				
Comprehensive Self-Assessment Desk Audit (CSADA) Workbook


Directions: 
This document is provided to districts as a framework to monitor compliance with Policy 2419 and the Individuals with Disabilities Education Improvement Act of 2004.   Several of the indicators directly correlate to the State Performance Plan (SPP) and the Annual Performance Report submitted to the Office of Special Education Programs.  Submission of the Comprehensive Self-Assessment Desk Audit (CSADA) to the Office of Assessment, Accountability and Research (OAAR) is required once every five years unless otherwise directed.  However, districts are encouraged to use this document to monitor compliance annually.  

Compliance Indicators:
For all compliance indicators the required target is 100% compliance. Indicators rated as Not Met require submission of an Improvement Plan to the OAAR for correction.  The noncompliance must be corrected as soon as possible but in no case later than one year from the date of the Letter of Finding provided by the OAAR.  

Performance Indicators:
These indicators are evaluated using the state target from the SPP and provided in the document.  If the district is at or above the state target, the status determination is Met.  If the district is found below the target, the status determination is Not Met and an Improvement Plan must be developed.  If a district is exempt from the target due to cell size the indicator will be rated as Met.  However, if a district is determined as meeting the target due to cell size a review must be conducted to determine if an improvement plan is warranted.  

To complete the CSADA Workbook, the district Steering Committee will review the required data and determine if the district meets the target for each indicator.  Supporting documentation utilized in the determination of district status, including the CSADA Workbook, must be maintained for five years.
Specific indicators have been identified by the OAAR as non-applicable for the West Virginia Schools for the Deaf and Blind (WVSDB) and the Office of Institutional Education Programs (OIEP) due to the individual nature of the services provided at those facilities.





	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE in the LRE that promotes a high quality education and prepares them for employment and independent living.

	Indicator
	Citation
	Compliance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.1
	Policy 2419 Chapter 9
	Each public agency must provide special education and related services to a student with an exceptionality in accordance with an individualized education program (IEP).    
	100% of files and corresponding documentation verifying all services are implemented.
	· WVEIS Student Schedules
· General File Review Checklists
· General File Review Checklist Summary
· Related Service Provider Log
· WVEIS Condensed Master Schedule by Teacher AOS.920
	· Met
· Not Met

	Probe Questions:  
· Do IEPs and student schedules align?
· Are IEPs implemented as written?
· Are general education and service providers informed of their responsibilities with regard to IEP implementation?
· Does the availability of services and personnel dictate IEP Team decisions?
· How do schools develop schedules to ensure IEP implementation and the continuum of services?









	Improvement Plan Draft:













	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE in the LRE that promotes a high quality education and prepares them for employment and independent living.

	Indicator
	Citation
	Compliance Indicator
	Target District Notes
	Required Data Sources
	Agency Status

	1.4
	Policy 2419 Chapter 10
	Parents of students with exceptionalities are appropriately informed about parental rights and responsibilities.
	100% of parents are informed of their parental rights and responsibilities.


	· General File Review Checklists
· General File Review Checklist Summary

	· Met
· Not Met

	Probe Questions:  
· Does the district provide notice of procedural safeguards through mass mailings?
· How does the district document the provision of procedural safeguards for the following:
· Upon initial referral or request for evaluation?
· Upon the first occurrence of a filing of due process or state compliant?
· Upon disciplinary removal resulting in a change in placement?
· Upon request by a parent/adult student?






	Improvement Plan Draft:

















	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE in the LRE that promotes a high quality education and prepares them for employment and independent living.

	Indicator
	Citation
	Compliance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.5
	Policy 2419 Chapter 10
	Written notice must be given to the parents of an exceptional student or the adult student within a reasonable time (five days) before the public agency proposes to initiate or change the identification, evaluation or educational placement of the student or the provision of FAPE to the student or refuses to initiate or change the identification, evaluation or educational placement of the student or the provision of FAPE.
	When required, Prior Written Notice is provided 100% of the time.

	· General File Review Checklists
· General File Review Checklist
Summary
· Discipline File Review Checklists
· Discipline File Review Checklist
Summary

	· Met
· Not Met



	Probe Questions:  
· Is the district documenting Prior Written Notice (PWN) following an IEP Meeting?
· Is the district providing PWN before proposing or refusing to initiate or change the student’s identification, evaluation, educational placement or provision of FAPE?
· Is the district providing same day PWN for disciplinary removals resulting in a change in placement?

	Improvement Plan Draft:















	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE  in the LRE that promotes a high quality education and prepares them for employment and independent living.

	Indicator
	Citation
	Compliance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.10
	Policy 2419 Chapter 7
	The district implements the required procedures when a student with a disability is removed from school for disciplinary reasons beyond ten cumulative days and the removal does not constitute a change in placement.
	The district follows policies and procedures 100% of the time when removal of a student with a disability does not constitute a change of placement.
	· District Special Education Data Profile
· Most Recent 10th Month Discipline Report
· Discipline File Review Checklists 
· Discipline File Review Checklist Summary
	· Met
· Not Met


	Probe Questions:     Reference required Documentation / Probe Questions on the Discipline File Review Checklist.
· Reference required Documentation / Probe Questions on the Discipline File Review Checklist.
· Have administrators received training in policies and procedures related to the discipline of special education students?
· What action has the district taken to train administrators in alternative options to suspension of students with disabilities?
· Has staff received training in how to conduct Functional Behavior Assessment (FBAs) and develop appropriate Behavior Intervention Plans (BIPs)?
· Are BIPs targeted to address the specific behavior that lead to the suspension of students?  Are BIPs being implemented appropriately with supportive documentation?
· Has the district supported the School-Wide Positive Behavior Support Program?  If so, what changes have occurred as a result?

	Improvement Plan Draft:


















	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE  in the LRE that promotes a high quality education and prepares them for employment and independent living.

	Indicator
	Citation
	Compliance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.11
	Policy 2419 Chapter 7
	The district implements the required procedures when a student with a disability is removed from school for disciplinary reasons and the removal constitutes a change of placement.
	The district follows policies and procedures 100% of the time when removal of a student with a disability constitutes a change of placement.
	· District Special Education Data Profile 
· Most Recent 10th Month Discipline Report 
· Discipline File Review Checklists
· Discipline File Review Checklist Summary
	· Met
· Not Met


	Probe Questions:     Reference required Documentation / Probe Questions on the Discipline File Review Checklist.
· Have administrators received training in policies and procedures related to the discipline of special education students?
· What action has the district taken to train administrators in alternative options to suspension of students with disabilities?
· Has staff received training in how to conduct FBAs and develop appropriate BIPs?
· Are BIPs targeted to address the specific behavior that lead to the suspension of students?  Are BIPs being implemented appropriately with supportive documentation?
· Has the district supported the School-Wide Positive Behavior Support Program?  If so, what changes have occurred as a result?

	Improvement Plan Draft:




















	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE in the LRE that promotes a high quality education and prepares them for employment and independent living.

	
Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	1.19
	Policy 2419 Chapter 1
	Provide eligible exceptional students an instructional day, a school day and school calendar at least equivalent to that established for non-exceptional students of the same chronological age in the same setting.
	100% of exceptional students have an instructional day, school day and school calendar equivalent to non-exceptional students of the same chronological age in the same setting.



	· Current bus schedules transporting SWD.
· Current bell schedules for every school.  (Must have start and stop times.)
· Current school year’s calendar.
· Doctor’s orders for SWD who attend on a shortened school day.
	· Met
· Not Met




	Probe Questions:
· Are SWD receiving a full school day?
· Are buses transporting SWD arriving later than those transporting SWOD?
· Are buses transporting SWD departing earlier than those transporting SWOD?
· Are students with exceptionalities provided IEP services for a full school calendar year?

Note:  Exceptional students’ school day must begin and end at the same time as non-exceptional students’ school day.  Any exceptions must have a valid doctor’s order.






	Improvement Plan Draft:











	Monitoring Priority Area:  I.   Free appropriate public education (FAPE) in the Least Restrictive Environment (LRE), which includes graduation rates, dropout rates, participation and performance in the statewide assessment, suspension rates, parent involvement, child find and placement in the LRE.

	Goal:   All students with exceptionalities receive a FAPE  in the LRE that promotes a high quality education and prepares them for employment and independent living.

	
Indicator
	Citation
	Compliance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.21
	Policy 2419 Chapter 1

Policy 6200
	Provide classrooms for eligible exceptional students that are adequate and comparable to the classrooms for non-exceptional students.
	100% of classrooms for eligible exceptional students are adequate and comparable to the classrooms for non-exceptional peers.

	· School Schematics (must include square footage of each classroom).
· Results of School Visits
· Previous monitoring findings on facilities issues.
	· Met
· Not Met


	Probe Questions:  
· Are special education classrooms of adequate size?
· Do special education classrooms meet the requirements of Policy 6200. 
· Are special education classrooms provided furnishings, equipment and technology comparable to general education classrooms? 









	Improvement Plan Draft:
















	Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.1
	Policy 2419 Chapter 6

	The district maintains required caseload limits.
	100% of professional special education personnel are within overall caseload limits and per period caseload limits.
	· WVEIS Caseload Report
· Per Instructional Period Roster
· WVEIS Print Teacher Rolls SCH.538 (Middle and High School – (Elementary When Available)
· WVEIS Condensed Master Schedule by Teacher AOS.920
· Per Instructional Period Teacher Made Schedules (Elementary Level Only When WVEIS Report Unavailable)
· WVEIS Student Schedules
	· Met
· Not Met



	
Probe Questions:
· Are teacher rosters per instructional period for direct service in the SEE environment within allowable limits as required by Policy 2419?
· Are case management caseloads within allowable limits as required by Policy 2419?
· Are speech pathologist caseloads within allowable limits as required by Policy 2419?
· Are special education teachers providing direct instruction in pullout settings for more than one core content subject?
· Does the availability of services and personnel dictate IEP Team decisions?
· How do schools develop schedules to ensure IEP implementation and the continuum of services?

	Improvement Plan Draft:






	Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.3
	Policy 2419 Chapter 9


	It is the responsibility of each public agency to collect and maintain current and accurate student data, which verifies the delivery of a free appropriate public education and report data as required.

	Current and accurate data are maintained, verified and reports are submitted in a timely manner.
	· Most Recent 2nd Month Report
· Most Recent December 1 Child Count Report
· WVEIS Special Education Data Entry
· Related Service and Para Professional Report
	· Met
· Not Met



	Probe Questions:
· Who enters WVEIS data?
· How do districts check accuracy of data in the WVEIS?
· Are suspensions/expulsion entered into the WVEIS?
· Do student discipline and attendance records match?
· Is the director/designee submitting required reports on or before the due date?
· 

	Improvement Plan Draft:
















	Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.4
	Policy 2419 Chapter 5
	IEPs are written to include all required components.
	Files reviewed must meet 80% compliance on the General File Review Checklist for every compliance standard.   
	· General File Review Checklist
· General File Review Checklists Summary
	· Met
· Not Met



	Probe Questions:   Please reference the General File Review and Developmental File Review Checklist.





	Improvement Plan Draft:






	
Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.5
	Policy 2419 Chapter 10
	Collect, maintain and disclose personally identifiable student data in accordance with state and federal confidentiality requirements.
	100% compliance with state and federal confidentiality requirements.
	· Copy of Annual Notice to Parents
· Countywide Policy 4350 Training/FERPA
· Agenda
· Attendance Roster
· Verification of Access Lists
· Access Logs
	· Met
· Not Met


	Probe Questions: 
· How are all  personnel informed of their responsibilities with regard to Policy 4350 and FERPA?
· Do personnel maintain access logs in student files?
· Are access labels listing personnel having access to student records posted on file cabinets?


	Improvement Plan Draft:



















	Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	
Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.7
	SPP/APR 
Indicator 13
	Students age 16 and above have an IEP that includes coordinated, measurable, annual IEP goals and transition services that will reasonably enable the student to meet the post-secondary goals.
	100% of IEPs for eligible students include a statement of transition services that is based on appropriate assessment results and prepares the student for identified postsecondary outcomes.
	· Transition File Review Checklist
· Transition File Review Checklist Summary
	· Met
· Not Met


	Probe Questions:
· Are students with disabilities trained in and utilizing self-advocacy?  
· Are transition assessments, including students’ individual interests, preferences and vocational/academic aptitudes considered and documented?  
· Are work-based learning experiences and postsecondary goals aligned with classroom instruction for students with disabilities?   
· Does the district invite the student and an agency representative to IEP meetings?  

Note:  Documentation reflects secondary students’ files randomly selected by OSP for the Transition File Review.

	Improvement Plan Draft:










	Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.9
	Policy 2419 Chapter 5
	Prior to a student with a disability or a student identified as exceptional gifted reaching the age of 17, the district will provide notice to the students and their parents of the transfer of rights at age 18.  
	100% of the students with disabilities and students identified as exceptional gifted and their parents receive timely notice of the transfer of rights prior to age 18.
	· General File Review Checklists 
· General File Review Checklist Summary
	· Met
· Not Met


	Probe Questions:
· How does the district implement the transfer of rights to students at age 18?

Note: The district is required to review ten files of students reaching the age of majority.  If the General File Review Checklist does not yield ten applicable files, the Steering Committee must include additional files to meet the minimum  requirement..



	Improvement Plan Draft:












	Monitoring Priority Area:  III.  General Supervision, which includes effective transition from early intervention to public school programs, effective secondary transition and post school outcomes, correction of non-compliances with IDEA requirements and effectiveness of the monitoring and dispute resolution systems.

	Goal:      Effective general supervision of the implementation of the Individuals with Disabilities Education Act (IDEA) is ensured through the local 
education agency’s (LEA) utilization of mechanisms that result in all eligible children with exceptionalities having an opportunity to receive a free 
appropriate education (FAPE) in the least restrictive environment (LRE).

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	3.10


	Policy 2419 Chapter 3
	Prior to a student exiting as a result of graduation or age, the student is provided with a summary of his or her academic achievement and functional performance, including recommendations on how to assist the student in meeting his or her post secondary goals.
	100% of students with disabilities who have exited have a Summary of Performance Report in their file.
	· List of Graduating Seniors
· File Review Summary of Recent Graduates and/or Copies of the Summary of Performance for Exiting Seniors

	· Met
· Not Met


	Probe Questions:


Note:  Districts will review files of recent graduates/exiting seniors to verify the Summary of Performance Report is in their file.  
A random sample of student files consists of a minimum of 10 student files selected across all special education categories.  If the graduating/exiting class is less than 10, all files must be reviewed.


	Improvement Plan Draft:
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