File Review Instructions

Comprehensive Self-Assessment Desk Audit CSADA


The individual student file review form provides districts with an assessment tool to be used during the data collection process.  This step involves a comprehensive file review of student referral, evaluation, development and implementation of the individualized education program, and placement.  The district will review all meeting documentation and supporting data held within one year.  Results of IEP reviews will be used by the Steering Committee to respond to the CSADA.  

Four specific file reviews to be conducted:
1. General File Reviews
2. Developmental Delay File Reviews
3. Discipline File Reviews
4. Transition File Reviews

1. General File Selection Process
	This random review must include 3% of student files or a minimum of 30 and a maximum of 60.
  	(The district shall 	provide an explanation of the process used in ensuring a random selection.)

	Files shall be randomly selected using the following process:
· Sample each exceptionality across programmatic levels (elementary, middle, secondary);
· Proportionate to the population by category but a minimum of the following;
· Autism					3
· Emotional/Behavioral Disorders		3	
· Blind and Partially Sighted 			2
· Deaf and Hard of Hearing 			2
· Exceptionally Gifted 				1
· Gifted					2
· Mentally Impaired
· MM					3
· MD					1
· MS					1
· Orthopedically Impaired			2
· Other Health Impaired				3
· Specific Learning Disabilities			3
· Speech and Language Impairment		3
· Traumatic Brain Injury				1
· In the event a district does not have any students in a certain category, the district shall select an alternate file based on the proportion of categories in the special education population.


2. Discipline File Reviews
	File reviews must be completed on all students with disabilities removed from school for more than 10 	cumulative days for disciplinary reasons.

3. Transition File Reviews
	Please Reference: Tab R for directions.
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