LEAs for a map of eligible attendance areas.

= Canvassers should be prepared to reassure parents that canvassing is done randomly
and that the school did not distribute directory information, if applicable. In some cases,
the LEA will have provided such information. Providers who have previously served
families may also already have directory information.

= Providers must seek permission from the building principal before canvassing
on-site. Canvassing at a school should not occur during busy times like the start and end
of the school day. Canvassing at a school or school event requires permission from the
principal. This includes leaving information with school personnel.


http://www.ade.az.gov/asd/Title1/SES/

= Providers should use the LEA’s SES Application and may need to add canvassing details
to it.

a) The LEA’s SES Application must include the same information as the generic
example available on ADE SES website.

b) LEA Applications should be customized to include specific information such as
the schools involved and LEA/school contact information.

c) Applications used for canvassing should be coded for tracking.

d) Applications must include a space for canvassers to identify themselves and
the provider for whom they work.

e) Providers may choose to keep a log of the families they have contacted.
Providers may follow up with LEAs to see if SES Applications have been
returned to the LEA and processed.

f)  Applications must include a space for the LEA SES contact name and number
with instructions to call with any complaints.

= Canvassers must have the complete list of approved providers for the LEA’s attendance
area. The list must include a brief description of each provider.

= Canvassers must instruct parents to choose 3 providers. Do not pre-populate!
Applications not completed correctly may be voided by the LEA.

= Canvassers must remind parents that the LEA will determine eligibility for the SES
program.

= Canvassers must remind parents to return the Application to the LEA/school. Under no
circumstances are providers allowed to collect or return Applications.

= Canvassers cannot promise a set number of hours of tutoring.

= Provider flyers to be used in canvassing must be approved by the state and must be
available to LEAs. The flyers must include a “complaint” phone number to be used by
parents and other stakeholders.

= Canvassers must be easily identified as an employee (agent) of the provider.
For example, canvassers should wear a name badge or company shirt.

= All canvassing will cease at dusk.

= Under no circumstances should a canvasser enter the premises, even if invited in.

Direct mailings

= Providers are allowed to contact previous customers. In this case, the SES Application
must still include three choices of providers. As always the SES Application must be
returned to the school by the parent, not the provider.



