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TITLE 126
LEGISLATIVE RULE
BOARD OF EDUCATION

SERIES _ _
HIGH QUALITY STANDARDS FOR JUVENILE 
INSTITUTIONAL EDUCATION PROGRAMS (2325)



§126-_ _-1.	General

1.1 Scope. – This rule establishes high quality standards for juvenile education programs in facilities under the governance of the West Virginia Board of Education (hereinafter WVBE) and the State Superintendent of Schools.  The system of performance audits shall assist the Office of Institutional Education Programs (hereinafter OIEP) in ensuring that the high quality standards are met by schools.

1.2 Authority. – West Virginia Constitution, Article XII, §2 and W. Va. Code §§18-2-5, 18-2-13f and 18-2-13h.

1.3 Filing Date. – 

1.4 Effective Date. – 

1.5 Repeal of Former Rules. – Policy 2325

§126-53-2.	Purpose.

2.1.	The purpose of establishing high quality standards for juvenile institutional education programs under the governance of the WVBE and State Superintendent of Schools is to provide for the accreditation of these programs by the Office of Education Performance Audits (hereinafter OEPA).  Program accreditation assures effective and efficient education programs and accountability to the public for the education provided by the West Virginia Department of Education’s Office of Institutional Education Programs in juvenile facilities.	

§126-53-3.	High Quality Standards.

3.1	Operational Procedures.  OIEP shall establish operational policies and implement written procedures that reflect the education standards adopted by the WVBE.  These standards assure that juveniles in facilities under the governance of the WVBE and the State Superintendent of Schools are afforded the opportunity to receive an adequate and appropriate education in accordance with applicable state and federal laws, policies and regulations; continue to advance in school; prepare for reentry to the public schools, postsecondary education or the world of work.

SECTION 3.2

CURRICULUM AND INSTRUCTION

Curriculum and Instruction.  The curriculum and instructional practices of the organization are based on West Virginia Board of Education, hereinafter (WVBE), and the Office of Institutional Education Programs, hereinafter (OIEP), policy and research, and ensure that students have an adequate and equitable opportunity to learn.


3.2.1   Curriculum Based on Content Standards and Objectives.  The curriculum is based on the content standards and objectives approved by the WVBE.  Content standards are used to guide instruction.

VERIFICATION PROCEDURES

Interview appropriate staff and observe classrooms to determine that the curriculum and related resources such as curriculum guides, curriculum materials, and learning activities reflect the West Virginia Board of Education and local content standards and objectives (CSOs).

INTERVIEW SOURCES/QUESTIONS

OIEP Office Staff – Discuss curriculum development.  How do you ensure that the schools’ curricula are based on the West Virginia Board of Education Content Standards and Objectives?  Give examples of curriculum that exceed the minimum content standards and objectives approved by the West Virginia Board of Education.  What is the procedure for distributing the West Virginia Board of Education Content Standards and Objectives to teachers?  Describe how teachers are trained in using the CSOs.

Principal – What methods are used to ensure that the curriculum is based on the West Virginia Board of Education Content Standards and Objectives (CSOs)?  Discuss staff development on the CSOs.  Have the content standards and objectives been distributed to all instructional staff in relation to their teaching assignment?  Discuss strategies that you use to ensure that the content standards are being applied effectively in every classroom.

Teachers – Do you have a copy of the content standards and objectives for the subjects that you teach?  May we review a copy of the content standards and objectives for each program you teach?  How do you incorporate these into your daily instruction and lessons?  Provide examples of how your classroom instruction meets the minimum West Virginia Board of Education Content Standards and Objectives.  What content standard(s) and objectives are being addressed today, this week?  Discuss your planning strategies to ensure that the CSOs are presented and mastered for each program you teach.  How is mastery of the CSOs measured? Are Learning Focused Strategies (LFS) being utilized to deliver instruction? What kind of training have you received for using LFS and WV CSO’s?

 
DOCUMENTATION

· Copies of current West Virginia CSO’s are provided to all teachers.
· Review lesson plans to make sure CSO’s are incorporated into lesson plans.
· Discuss and/or provide copies of professional development offered at the school.
· Discuss goals of Annual School Improvement Plan


3.2.2   High Expectations.  Through curricular offerings, and instructional and administrative practices, staff demonstrates high expectations for the learning and achieving of all students.

VERIFICATION

Conduct interviews and classroom observations for evidence that the curriculum and instructional practices reflect high expectations for all students including subgroups as defined by No Child Left Behind Act of 2001 (NCLB).  Verify that instructional time is emphasized.  Determine that classroom strategies encourage learning, curriculum is rigorous, and instruction challenges all students to achieve. Verify through observation; principal, teacher, and student interviews; and review of documentation that staff demonstrates high expectations for each student.  Examine the mission and goal statements, recognition and awards, and student work to determine if all students are expected to achieve.  Observe if the teaching and learning process is occurring in all classes.  Review curricular offerings and scheduling to determine that all students have the opportunity to participate in a challenging curriculum.  Interview the principals and teachers to verify how achievement expectations are communicated to students.  Check for practices that categorize students for instruction, i.e., ability grouping, homogeneous grouping, tracking, clustering, or similar practices.  Determine the enrollment of each subgroup in the higher-level courses.

INTERVIEW SOURCES/QUESTIONS

Principal – Give examples of how high expectations are communicated to and demonstrated for students.  How are high expectations communicated to parents and the host agency?  What programs, methods, or strategies demonstrate high expectations?  Describe specific data that are used to assess students’ progress. How do the teachers demonstrate expectations that all students will perform at a high level?  What strategies and methods are applied to reteach concepts and skills that students have not mastered, i.e., reorganizing class arrangement, peer tutoring, volunteer teaching, practice, computer instruction, etc.?  How are reteaching activities monitored to ensure mastery?  Discuss the feedback that you have given to teachers regarding reteaching, enrichment, and acceleration.  Relate any adjustments in the school’s organizational structure or staff schedules to maximize opportunities to deliver instruction to groups of students.  What is your role in assessing students’ mastery of subject content or to individual students who may need additional assistance?  Describe enrichment activities, programs, and courses.  Discuss accelerated activities, programs, and courses.  
   

Teachers – Give examples of activities or strategies that promote high expectations for all students within your classroom and/or school.  How do you assess skill and content mastery?  Are examples of this assessment available for review?  On what basis are students grouped for certain activities/subjects?  What level is this class?  How do you ensure mastery of CSOs for each subgroup?  How does the class structure communicate that all students are expected to achieve?  Describe how students are scheduled for reteaching and intervention.  How is the material presented differently?  Discuss preteach strategies.  How are time and staffing adjusted for reteaching activities?  How do you work with other teachers to ensure that the correlated objectives assist the learning process?  What professional development opportunities have been provided with regard to high yield strategies?  How are students with disabilities provided access to the general curriculum?  
	

DOCUMENTATION

· Evidence of re-teaching in teacher lesson plans.
· Discuss instructional strategies or activities utilized in classroom.
· Provide copies of master schedule and student artifacts or products.
· Provide copies or discuss the Student Assistance Team, hereinafter (SAT), procedure for the school.

3.2.3   Learning Environment.  School staff provides a safe, positive and nurturing environment that is conducive to learning.

VERIFICATION


INTERVIEW SOURCES/QUESTIONS

Principal - What programs, i.e., educational incentives or positive behavior support programs are offered to create a learning environment conducive to learning?
How is curriculum modified or structured to promote a positive learning environment (i.e. learning focused strategies and usage of essential question)?  Describe any professional development you have received to assist you in providing a sage and nurturing environment? Explain practices communicated to teachers and staff that promote a safe, nurturing, and positive learning environment.  How are students and/or teachers notified of messages, etc.?  Describe programs that are in place to encourage students to interact respectfully with others.  Describe staff development conducted or scheduled that deals with providing a safe and nurturing environment.

Teachers – Discuss classroom management techniques and instructional strategies that promote a safe and nurturing classroom environment.  What programs, i.e., attendance incentives, Responsible Students through Positive Behavior Support Program, student of the week or month, etc., are offered that recognize students’ achievement, citizenship, and/or emphasize learning?  How is the curriculum modified to promote a positive learning environment?  Discuss methods of feedback to students regarding their behavior and performance.  How do you model positive behavior?  Describe staff development that contributes to a safe and nurturing environment.



DOCUMENATION

· Discuss or provide copies of discipline plan, positive behavior programs and/or classroom management plans.
· General displays of learning activities, examples of student appreciation, and academic achievement throughout the school.
3.2.4   Researched-Based Instructional Strategies.  Staff demonstrates the use of research-based instructional strategies that facilitate learning for all students.

VERFICATION

Observe classes and interview the principal and teachers to verify that various instructional strategies/practices are applied that are designed to provide students the opportunity to master the CSOs.  These are the strategies, procedures, methods, techniques and behaviors used by teachers to help students attain mastery.  

Strategies that are effective and have been identified through research and/or practice include:

· grading, commenting upon, and discussing homework assignments in a timely fashion;

· using direct teaching that includes systematic sequencing of lessons, a presentation of content and skills in small steps, feedback, guided practice with close teacher monitoring, re-teaching as necessary, independent practice and homework, weekly and monthly reviews;

· guiding students to see relationships of past and present learning;

· tutoring of students by teachers, peers, and qualified volunteers;

· increasing student participation through cooperative learning;

· employing a variety of instructional techniques and technology utilization to adapt lessons for the needs and interests of individual students and small groups; 

· providing practice in effective work habits as part of instruction to assist students in realizing that it is their job to learn;

· reviewing and reinforcing previously learned skills and, if necessary, reteaching skills before introducing new ones;

· using and reviewing informal and formal assessments to guide instruction;

· providing individual feedback to students on their work and progress;

· providing re-teaching and enrichment opportunities for students;

· using instructional strategies, methods, and techniques that require the student to be actively engaged in the learning process such as advance organizers, summarizing and peer mediated activities (Marzano’s Nine Research-Based Factors);

· providing all students an equal opportunity to respond through differentiated active responding strategies;

· ensuring that the big ideas of course content are organized and primary relationships are clarified through the use of course, unit and lesson organizers;

· linking classroom instruction to the student’s prior knowledge and future work and academic success;

· using strategies that require students to apply academic knowledge in practical situations and problem solving;

· using computers and other technologies, including the West Virginia Virtual School as appropriate, to provide learning opportunities in all subjects for students individually and in groups;

· integrating and interrelating academic and career technical content throughout the curriculum;

· providing a variety of opportunities for cross-disciplinary learning to emphasize the importance of writing in all programs of study; 

· planning and working together and exercising their professional judgment in the classrooms; and 


Effective Life Skills strategies training include:

· coaching and facilitating and

· behavior rehearsal.
	



INTERVIEW SOURCES/QUESTIONS

Principal – How do you ensure that teachers use various instructional strategies and techniques?  How do you ensure that appropriate strategies are used?  How are teachers encouraged to use a variety of instructional techniques?  Is the information and knowledge students are called upon to process, consider, and command presented in a variety of formats and through a variety of methods?  How do you provide feedback to teachers about the instructional strategies used?  What kind of feedback do you provide?

Teachers – Discuss some of the instructional techniques that you use.  Explain how assigned tasks require students to use new or various means of completing the tasks?  Are the products and performances expected of students varied in kind, complexity, and length of time for completion?  What types of technology and equipment are available?  Which have you used?  How do you determine the type of instructional strategies?  What media approaches, styles of presentations, and methods of analysis have your students used?  Give examples of how you address different learning styles and varied student needs.


DOCUMENTATION

· Classroom observations.  Utilization of multimedia equipment, project based learning activities, and display of student artifacts or products.
· Observe utilization of computers and other assistive technology devices during instruction.
3.2.5   Instruction.  Instruction is based on four core academic areas (English/language arts/reading, mathematics, social studies, and science) and programs in developmental guidance appropriate for the student’s developmental and grade level.  Elective offerings must be based on approved WVBE CSO’s or must have written goals and objectives that are approved by the Superintendent of OIEP.  The instructional program will accommodate the frequent entry and exit of students.  Frequent monitoring and assessment of student progress is utilized to guide and improve instruction. 

VERIFICATION 

Conduct interviews and classroom observations and review lessons to verify that instruction and the education program are structured and based on the appropriate programmatic level consistent with Policy 2510.  These include:  Early Childhood Education (grades pre-k-4), Middle Level Education (grades 5-8), Adolescent Education (grades 9-12), and Adult Education.  Verify that the core requirements are taught as specified in Policy 2510 to ensure mastery at that programmatic level.  Determine that work assigned to students is developmentally appropriate in all subgroups.




INTERVIEW SOURCES/QUESTIONS

Principal – Discuss the characteristics of the programmatic level of your school.  Explain the practices that you look for to ensure that instruction is consistent with the programmatic level of your school.  What methods are used to communicate the programmatic definitions in Policy 2510?  Discuss your leadership strategies that ensure instruction is consistent with programmatic definitions in Policy 2510.  What assistance is provided faculty relating to current research, information, and successful instructional practices?  How do you ensure that the programs of study are taught according to Policy 2510? 

Teachers – Discuss instructional strategies and curriculum and how they match the CSOs.  How do you determine that they are appropriate for your programmatic level?  Discuss your instructional methods that provide opportunities for students to master the subject content.  What information or research provided direction for instruction at this programmatic level?  Discuss the procedure for evaluating mastery of the programs of study.  Discuss the procedures incorporated for re-teaching and intervention.  How do you determine that students are progressing and mastering the content?  What provisions or strategies do you use with subgroups in danger of not achieving mastery?

DOCUMENTATION

· Review lesson plans for accommodation, re-teaching and acceleration of lessons.
· Provide examples of student’s artifacts or products.
· Review classroom and master schedules.
· Discuss or provide a copy of curriculum and/or assessment guides utilized to guide or enhance instruction.

3.2.6   Instruction in Writing.  Instruction in writing shall be a part of every student’s weekly education program.  Feedback on student writing shall be provided.

VERIFICATION

Conduct interviews and observations to determine that writing instruction is applied throughout all curricular areas.  Check to verify that the principal ensures that resources, technical assistance, and professional development are provided.  Conduct observations and interviews to determine that teachers establish expectations for written work, students write frequently in all subjects, and that teachers model parts of the writing process.  Review samples of student writing, science laboratory reports, etc., for evidence of instruction in the writing process on a weekly basis.  Determine that a variety of writing activities are utilized that may include essays, fiction and non-fiction writing, laboratory reports, journal writing, outlines, short answer, etc.  

INTERVIEW SOURCES/QUESTIONS

Principal –   What methods are implemented to correct identified individual student weaknesses?  How are writing rubrics communicated to students?  Describe ways in which teachers encourage students to write in all curricular areas.  Discuss how you ensure that standard writing practices are followed in all grades and programs of study.  

Teachers – Tell me how you require students to follow standard writing practices such as writing in complete sentences, using correct grammar, using correct spelling, and using words correctly.  Discuss ways that students are prepared for writing assignments.  How often do your students write?  What kinds of writing assessments are assigned? How do you grade writing assignments?  Discuss feedback to students concerning written work.  Provide examples of writing assignments.  How frequently is writing taught?

DOCUMENTATION

· Provide samples of student’s writing and/or portfolios.
· Discuss or provide examples of assessments used to evaluate student’s writing.
· Review teacher lesson plans.
3.2.7   Instructional materials and Library/Technology Access.  All students have access to approved and appropriate up-to-date textbooks, instructional materials, and other resources in all curricular areas.  Students have regular access to library/educational technology centers or classroom libraries.  

VERIFICATION

Conduct interviews and observations to determine that students have regular access to library/educational technology centers or classroom libraries that enable them to develop such skills as retrieving, receiving, and using information.  Verify that technology is used throughout all programs of study.  Check instructional schedules, classroom schedules, and/or media logs.  Verify that these centers are accessible throughout the school day.  Ask teachers how they utilize the library.  Check library/educational technology resources to verify that materials are up-to-date and appropriate for the level served.  Check for evidence that students are provided opportunities to use technology as a tool for learning, processing, and communicating information.  Examples may include appropriate use of multimedia, Internet, distance learning, or other instructional technology tools.  Verify that staff and students are aware of West Virginia Board of Education Policy 2460, Safety and Acceptable Use of the Internet by Students and Educators.

INTERVIEW SOURCES/QUESTIONS

Principal – What types of technology are available?  Describe the strategies that teachers apply in integrating technology into the instructional program.  How are technology resources made available to teachers and students?  Are classes held in the library/technology center?  

Teachers – How do you provide student access to a library/technology center or classroom library?  Is there any time that the library is closed or student access is limited?  How do you integrate technology into the curriculum?  Discuss activities utilizing technology.  What types of technology are available?  Discuss research assignments.  How is the library/educational center or classroom library used to develop skills such as retrieving, receiving, and using information?  How do you use the results of the instructional technology to adjust instruction?  How do your students incorporate technology in the writing process?  What staff development on using technology has been available?

DOCUMENTATION

· Review lesson plans for evidence of utilization of technology or assistive technology devices.
· Discuss or review the OIEP Technology Plan.

3.2.8  Multicultural Activities.  Multicultural activities are included at all programmatic levels with an emphasis on prevention and zero tolerance for racial, sexual, religious/ethnic harassment or violence (Policy2421).

VERIFICATION

Policy 2510, Section 5.5.6., describes the multicultural education program. – Multicultural Education – A program that fosters an attitude of understanding and acceptance of individuals from a variety of cultural, ethnic, racial and religious backgrounds.  (See Section 9.7 and 126CSR18, WVBE Policy 2421, Racial, Sexual, Religious/Ethnic harassment and Violence Policy, hereinafter Policy 2421.)

Section 9.7. of Policy 2510 sets forth the requirements of multicultural education.  Multicultural education is required to be taught to all students at all programmatic levels, pre-k-4, 5-8, and 9-12.  Schools/school systems are required to develop and implement a program for multicultural education.  (See Section 5.56. and Policy 2421.)

Racial, Sexual, Religious/Ethnic Policy 2421; Harassment and Violence Policy, sets the requirements for schools in West Virginia to affirm respect for individuals.

Section 11.1. of Policy 2421 describes the requirements for multicultural programs.

Each agency must develop and implement an education program for each programmatic level, K-4, 5-8, and 9-12, as well as a program for all faculty and staff.  The programs, at a minimum must: raise awareness of the different types of harassment, how it manifests itself, its devastating emotional and educational consequences, and its legal consequences.  In addition, multicultural education programs must be developed and implemented for faculty, staff and students to foster an attitude of understanding and acceptance of individuals from a variety of cultural, ethnic, racial and religious backgrounds.

Conduct interviews, observe classrooms, and review documentation to verify that multicultural activities are included at each programmatic level.  Determine that the school has taken measures to promote racial, sexual, religious/ethnic tolerance among staff and students.  Determine that the school has educated the students on the responsibilities of mutual respect, behavior, and understanding of diversity.  Review OIEP’s plan for implementation of Policy 2421, written plan.  Section 5.1 of Policy 2421 states, “These plans shall reflect the particular needs of students to study and learn in an environment free from harassment and violence and the particular needs of staff members to work in an environment free from harassment and violence.”  Check to verify that OIEP and school have implemented multicultural activities from their formal program for each programmatic level, K-4, 5-8, and 9-12 to raise awareness of the different types of harassment, how it manifests itself, its devastating emotional and educational consequences, and its legal consequences. Verify how multicultural education programs are developed and implemented for faculty, staff and students to foster an attitude of understanding and acceptance of individuals from a variety of cultural, ethnic, racial and religious backgrounds.  Check to determine that all components of multicultural activities are included in the school’s curriculum and instruction as specified in Policy 2421.
What staff development have you attended on preventing, recognizing, and dealing with racial, sexual, religious/ethnic harassment or violence?
How are multicultural activities included in the instructional program?
Discuss the school plan for implementing multicultural activities.

Principal – How are multicultural activities included in the instructional program?  What strategies are in place to promote an atmosphere for tolerance and diversity?  Explain how you ensure that all components of Policy 2421 are included in instruction.

Teachers – How are multicultural activities included in the instructional program?  What staff development have you attended on preventing, recognizing, and dealing with cultural, racial, sexual, religious/ethnic harassment or violence? Discuss the school’s plan for implementing multicultural activities.

DOCUMENTATION
· Discuss or provide a copy of the school’s multicultural plan.
· Review lesson plans for integration of multicultural activities.
· Discuss and/or provide documentation of staff development provided to school personnel.

3.2.9   Instructional Day.  Priority is given to teaching and learning with a focus on the active engagement of students during designated instructional class time.  An instructional day is provided that includes a minimum of 315 minutes for kindergarten and grades 1 through 4; 330 minutes for grades 5 through 8; and 345 minutes for grades 9 through 12.  The school submits to OIEP a calendar with a minimum of 180 instructional days (W. Va. Code §18-5-45; Policy 2510).   An extended school term is provided as required by statute or interagency agreement.
  
VERIFICATION

Policy 2510 describes instructional as time allocated within the school day for the teaching and mastery of content standards and objectives.  Verify, through interviews, observation, and reviewing documentation that the instructional day is a minimum of 315 minutes for grades 1 through 4; 330 minutes for grades 5 through 8; and 345 minutes for grades 9 through 12.  This time includes only the time that students are receiving instruction and does not include class changes.  Review the school’s master schedule as well as individual teacher’s schedules.  

Check to verify that prior to the beginning of each school year that the principal and teachers of every school have determined time allocations within the school calendar.  (Section 7.2.11. of Policy 2510)

7.2.13. of Policy 2510 states, “A county board of education that proposes to schedule class periods in a manner that results in fewer than 8100 minutes of instructional time allotted for a high school course credit must obtain a waiver from the West Virginia Board of Education prior to implementing such a schedule.  Courses approved through the West Virginia Virtual School approval process may be exempt from this requirement.  

Verify that each school calendar meets the required number of days of instruction during the regular school term and schedules are organized to maximize academic learning time and provide reteaching and intervention through a variety of strategies which may include, but are not limited to, restructuring the school day, providing extra tutorial sessions, utilizing appropriate technology, extending the school day, and/or extending the school year. Observe the school and classrooms and interview the principal(s) and teachers to determine that priority is given to uninterrupted instruction and student engaged time on task.  Check to determine that instructional time is maximized.  Observe classroom activities to determine if the activities are relevant and maximize instructional time.  Observations may include students arriving to class on time and prepared to work; teachers are prepared to initiate instruction as soon as students enter the room, there is a smooth transition from one activity to another, and out-of-class activities are limited.

INTERVIEW SOURCES/QUESTIONS

Principal – How are school calendars?  Are there days in which learning times are limited due to nonacademic activities?  When schedules are developed and instructional time allocated, what is the basis of decisions?  What is the length of the instructional day in your school? 

Teachers – Discuss the basis for determining instructional time allocation.  Are there days in which learning times are limited due to nonacademic activities?  How is time assigned to tasks that ensure each student will be able to perform at his or her optimum levels?   Discuss the basis for specific instructional program time allocations. 

DOCUMENTATION 
· Discuss how the school calendar was developed and provide a copy of the current calendar.
· Review school and classroom schedules to determine if instructional minutes are being meet.


3.3.1:  Mission and Goals.  The mission and goals of the organization/school provide direction for planning the school’s education program.

VERIFICATION

Interview principal and teachers to ensure there is adequate understanding of the mission and goals for the individual school and the Office of Institutional Education Programs.  Observe school surroundings for evidence of the items listed below;

· A mission statement exists at the agency and local/school levels.
· The mission statement is publicly displayed.
· Goals have been set by the agency and by the schools.

INTERVIEW SOURCES/QUESTIONS

Principal- How are the mission and goals communicated to the school program?
Was the staff involved in developing the school’s mission and goals?  Have you ever revisited the school’s mission and goals to insure that they are still applicable to your population?

Teachers - Do you know the mission statement of the school?  Have you ever participated in reviewing/revising the mission statement? If so, explain how?  Have you participated in setting annual school goals?  If so, explain how?  Do you believe that the instructional practices at your school reflect the schools mission and goals?  Please explain.

DOCUMENTATION

· Copies of handbooks and policy available at the school.  
· Provide copies of minutes of staff meetings during which annual goals were set, “Approved” Annual School Improvement Goals.
· Prominent display of mission and goals in the school. 
· Both the agency and school have included the mission statement in at least 2 circulated documents, such as, but not limited to school brochures, staff and student handbooks, policy, and major documents, such as 5-year strategic plans.
· Goals for the agency have been published in the 5-year strategic plan and within policy.
· Goals for the school are developed by the principal/lead teacher and staff annually and submitted to the Superintendent for approval.
· School goals are tracked and outcomes are reported to the Superintendent

3.3.2. Strategic Plan. School leaders collaborate with school staff to develop and implement a formal, written strategic plan.  The strategic plan is based on data regarding student achievement, program delivery and student outcomes.  The strategic plan provides for establishment, implementation, evaluation and monitoring of a continuous process of school improvement.  The strategic plan is reviewed and updated annually.

VERIFICATION

Review OIEP’s Five-Year Strategic Plan and the school’s Annual School Improvement Plan(s) and verify the implementation of plan.  Verify that the strategic plan has a mission and goals to improve schools and school system performance and progress.  Verify that the desired results for student performance are responsive to student learning needs.    Check to determine that the strategic plan is implemented and revised. Check to determine that the Annual School Plan is based upon OIEP’s Strategic Plan.  

INTERVIEW SOURCES/QUESTIONS

Principal - How and when do you implement/review the Strategic Plan with your staff?
Do you and your staff have an opportunity to provide input/feedback for the Strategic Plan?  How is this accomplished?  Do you involve your staff with the development of Annual School Improvement Goals, relative to the Strategic Plan?  How do you accomplish this?  How often, throughout the school year, do you and your staff revisit the Annual School Improvement Goals, to determine progress?

Teachers - Have you had the opportunity to become familiar with the Agency’s Strategic Plan?
Have you had the opportunity to provide input for the Strategic Plan and Annual School Improvement Goals?  How was this accomplished?  Have you had the opportunity to study student data, trends, and outcomes, which effect or determine your school improvement goals?  How and when was this accomplished?  Were you involved in tracking the progress of Annual School Improvement Goals?  How was this accomplished?

DOCUMENTATION

· A current, up-to-date agency strategic plan exists.
· The strategic plan contains data regarding student achievement, program delivery and student outcomes.
· An evaluation mechanism exists within the strategic plan for the school improvement process.

· The current strategic plan.
· Sections within the strategic plan that specifically address the use of data to evaluate needs and outcomes.
· Staff meetings at the local and agency level, during which the strategic plan was reviewed and/or updated at least annually.
3.3.3   Data Analysis.  The school analyzes, interprets, and uses student assessment and performance data to identify and assist students who are below grade level in achieving mastery of the state CSO’s.  The school uses multiple measures to annually evaluate program effectiveness.

VERIFICATION

Review OIEP Operational Procedure(s) related to student assessments to be given and the use of data from those assessments. Examine school procedures to see which assessments are given to students at intake and during the year, how the results of such assessments are reported to teachers, and how the results are utilized to place students and guide instruction.  In addition, explore how analyzed assessment data is used in strategic planning for the school?

INTERVIEW SOURCES/QUESTIONS

Principal - What assessments are given students at intake? What assessments are given throughout the school year? When and how is TABE given? Where is assessment results recorded?  How is information disseminated to teachers? How is assessment results used to place students? 

Teacher - When and how are assessment results given to you?  Does the school use assessment results to place students? If yes, how is the assessment data used to determine placement?  How do you use assessment results in planning your instruction?

DOCUMENTATION

· Review all assessments results and student files for assessment results.
· Examine SAT meeting forms and IEPs to determine effective use of data in making instructional decisions for students. 
· Interview teachers to determine how data-driven decisions guide instruction.

3.3.4   Staff Development.  The organization and school provide for the delivery of professional growth and development opportunities for employees.

VERIFICATION

Review the OIEP Operational Procedure relating to Professional Development.  Review school procedures and documents recording individual staff professional development hours.  Review strategic plan annual goals and/or action steps for the relevance of the professional development to the strategic plan.

INTERVIEW SOURCES/QUESTIONS

Principal - How do you decide what professional development opportunities are provided to your school staff and what role does your staff have in making those decisions?  How do you monitor the completion of professional development hours?  Do school staff members participate in ongoing staff development opportunities in addition to those provided by OIEP and your school?

Teachers - How many hours of professional development are you required to complete?
What are the professional development opportunities given to you?  How does the principal know that you have all of your hours? 


DOCUMENTATION

· Review professional development logs. 
· Review IS day agendas and/or other documentation related to the completion of professional development.


3.3.5   Counseling Services.  School counselors in long-term juvenile education programs spend at least sixty percent (60%) of their work schedule in a direct counseling relationship with students, and devote no more than forty percent (40%) of their work schedule to counseling related to administrative activities. 

VERIFICATION

Review the OIEP Operational Procedure relating to comprehensive developmental guidance. Review what activities that school counselors consider to be direct services.  Verify that comprehensive developmental guidance is provided to all programmatic levels within the school. Examine counselor’s planning for developmental guidance lessons.

INTERVIEW SOURCES/QUESTIONS

Principal - How do you verify that your counselor is spending at least 60% of their schedule providing direct services to your students?  How is comprehensive development guidance provided to all programmatic levels in your school?  What are activities that you consider to be direct services?

Counselor - Do you spend at least 60% of your day providing direct services to students?
What are activities that you consider to be direct services?  How is comprehensive developmental guidance provided to all programmatic levels in your school?

DOCUMENTATION

· Review the school’s master schedule, the counselor’s daily schedule, counselor logs and the counselor’s Time and Task Analysis Sheets.
· Interview/discuss whether the counselor collaborates with classroom teachers to deliver a comprehensive developmental guidance program to students?

3.3.6   Guidance and Advisement.  Students are provided specific guidance and advisement opportunities in the areas of academic, career and personal/social development.  Students have an opportunity to review career clusters and to select a career cluster to explore in grades 9 and 10, and to choose a career major prior to completion of grade 10. 

VERIFICATION

Review the OIEP Operational Procedure relating to guidance and advisement. Review Individualized Program and Transition Plans (IPTPs) for all content including career cluster/major identification.  Verify that comprehensive developmental guidance is in the school’s master schedule and all students are enrolled in a developmental guidance course. CareerScope is given to all students as a part of their intake process.

INTERVIEW SOURCES/QUESTIONS

Principal - How are students in your school provided with career exploration opportunities?
When do your students identify a career cluster? Do they identify a Career major?  What assessments are given to your students to determine interests and aptitudes?

Counselor - When do you complete an IPTP?  How do you provide career exploration and planning opportunities for all programmatic levels in your school?


DOCUMENTATION

· Review the school master schedule and student schedules at all programmatic levels in the school. 
· Examine IPTPs looking for career cluster/major identification. 
· Review counselor logs. 
· Review student files for Career Scope assessment results.


3.3.7   Student Assessment and Program Planning.  Student Assistance Teams (SAT) use classroom observation, comprehensive assessment and educational record reviews for the purpose of addressing academic and behavioral performance and the development of academic and/or behavioral interventions/modifications as appropriate.  SAT facilitates and expedites the development of an Individual Program and Transition Plan (IPTP) or an Individual Education Plan (IEP), as appropriate, for each student.

VERIFICATION

Review the OIEP Operational Procedure relating to student assessment and planning.  Review IPTPs for programming information. Verify that the completion of IPTPs is a collaborative effort involving the student, counselor and/or other significant adults of the students. Verify that the SAT meets its expectations toward student placement, assistance and learning.

INTERVIEW SOURCES/QUESTIONS

Principal - What assessments are given to students as a part of their intake process?
Are students given the Test of Adult Basic Education (TABE)?  What statewide assessments are given in your school?  How is SAT involved in student planning and programming?

Counselor - What assessments are given to students upon intake?  When do students take TABE?  What is your role in the SAT process? What is role of SAT in student planning and programming?


DOCUMENTATION

· Review IPTPs.  
· Review SAT logs and reports. 
· Review student records for intake and statewide assessment results.


3.3.8   Lesson Planning.  Teachers prepare lesson plans in advance.  Lesson plans are based on approved content standards and objectives.  The administrator reviews lesson plans a minimum of once each quarter and provides written feedback.

VERIFICATION

Review the OIEP Operational Procedure relating to lesson plans. Review teacher lesson plans for format and content.  Verify that lesson plans are appropriate for a substitute to implement.  Review the principal’s lesson plans procedure and review written feedback provided to teachers.

INTERVIEW SOURCES/QUESTIONS

Principal - How and when do teachers submit their lesson plans to you?   How and when do you provide feedback on lesson plans?  How do you verify that teachers are teaching the CSOs?

Teacher - How and when do you submit your lesson plans to the principal?  How and when does your principal provide written feedback on your lesson plans? How do you monitor the teaching of the CSOs? 

DOCUMENTATION

· Review lesson plans for Learning-Focused Strategies, 21st Century concepts, daily procedural content based on WV Content Standards and Objectives (CSOs), effective rotation of activities to meet learning styles and assessment.  
· Review that lesson plans are being submitted in advance and that the principal provides written feedback on lesson plans at least once per quarter.
·  Review walkthrough and formal observation data.
SECTION 3.4

REGULATORY AGENCY REVIEWS

Following facility reviews and inspections by regulatory agencies, findings are reported and deficiencies corrected consistent with interagency agreements.

3.4.1    Facilities are safe, free of hazards and adequate to meet the needs of students and provide an environment conducive to learning.    

VERIFICATION

Conduct observations in all classrooms and other required areas for adequacy of space, facilities and equipment.  Determine any deficiencies at the school facility.  Check to verify that the physical environment is appropriate to the tasks that are being undertaken.  Check to verify that the facilities provide the necessary infrastructure, i.e., proper wiring, acceptable workspace, etc., to support the use of various technologies and approaches in delivering the curriculum.

· Is the physical environment in which teaching and learning activities are occurring appropriate to the tasks being undertaken?
· How is space utilized to create conditions that enhance student success?
· Does the physical environment have the necessary infrastructure (for example:  proper wiring and acceptable workspaces) to support the teaching and learning activities being undertaken?

Review OIEP’s policies and procedures regarding safety and safe facilities.  Determine if the school is implementing the policies and procedures.

· Have safety hazards been reported?
· Have hazards been corrected?
· Does the school principal use a safety checklist to periodically review school safety?

Check with host agency officials and the school principal for the most recent reviews and inspections conducted by the Fire Marshal, the School Building Authority (if any construction was funded with SBA monies), the Health Department and special education reviews.  Interview appropriate personnel to determine if deficiencies have been corrected and/or are in the process of being corrected.  Verify that plans exist for correcting any deficiency.

DOCUMENTATION

· Reports of safety hazards and documentation of corrections
· OIEP Policies and procedures on safety
· Plans and documentation of facility improvements
· Completed Safety review checklists
· Regulatory agency reviews
· Plans for correcting deficiencies
SECTION 3.5

ADMINISTRATIVE PRACTICES


The organization and school consider data and research, and implement procedures that conform to W. VA. Code and WVDE and OIEP policy to achieve a consistent and efficient operation of education programs.

3.5.1 Legal Basis.  There is a legal basis for the organization/school to provide education programs in facilities under the governance of WVBE and the State Superintendent of Schools.

3.5.2 School-Host Agency Collaboration.  The school and host agency develop a collaborative partnership that ensures a positive school culture, safe and adequate facility for learning and supports the delivery of a high quality education program.

3.5.3  Codes of Conduct.  The organization and school implement, investigate, and monitor the code of conduct for students and the code of conduct for employees.  (W. Va. Code 18-2E-5; Policy 4373; Policy 5902; OIEP Employee Handbook).

3.5.4 Statewide Assessment.  OIEP education programs shall participate in statewide assessment programs.

VERIFICATION PROCEDURES

Verify that the Office of Institutional Education Programs has a comprehensive policy and procedures manual.  

· Is there a manual in the school?
· Does staff have access to the manual?

INTERVIEW SOURCES/QUESTIONS

 Principal - Are there systematic procedures to ensure staff receive and understand policies and procedures?  Do staff members receive training on policies and procedures?

Teacher - Are there systematic procedures to ensure staff receive and understand policies and procedures?  Do staff members receive training on policies and procedures?

DOCUMENTATION

· Policies and procedures manual
· Presence of the manual at the school level
· Documentation of dissemination of policies and procedures and evidence of training (signature sheets, agendas, minutes, etc.)
· Evidence that policies and procedures are implemented as stated in the manual

Statewide Assessment.  Test security measures are in place for mandated statewide testing.  Students in appropriate grade levels participate in statewide assessments.



SECTION 3.6

PERSONNEL


The Office of Institutional Education Programs shall employ personnel to deliver high quality programs and services that ensure academic success for all students; implement employment hiring and assignment practices that conform to W.Va. Code and WVBE and OIEP policy.

3.6.1.	Hiring.  OIEP follows hiring practices set forth in the WVBE approved Employee Handbook for Institutional Education Programs.

3.6.2.	Licensure.  Professional educators and other professional personnel are licensed for their assignments under WVBE policy.

3.6.3.	Evaluation.  OIEP implements an evaluation policy for professional personnel in accordance with WVBE policy.  The evaluation of service personnel is in accordance with OIEP policy.

3.6.4.	Orientation and Mentoring.  OIEP provides orientation and mentoring for new employees.


VERIFICATION PROCEDUES

Review interview matrices and hiring recommendations memorandums or letters present in the principal’s or lead teacher’s files.  Principals and Lead teachers should be able to produce copies of teacher licensure or permits at request of monitors.  Verify that principals and lead teachers have copies of professional employees’ 5310 Evaluations and service personnel’s OIEP Service Personnel Evaluations.   In regards to orientation and mentoring, a copy of OIEP’s Policy for Orientation and Mentoring should be on file at the school as well as documentation that each new teaching has completed the orientation process and that all applicable teachers have completed the mentor process. Interview teachers who have completed both processes for further information.


INTERVIEW SOURCES/QUESTIONS

Principal – Are there matrices and hiring recommendations memorandums or letter present in your files?  Where are the copies of teaching licenses and permits?  Where are the copies of evaluations you have conducted on your staff via Policy 5310 or OIEP’s Service Personnel Evaluation Policy?  Did you provide each new teacher with the applicable orientation materials and processes?  Did you participate in the mentoring process as defined by OIEP’s operational procedure?

Teachers – Do you have copies of your evaluations conducted via Policy 5310?  Do you feel that an adequate orientation procedure exists at OIEP?  What is your impression of your orientation?  If applicable, were you provided a mentor as outlined in OIEP’s Orientation and Mentorship Policy?

Service Personnel - Do you have copies of your evaluations OIEP’s Service Personnel Evaluation Policy?  Do you feel that an adequate orientation procedure exists at OIEP?  What is your impression of your orientation?



SECTION 3.7

SAFE, DRUG FREE, VIOLENCE FREE, and DISCIPLINED SCHOOL
OIEP education programs maintain a safe, drug free, violence free, and disciplined learning environment that ensures the physical, social, and emotional well being of students and staff and that respects individual differences.

3.7.1 School Rules, Procedures, and Expectations.  School rules, procedures, and expectations are written, clearly communicated and enforced (Policy 2510; Policy 4373)

VERIFICATION PROCEDURES

At the school, review written rules, procedures, and expectations governing a nurturing, safe, and disciplined learning environment.  Verify that the methods used are clearly communicated to staff and students.  Observe general school wide discipline to determine that school rules, procedures, and expectations are practiced that maintain a nurturing, safe, orderly, and disciplined environment.  Interview school personnel, and students to verify that school rules are enforced and applied fairly and equitably.  

INTERVIEW SOURCES/QUESTIONS

Principal – Discuss overall expectations.  Discuss your leadership in communicating expectations that the staff provides a nurturing, safe, and disciplined learning environment.  What are the primary infractions?   Discuss enforcement procedures of school rules, procedures, and expectations.  Discuss the methods in which school rules, procedures, and expectations are communicated to students and staff.

Teacher – How were you made aware of the school rules, procedures, and expectations to maintain a nurturing, safe, orderly, and disciplined environment?  What methods were used to communicate the school rules, procedures, and expectations to students, staff, parents, and members of the community?  Describe the student behavior at this school.  How are school rules and procedures enforced?  Who is primarily responsible for enforcing school rules and procedures?  How is staff involved in enforcing school rules and implementing the Student Code of Conduct?  Discuss your role in providing a nurturing, safe, and disciplined learning environment.

DOCUMENTATION

· OIEP Operational Procedures or school policies
· Student/staff handbooks, host agency handbooks, newsletters, meeting agendas, memoranda, minutes (staff meeting, faculty senate, etc.), student folders, posted rules and Student Code of Conduct 


3.7.2	OIEP implement WVBE and OIEP policy and W.Va. Code, governing employee disciplinary procedures; racial, sexual, religious/ethnic harassment and violence; substance abuse; tobacco use; student confidentiality; grading; health and safety of staff and students, security, staff-student relationships; supervision of students; and reporting of child abuse and neglect. (W.Va. Code § 18A-5-1 and §18-8-8; Policy 2421; Policy 2422.4; Policy 2422.5; Policy 2422.5A; Policy 4373; Policy 2515 and the OIEP Employee Handbook)

VERIFICATION PROCEDURES

Review OIEP Policies and Operational Procedures and school practices governing employee disciplinary procedures; the Racial, Sexual, Religious/Ethnic Harassment, and Violence policy; policies relating to substance abuse and tobacco use; student confidentiality; grading; health and safety of staff and students; security; staff-student relationships; supervision of students; and reporting of child abuse and neglect.  Check through observation and documentation that these policies/operational procedures are applied at the school and OIEP office.   Conduct interviews and observations to verify that the policies are being applied consistently.  Verify that the policies are up-to-date and reflect current West Virginia Board of Education policies.  

	
DOCUMENTATION

· Policies/Operational Procedures on employee disciplinary procedures; racial, sexual, religious/ethnic harassment and violence; substance abuse; tobacco use; student confidentiality; grading; health and safety of staff and students, security, staff-student relationships; supervision of students; and reporting of child abuse and neglect.
· OIEP and school documents related to implementation of each policy/operational procedure 


3.8   Leadership.  Effective leadership exists at the central office, school and classroom levels.  Leadership is demonstrated by vision, school culture and instruction, management and environment, community, and professionalism. (Policy 5500.03)

3.8.1	Interagency Agreements.  Agreements between OIEP and the host agency in each facility clearly specify host agency responsibilities for providing adequate facilities and maintenance. (Look for state code)

VERIFICATION PROCEDURE

	Conduct interview with the building level administrator and teachers to learn more about the host agencies involvement in the education of students at the school or facility.

INTERVIEW SOURCES/QUESTIONS


Principal and Teachers – Describe the process in developing the school system’s mission and goals.  Discuss the implementation of the mission and goals.  How do you monitor countywide compliance with the Annual Performance Measures for Accountability High Quality Standards?  How is school staff provided training in developing their strategic plans and implementing their mission and goals?  Discuss host agency involvement in the school system’s mission and goals.  How are staff and student accomplishments recognized?  Elaborate on the techniques used to assess student learning and improving programs.  Identify professional development programs that focus on student learning consistent with the county’s mission and goals.  How is quality professional development planned and delivered?  Discuss your role in assuring that classes are challenging and socially equitable. On what basis are management decisions made?  Discuss school improvement strategies.  How are operational procedures designed and managed to maximize opportunities for successful learning?  How are policies and procedures communicated to staff?  Discuss technology utilization to guide long-range planning and daily practice.  Discuss collaboration and team building for school organizational and practical purposes.  How is diversity promoted?  Describe the process for resolving conflict?  How is staff collaboration promoted?  Discuss procedures that sustain nurturing, safe, efficient, and effective operation of the school, equipment, and support systems.  Describe methods/practices that ensure laws, policies, and regulations are observed in maintaining a nurturing, safe, and supportive environment.  How do you maintain confidentiality and privacy of records?  What methods are used in prioritizing decisions?  How do you resolve problems in a timely manner?  Discuss project management.  Discuss management of resources and funds.  How is time maximized?  Discuss delegation of authority, consensus, and staff improvement.  How staff is held responsible and accountable?  How is the host agency involved in decisions?  Discuss how the host agency is involved in education.  Describe the relationship between the school and host agency.  How is the interagency agreement and management plan communicated to staff of both agencies?  How are differences dealt with?  How are partnerships used to strengthen the education program?  Discuss your leadership strategies.

DOCUMENTATION

· Review a copy of the interagency agreement for the school or facility.
· Interview Principal and Teachers about the interagency agreement to assure familiarity.
· Review a copy of the OIEP Strategic Plan to ensure facilities or schools are working towards the organizational goals.
· Review meeting agendas or notes (i.e. Principal Meeting Agenda’s, Faculty Advisory Committee Meeting, etc.) to ensure staff participation and understanding of Annual School Improvement Plans and Interagency Agreements.
	












 



