Standard Operating Procedures

1.0 Legal Foundations and Governance

1.1

14

1.5

16

17

19

Operational Procedure Manual

Superintendent’s Review of Organizational Chart

Vision and Mission of Institutional Education Programs

Core Values and Guiding Principies

Non-Discrimination in Juvenile and Adult Correctional Facilities

Logo and Motto




4.0 Programs and Services

4.2

4.2 a

4.2a

4.2b

4.3

4.3a

4.3b

43.1

46.1

4.7.1

4.7.2

4.9

4.10

4.15a

4.15b

4.17

4.17

4.18

4.18a

4.191

4.21a

4.21b

4.23

424

Curriculum

Access and Storage of Cumulative Records for Students in Juvenile Education Programs
Education for Segregated, Restricted or Suspended (SRS) Juveniles
Education for Segregated, Restricted or Suspended (SRS) Adult Inmates
Intake Process for Adult Education Programs

Orientation Services in Juvenile Facilities

Orientation Services in Adult Correctional Facilities

Intake Process for Juvenile Education Programs

Adequate Facilities, Technology and Materials

Transition Curriculum in Adult State Correctional Facilities

Transition of Youth From OIEP Schools to the Community and Local Schools
Supplemental Education Programs in Juvenile and Adult Facilities

Post Secondary Education

Comprehensive Developmental Guidance for School Counselors in Juvenile Facilities and
Anthony Correctional Center

Education Counseling in Adult Facilities

Promotion/Graduation of Students in Juvenile Education Programs
Graduation Exercises Adult State Correctional Facilities

Student Academic Achievement Testing in OIEP Facilities

Pre-Post TABE Testing in Juvenile Facilities

General Educational Development (GED) in Juvenile Facilities

Maintenance, Transfer and Disclosure of Student Records In Juvenile Facilities
Student Cumulative Records, Access and Storage in Adult Correctional

Use of Educational Information for Treatment Planning and Classification

Non-Traditional Courses in Juvenile and Adult State Correctional Facilities



West Virginia Department of Education
Office of Institutional Education Programs

Operational Procedures

Section Legal Foundations and Governance

SUPERINTENDENT’S Number 1-4

RE , Effective Date | February 1, 2010
VIEW OF Revision Date | February 1, 2010

ORGANIZATIONAL Revision No.

CHART Page No. 10f1

1.0.

2.0

3.0

4.0

5.0

6.0

Approval: M :}— (/\) W
PURPOSE: U

To establish a consistent review and distribution of the West Virginia Department of Education’s
(WVDE) organizational chart.

APPLICABILITY:

Procedures apply to the Office of Institutional Education Programs and all Institutional Education
Programs.

POLICY STATEMENT:
This policy provides accessibility to an organizational chart for the benefit of all OIEP facilities.

DEFINITIONS:
None.

PROCEDURES:

1. The Superintendent will obtain and review, on an annual basis, the most recent copy of
WVDE’s organizational chart.

2. The WVDE organizational chart will be posted on the WVDE website.

3. The Superintendent shall provide recommendations for revisions to the organizational chart
to the Assistant superintendent of Schools.

AUTHORITY:

State Board of Education Policy 1471: Education in the State’s Correctional Institutions: Mission
and Goals. Section 5. Implementation Procedures.
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PURPOSE: /

This operational procedure offers guidelines for the administration and issuance of the West Virginia
General Educational Development (GED) Diploma to select students in juvenile facilities in
accordance with State Board of Education Policy 2444.4: Issuance of the State of West Virginia
General Educational Development (GED) Diploma Based Upon Passage of the GED Tests.

APPLICABILITY:
Procedures apply to all Institutional Education Programs located in state juvenile facilities.

POLICY STATEMENT:

The Office of Institutional Education Programs (OIEP) provides an opportunity for juveniles to take
the GED.

DEFINITIONS:
4.1 None

PROCEDURES:

5.1 The principal and/or lead teacher is responsible for the implementation of this procedure.

5.2 Students sixteen (16) years of age or older may take the GED while residing in an OIEP
facility.

5.3 The Student Assistance Team (SAT) will receive all recommendations for students to take
the Official GED.

54 Students being considered for the GED may be offered an opportunity to take the Official
GED Practice Tests (OPT). No version of the OPT will be reused with the same student
within a three (3) month time period.

5.5 Students may be considered for administration of the Official GED providing the student:

a. Issixteen (16) years of age or older;

b. Has received educational and career counseling by education staff to develop an adequate
educational/vocational transition plan, which shall be documented and signed by both the
student and the education staff providing counseling;

c. Has a true credit deficit — any sixteen (16) year old student who has completed three (3)
semesters of high school and has three (3) or fewer credits, any student, sixteen (16)
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years old or older who could not complete credit requirements for a high school diploma
before his/her twentieth (20™) birthday.
d. Has the approval of probation, if applicable, and parent(s);

e. Achieves a minimum score of 420 on each individual subtest of the Official GED
Practice Tests (OPT) with a total score of 2250;

f. Completion of Request for Testing Accommodations, should the student qualify;
. Proficiency with the use of the calculator(s) approved for use by GED.

g
h. Students who do not pass GED when first administered must make a 450 on each
individual test on the OPT before retesting.

5.6  Adjudicated students under the control of a court will be given an opportunity to take the
GED with a court order from a judge or a magistrate designated as a juvenile referee.

5.7  Students who receive a GED prior to or during their residency in a facility may continue to
pursue the requirements for a high school diploma or other educational or
career/technical/vocational programs available in the facility.

AUTHORITY

6.1 State Board of Education Policy 2444.4: Issuance of the State of West Virginia General

Educational Development (GED) Diploma Based Upon Passage of the GED Tests.
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1.0 PURPOSE:

To uniformly assess student achievement and to determine student eligibility for completion
of the General Education Development (GED) Program or West Virginia High School
Diploma.

2.0 APPLICABILITY:
Procedures apply to all Institutional Education Programs located in the state correctional
institutions and regional jails.

3.0 POLICY STATEMENT:
The application of procedures for academic achievement testing in facilities ensures that all
students receive appropriate and uniform academic placement and that they are given
opportunity to earn GED or West Virginia High School Diploma.

4.0 DEFINITIONS:
4.1 “TABE” means Test of Adult Basic Education
42  “GED” means General Education Development

5.0 PROCEDURES:

5.1 Educational programs under the Office of Institutional Education Programs shall
assess student academic progress. Testing Assessments may include TABE, Official
Practice Test, the GED test, Plato assessments, vendor standardized tests, teacher
made test.

5.2 Procedures for TABE are as follows:

a. The TABE will be used to (1) determine student placement and progress in
reading, math, and language arts over a period to time; and (2) can be used to
determine readiness for Official GED Practice Test.

b. Adult inmates are first administered the TABE upon enrollment in school if the
intake testing is older than six months.

c. The appropriate level(s) of the TABE, (L, E, M, D, and A) to be administered
is determined by the TABE Locator Test.

d. The TABE will be administered according to test directions with appropriate
level of supervision to ensure compliance with directions and no compromising
of the test.

e. The tests and answer keys will be stored and maintained under lock and key.
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f. The use of inmate aides for administering the scoring of the test as well as
recording test results is prohibited.
g. TABE tests will be scored, when appropriate, using Scantron.
h. Test results will be recorded on the adult education transcript and maintained
in the school office.
i Answer sheets will be kept in the student’s file.
] Alternate forms of the TABE (9 and 10) will be used when the student takes
the test more than one time.
k. If the student comes in with TABE survey, complete alternate battery can be

53

5.4

used as follow-up.

Procedures for the official GED Practice Test are as follows:

a.
b.

C.

f.
g.

h.

The Official Practice Test, Steck-Vaughn, or the Official Practice Test
computer version, will be used to determine readiness for the GED test.

The practice test will be administered in conjunction with scheduled GED
testing. Practice scores are valid for two GED testing cycles.

The practice test will be administered by the ABE/GED instructor or a staff
member designated by the principal or lead teacher.

Test forms will be alternated for each student who takes the test more than one
time. Examiner must use form PD, PE, PF, or PG of OPT.

The practice test will be timed as per test instructions and administered under
the following conditions: (1) Testing sessions are conducted according to the
test directions with appropriate levels of supervision to ensure compliance with
directions and to not compromise the test, and (2) inmate aides are not to have
access to the test or answer keys.

The test and answer key will be stored under lock and key.

The results will be recorded on the adult education transcript and maintained in
the school office.

Answer sheets will be kept in the student’s file.

Procedures for the GED tests are as follows:

a.

b.

The GED tests (American Council on Testing, 2002) will be used to determine
GED program completion.

The tests will be administered to each enrolled student who scores a passing
score (450 average 420 minimum, total score 2250) on the Official

Practice Test.

The GED test is administered a minimum of four times per year at each
institution.

The GED test will be administered by a West Virginia State Department of
Education approved examiner or alternate examiner.

The GED testing sessions are conducted according to test directions with
appropriate levels of supervision to ensure compliance with directions and no
compromising of the test.

Test results are recorded on the adult education transcript and maintained in
school office.
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The principal and/or lead teacher will ensure that the test administrator
complies with all state and federal regulations.

h. The principal or lead teacher will ensure that all students believed to have a
physical or learning disability are given proper tests to determine if
accommodations for GED testing are required.

1. Students retesting must make a score of 450 on the OPT on each part they will
be retaking.

Students sixteen (16) years of age or older may take the GED while residing in an
OIEP facility.

The Student Assistance Team (SAT) will receive all recommendations for students to
take the official GED.

Students being considered for the GED may be offered an opportunity to take the
official GED Practice Tests (OPT). No version of the OPT will be reused with the
same student within a three (3) month time period.

Students may be considered for administration of the official GED providing the

student:

a. Is sixteen (16) years of age or older;

b. Has received educational and career counseling by education staff to develop
an adequate educational/vocational transition plan, which shall be documented
and signed by both the student and the education staff providing counseling;

C. Has a true credit deficit — any sixteen (16) year old student who has completed
three (3) semesters of high school and has three (3) or fewer credits, any
student, sixteen (16) years old or older who could not complete credit
requirements for a high school diploma before his/her twentieth (20™) birthday;

d. Has the approval of probation, if applicable, and parent(s).

Adjudicated students under the control of a court will be given an opportunity to take
the GED with a court order from a judge or a magistrate designated as a juvenile
referee, given in 5.5 of this procedure.

Students who receive a GED prior to or during their residency in a facility may
continue to pursue the requirements for a high school diploma or other educational or
career/technical/vocational programs available in the facility

AUTHORITY:

6.1
6.2

Employee Handbook for Institutional Education Programs.
State Board of Education Policy 2444.4: Issuance of the State of West Virginia

General Educational Development (GED) Diploma Based Upon Passage of the GED
Tests.
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1.0 PURPOSE:

To provide a framework for administering a pre and post testing program for juvenile facilities
throughout the Office of Institutional Education Programs (hereinafter, OIEP) to demonstrate and
measure educational achievement as required by the No Child Left Behind Act (hereinafter, NCLB).
The student data is used for continuous systemic program improvement.

2.0 APPLICABILITY:
Procedures apply to all juvenile facilities located within OIEP.

3.0 POLICY STATEMENT:

The consistent implementation and maintenance of the pre and post testing program is essential to
meet the standardized data collection and reporting requirements of the NCLB.

4.0 DEFINITIONS:

4.1 TABE - Test of Adult Basic Education.

4.2 Intake — enrollment into Office of Institutional Education Programs.

43  Exit - students discharged from Institutional Education Programs.

4.4 Transfer - a student moves from one Institutional Education Program facility to another.

4.5 Exiting Without Prior Notice - students who leave Institutional Education Programs’
facilities prior to sufficient notice to administer TABE post-testing.

4.6  Testing Window — predetermined times when TABE Survey will be administered to students;
July, October, January and April. The Office of Institutional Education Programs will
determine the testing window and notify the facilities.

5.0 PROCEDURES FOR OIEP JUVENILE FACILITIES (WVDHHR):

5.0.1  OIEP Juvenile facilities will administer the Practice Exercise and Locator Test prior to every
TABE Survey. This will be done to ensure students are tested at the correct level.

5.0.2  OIEP Juvenile facilities will administer the pre-TABE Survey (Test 1 — Test 7) to students
within twenty (20) school days after intake.
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Students transferring from one Institutional Education facility to another shall receive a
TABE post-test at the facility in which the student resides during the next scheduled testing
window or prior to the student exiting the facility.

If a student exits an OIEP facility prior to the established testing window, the previous TABE
will serve as a TABE post-test for the students (student must have completed at least two test
administrations). Facilities will make every effort to ensure TABE post-test data is collected.
The quarterly testing window for administering the TABE will be established by the Office
of Institutional Education Programs. The months in which the TABE will be administered
are July, October, January and April (Note: This is a minimum number for test
administration, OIEP facilities can test more frequently as needed to capture post-test student
data). Also, when administering the TABE, alternate forms should be utilized for each
testing window.

Principals will submit a TABE Testing Irregularity Form (Form 5.0.6) for students not
administered TABE post-testing due to exiting without prior notice or other reasons beyond
the control of the OIEP facility.

Initial intake TABE Survey results will serve as the starting point for measuring the
maintenance and improvement of educational achievement.

TABE student test data will be entered into the TABE Database within 5 school days the
testing window. The results will be disaggregated on participation by gender, race, ethnicity,
and age, not less than once every 3 years as required by the No Child Left Behind (NCLB)
Act, Section 1431.

All students identified as Limited English Proficient (LEP) shall participate in the pre-post
TABE testing as determined by the LEP committee. Using the LEP Inclusion
Documentation Form, the committee will determine the appropriate accommodations and/or
with modifications, if any (Policy 2417).

TABE test booklets will be used only in conjunction with the Pre-Post Achievement Testing
Program. Use of TABE test booklets, copies of the booklets or excerpts from the test
booklets, apart from the scheduled test administration to students, is inappropriate and
unethical. Practice tests, alternate forms, test improvement programs and technology may be
used to prepare students to take the test.

TABE test booklets will be stored in a secure, central location by the test coordinator
consistent with procedures outlined in the WV Measures of Academic Programs Testing
Code of Ethics.

School staff will use the TABE test results for individuals and groups of students for
purposes of instructional planning.

The principal/lead teacher will ensure that staff complies with all applicable regulations

regarding the Pre-Post Achievement Testing in Juvenile Institutions and Short Term Juvenile
Centers.

PROCEDURES FOR JUVENILE CENTERS (WVDJS):

5.1.1

OIEP Juvenile Centers will administer the Practice Exercise and Locator Test prior to every
TABE Survey.







