BOCES Arts in Education & Exploratory Enrichment
A “How-To” Guide for Schools
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What BOCES AIE does

· BOCES contracts with presenters & organizations (museums, theatres, etc.)  and pays them

· BOCES takes care of fingerprinting if necessary

· BOCES provides resources for finding and hiring presenters – 

· Online directory of providers

· Artists Showcases

· Library of materials

· Bi-monthly mailings -- includes current bookings by all school districts – so you can get a sense of what other districts are doing and if they might work for you

· Provides group booking opportunities (a chance to share costs of bringing in a presenter from outside the area at a reduced rate)

· Your school district will receive BOCES aid -- reimbursement for a portion of the cost of the program (see your district business manager for details)

Eligible programs

· Field trips, Residencies, Workshops, Assemblies, Professional Development for Teachers, Curriculum development, Student fees for arts conferences (i.e. NYSSMA).  Student Activities must be an integrated part of the school day, or be tied to the school day curriculum, Sept. – June.   Professional staff development and curriculum development can take place all year long.  Cost of materials used during student activities, staff development and curriculum development is also aidable.  

· Music, Drama, Visual Arts, Dance, Science, History… Museums, Theatres, Broadway, Individuals, Organizations -- located anywhere in the world.

· Programs requiring Pre-Payment are eligible (like zoo trips, theatre trips)  

· Hundreds of AIE and EE presenters are already in the BOCES directory – these programs are all eligible for aid

· BOCES can review new artists, presenters, organizations and projects that a school district identifies and their programs can also be eligible.  The key is:  addressing those arts standards and integrating them!

What’s the process?

·  School delegates a person – an Arts in Ed liaison -- to complete the BOCES  program request(s).  Ideally (but not always!)  this person has a committee and works with the principal, teachers, parents, the district’s business office, custodians and school personnel to plan and coordinate the Arts in Ed program(s).   Liaisons can be teachers, parents, administrators, librarians …. anyone who is interested in helping to bring arts and enrichment to the curriculum.

· School plans a program with a presenter – verifies they are in the BOCES directory – if not, school asks BOCES to review the presenter for elgibility. 

· School sends in a program request to BOCES  – ideally one month before the program begins

· BOCES charges the school district for the actual program cost plus 20% for facilitation (directory, contracts, showcase, etc.)

· BOCES sends a contract to the presenter
· BOCES sends a 2-part verification report form to the school’s AIE liaison

· Program happens

· School completes the verification report and sends it to BOCES

· Once verification is received, BOCES pays the presenter --

· 4 - 6 weeks after program (by contract)

· usually much sooner

· Can pay them in the week following the program if school returns verification quickly

· Can pre-pay before performance or trip if REQUIRED (see more info below.)

· During the following school year, your school district will be reimbursed by the state of New York for a portion of the cost of the program you booked.  The amount of reimbursement is based on your district’s state aid ratio and may vary from 30 to 90 percent.  Your school district business manager should be consulted for more precise percentages.  The state sends the reimbursement in the form of 3 lump sum payments (Combined  reimbursement for ALL BOCES programs the school district received… not just AIE and EE.)  The first one is received in January.  With the second and third coming a few months later.

Guidelines for AIE programs

· Must address NYS Learning Standard(s) for the arts.  Creative writing is also eligible (ELA standard #2) 

· BOCES-reviewed artist or organization

· Listed in the directory 

· New artists/organizations should complete the BOCES on-line application 2 months prior to the program OR
· BOCES can review and accept a presenter without the application on a case-by-case basis.  
· Student transportation costs ARE NOT eligible for BOCES aid (artist transportation & lodging are)

· Admission tickets to museums, plays, concerts ARE eligible for BOCES aid

· AIE programs do not need to be shared with other school districts

Guidelines for EE programs 

· Address at least one Career or Academic Learning Standard

· BOCES-reviewed presenter

· Already listed in the directory as “Exploratory Enrichment” provider

· If not in the directory, considered a new presenter -- complete the online application 2 months prior to the program OR

· BOCES can review the presenter without an application -- if well known -- national reputation 

· Presenter’s transportation & lodging ARE eligible for BOCES aid
· Student transportation costs ARE NOT eligible for BOCES aid

·  Student food costs ARE NOT eligible for BOCES aid

· Admission tickets to museums ARE NOT eligible for BOCES aid (program fees are)

· Activities must be shared by 2 school districts 
· In-school -- same program within the school year

· Out-of-school -- field trips 

·  2 school districts must attend at the same time OR

· Within 5 - 6 weeks if the both groups cannot be accommodated simultaneously
· Schools are encouraged (but not required) to find their own sharing partners – use the AIE list serv – BOCES will try to help -- if share partner not found, aid will not be given on that program.

Fuzzy Areas -- AIE or EE? 

History, Science, Motivational speakers, Character Ed  presenters

· Typically considered EE and may be listed as such in the directory…but if students engage in activities which address an arts standard…

· Submit as an AIE Program request -- include a lesson plan

·  For example:  Students go to the zoo – art teacher creates lesson plan which enables them to draw animals on-site, or come back to the classroom and use the zoo trip as an idea generator, addressing visual arts standards

· For example:  Students see a character ed or motivational speaker – classroom teacher has them create their own skits and characters (addressing theatre arts standards) as a response to the performance

Using the AIE Online Directory 

· http://www.artsineddirectory.org.  

· Click on link for Members on the left

· Enter user ID:  wswhe (must be all lower case)

· Enter  password:    monet  (must be all lower case)

· Click on link to continue

· Search by presenter name, topic, geographic proximity, genre

· Anyone in your school can use

· Just because a presenter is listed as Exploratory Enrichment does NOT mean that their individual programs cannot be considered AIE – if a program meets arts standards it falls under AIE

· Information is kept up to date by artists themselves….. make sure to verify costs, addresses – might be listed incorrectly in the directory.

What is the AIE  List Serv? 

·  A community e-mail group that enables you to easily share information with other liaisons on the list serv

·  Anyone in your school can join – administrators, teachers, parents

·  Use it to ask the group’s advice about programs or presenters you are considering,  or to find a partner to share costs with another district

·  Receive messages from all the other liaisons who have joined the list serv

·  Easily send messages to all the other liaisons who are part of the list serv

·  Discuss topics as a group – electronically

How to Join the AIE List Serv
· Send an e-mail message to: listserv@listserv.wswheboces.org

· In the space provided for the message, type:

SUBSCRIBE AIE FirstName LastName

· If I were going to subscribe I would type the message: 

SUBSCRIBE AIE Caren Snell
· TO SEND MESSAGES:

Send them to: AIE@listserv.wswheboces.org
Booking AIE and EE Programs
3 FORMS

· AIE Request Form

· EE Request Form

· School Report - Verification Form

WILL  PRESENTER BE WORKING MORE THAN 5 DAYS for you in the school location?  

· Please notify BOCES AIE office immediately so we can arrange for fingerprinting.  (NYS law required)

MAKE SURE TEACHERS KNOW that ALL AIE and EE PRESENTERS in the school location must be supervised at all times by a school employee.

Booking AIE and EE Programs—

Program Request Forms

·  Make arrangements with presenter

· Use proper request form -- AIE or EE

· Send program request to BOCES at least 1 MONTH prior to the program

· If new presenter (needs BOCES approval) send to BOCES 2 MONTHS prior  

· BOCES 3-part form (You can keep 2 bottom copies)

· BOCES will assign a unique program number after receipt.

· Presenter’s address for mail -- contract, payment -- don’t go by directory!

· Program cost can include presenter’s hotel/transportation.

· Residencies -- multiply days x number of class periods

· Must have approved administrator’s ORIGINAL signature on bottom (no faxes)

· Must notify us of any changes in cost, dates, number of students, cancellation

Booking AIE and EE Programs-- School Report  2-part Verification Form 
· There are 2 parts – Part One authorizes us to pay the presenter. We can’t pay the presenter until we have this.  Please verify information is accurate and send back Part 1 ASAP after a performance/trip is complete so we can pay the presenter in a timely way. 

· Part 1 must have approved administrator’s ORIGINAL signature (no faxes)

· Verify cost, number of students and dates on Part 1.

· Part 2 is to be completed by the teacher or person in the school who can evaluate the program best. 

Booking Scotia Glenville Children’s Museum Programs

·  Offers scores of in-school workshops

·  Some programs address arts standards, others do not

·  For simplicity, we consider all programs to be EE – use EE program request form

·  To save time, make a boilerplate original EE form with all your school and the Scotia Glenville info on it.  Photocopy several times and fill in only program specifics and get ORIGINAL signature of administrator – send to BOCES
What if a Program Requires PRE-PAYMENT? 

BOCES can arrange prepayment on tickets or programs that require pre-payment -- like those on Broadway or trips to the Bronx Zoo.  The procedure for AIE tickets which require payment prior to the performance or visit is different from normal, but easy to do:
 

1.  You contact box office/group sales agent and reserve tickets for the date desired.  Ask the box office to:
i. Prepare an invoice listing WSWHE BOCES as the agency responsible for payment

ii. This payment must be for the student PROGRAM part of the costs only (not student transportation)
iii. Fax a copy of the invoice to you
iv. Fax a copy of the invoice to WSWHE BOCES (if they are willing) - our fax number is 518-581-3589.
v. Ask the box office/group sales agent to give you their Federal Tax ID number.
vi. Arrange for the tickets to be held at the box office or to be mailed directly to you at the school.
 
2.  Complete an AIE program request form.  Include the complete name and address of the theatre/group sales agency to whom the check should be made payable, along with their Federal Tax ID number.    At the top of the AIE program request form, write the word "TICKETS" in large red letters.
 
3.  Send in the request form along with a copy of the invoice you received from the box office or group sales agency.
 

THAT's IT!  BOCES will pay the box office/ticket agency ahead of time, before the deadline, to ensure that your tickets are reserved.  However, once we pay, your school will not be able to cancel, and will be required to pay BOCES for the expense.  If you have any questions about how this works, give the BOCES office a call.
NEW YORK STATE LEARNING STANDARDS for the ARTS

STANDARD 1: CREATING, PERFORMING, AND PARTICIPATING IN THE ARTS 

Students will actively engage in the processes that constitute creation and performances in the arts (dance, music, theatre, and visual arts) and participate in various roles in the arts. 

Students will improvise, compose, and perform music, dance, and theatre pieces and will create visual art works. When students express their artistic ideas, they share with others their creations in a specific medium using the techniques of that discipline. Expression, technique, and sharing are the heart of the arts and arts education. 

STANDARD 2: KNOWING AND USING ARTS MATERIALS AND RESOURCES 

Students will be knowledgeable about and make use of the materials and resources available for participation in the arts in various roles. 

To create and perform in the arts, people must convert ideas to sounds, images, or actions in different media. They must, therefore, know about the basic properties of the various mediums (such as pitch and duration in music or line and color in the visual arts), and how they work together in a performance or creation (such as harmonious movement in dance or tone of voice and gesture in theatre). 

STANDARD 3: RESPONDING TO AND ANALYZING WORKS OF ART 

Students will respond critically to a variety of works in the arts, connecting the individual work to other works and to other aspects of human endeavor and thought. 

Expressing and sharing one's understanding and evaluations of artistic creations or performances is an important part of education in the arts. By understanding the connection between our responses to and preferences about art works on the one hand and the conditions that caused them, we gain an understanding of the arts and how to analyze and interpret them. Arts education programs encourage and guide students in this critical process. 

STANDARD 4: UNDERSTANDING THE CULTURAL DIMENSIONS AND CONTRIBUTIONS OF THE ARTS 

Students will develop an understanding of the personal and cultural forces that shape artistic communication and how the arts in turn shape the diverse cultures of past and present society. 

Students should learn to connect the various art objects and performances with the people who created them and with the cultures that shaped the artists and their expressions. An arts education program will engage students in making the connections between the art works and the cultures from which they arise. 

Learning Standards For The Arts, New York State Education Department

The following information has been modified from materials originally created by the Nassau BOCES Arts in Education BOCES.  Our thanks to them!

GUIDELINES FOR HIRING ARTISTS

TELL THE ARTIST:
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Describe your school, your students and any special goals this program needs to address.  Explain the following: provide the artist with details which will be of help to him/her such as:

· The age of the students who will participate 

· The size of the audience 

· The location in which the program will take place 

· The day/week/month of the program 

· The time allotted for the program 

· The amount of money you have to spend. (Don't be shy about negotiating fees with artists!) 

· Whether or not you want to include a "prep" workshop for teachers prior to the artists' visit 

ASK THE ARTIST:

· To explain cost of the program/services you wish to purchase, making sure you are very specific about your needs and interests; 

· To clarify any "hidden" costs such as travel, supplies, etc.; 

· To describe whether or not he/she can tailor the program to meet your needs; 

· To describe special performance needs - lighting, a special dance floor, extra large space (then honestly assess whether or not you can meet these technical needs); 

· To explain any special needs he/she might have before or after the performance (help moving props and sets, dressing rooms, parking, bottled water, etc.); 

· To check his/her availability on date and at the time you prefer; 

· To describe study guides and resource materials which will be made available to teachers prior to the performance 

FORMALIZING YOUR AGREEMENT WITH THE ARTIST

Once you are certain you have found the right artist, it is very important to double-check dates of the performance/program with the school principal and others who will be involved to ensure that the time is convenient for everyone. After that it is important to follow each step, below, to guarantee that everything proceeds smoothly and all legal requirements are met. 

1. Contact the artist by telephone to confirm the date of the program and to make certain the artist understands that you are working with BOCES and that payment will be made by WSWHE BOCES. During this conversation, obtain all information you will need to complete the PROGRAM request form. Request copies of artists' study guide for all teachers and students if applicable. 

2. Contact the school principal and to confirm the date of the program. 

3. Complete the AIE or EE Program Request form. 

4. Obtain an authorized signature. (No forms can be accepted by BOCES without this individual's signature.) 

5. Forward the request form to BOCES. (Requests MUST be received by BOCES at least four weeks prior to the program or the first date of the program if the artist will be returning). 

6. Keep a copy of the Request Form for your records! 

7. Send travel directions and the school's telephone number to the artist along with a letter confirming date, time and exact location of the program. 

8. Distribute study guides to all teachers whose students will participate in the program. 

9. At least two weeks before scheduled program, check to be sure the school has received its copy of the BOCES verification form.   IF not, contact our office immediately.

10. Make sure the verification form has been signed by a school administrator and returned to BOCES immediately following the performance.  BOCES cannot pay an artist until this form has been received.  Without this form, BOCES cannot generate aid for your school district.


PLEASE NOTE: The BOCES contract is a legal and binding contract between the artists and the school district. Do not sign any contract presented to you by the artist which includes cost of program, cancellation policies, cancellation fees, deposits, liability issues, etc. If you sign such a contract you may be held responsible by the artist.

It IS permissible to sign a letter of agreement stating the physical requirements the artists requires:  space, equipment, etc.  It is important that the school meets these requirements.


A FEW MORE HINTS…

When choosing a program for your school, make certain that:

…YOU TRY TO PREVIEW THE ARTIST'S WORK.
It is ALWAYS best to hire an artist after you have personally seen his/her work, or have discussed the program, in detail, with a school administrator or teach who recommends them. 

…THE PROGRAM IS BOTH ENTERTAINING AND EDUCATIONAL. 
Schools are places for learning. While an Arts in Education program should be interesting and hold the attention of students, programs which are only entertaining do not belong in the school schedule.

…THE PROGRAM REINFORCES THE SCHOOL CURRICULUM. 
Artists in Schools programs should relate to one or more parts of the school curriculum. They might reinforce learning in the music, art, dance, and/or theatre curriculum. They might also support the social studies, history, geography or even science curriculum. 

…THE PROGRAM IS OF THE HIGHEST QUALITY YOU CAN AFFORD. 
Your students deserve the best! At times it might be better to hire a single artist or a small group of high quality rather than a large group which will not provide a program which meets your standards.

…THE ARTIST PROVIDES MATERIALS ABOUT THE PROGRAM. 
Teachers need study guides and other materials in order to adequately prepare the students for the artists' visit. Study guides should also include suggestions for integrating the program into the curriculum after the event.

…THE TEACHERS HAVE TIME TO PREPARE THE STUDENTS. 
Teachers should speak with students to describe who is coming to their school, what will happen and how it relates to their curriculum. Teachers might talk about what an artist does (especially important if students are young) and, prior to the event, they should use the resource materials provided by the artists.

…THE ARTISTS ARE PROVIDED WITH THE SPACE, MATERIALS AND EQUIPMENT THEY REQUIRE.
Extend the hospitality of your school to the artist. Make certain that all the needs he/she described are met and, if possible, greet the artist with a cup of coffee and a donut or a bottle of water. Sometimes artists have traveled a long way to get to your school; make certain that you direct them to restroom facilities and that someone is available to support them if a question arises regarding electrical outlets, etc.

PLEASE NOTE: Although you will often find the statement in publicity materials distributed by some artists, no artist is "BOCES Approved"! Only you can decide if an artist is appropriate for you students and BOCES places that decision firmly in your hands.





























































