				
Annual Desk Audit (ADA) 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.   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 Annual Desk Audit (ADA) to the Office of Assessment, Accountability and Research (OAAR) is required for four subsequent years following the submission of the Comprehensive Self-Assessment annual Desk Audit unless otherwise directed.  

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 ADA 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 ADA 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
	Performance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.7
	SPP/APR 
Indicator 1

	Percent of youth with IEPs graduating from high school with a regular diploma.
	80% 





	· District Special Education Data Profile
	WVDE Determined
· Met
· Not Met

NA – OIEP
NA – WVSD&B 

	Probe Questions:  
· Are appropriate pre-vocational and vocational programs available to students with disabilities?  
· Are there a variety of general education programs and services available to students with disabilities? 
· Are appropriate supplementary aids and services, assistive technology and Positive Behavior Supports implemented to assist students with disabilities in achieving graduation requirements? 
· Do students with disabilities have the opportunity to earn and/or recover the required credits for graduation?  
· Are appropriate transition activities and linkages provided to students with disabilities? 
· Is there a correlation between retention, suspension, and high school graduation?   
· What percentage of students work toward a modified diploma and graduate? 
· How many students are attending high school beyond age eighteen and working toward graduation?
· Does the present scheduling system create barriers towards graduation for students with disabilities?

	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
	Performance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.8
	SPP/APR 
Indicator 2
	Percent of youth with IEPs dropping out of high school.
	SPP State Target
2009   3.35%
2010   3.00%
2011   2.75%


	· District Special Education Data Profile
	WVDE Determined
· Met
· Not Met

NA – OIEP


	Probe Questions:
· What student characteristics at the school level are related to dropping out?  (Disability? Gender? Race/ethnicity? Other)
· What differences/commonalities exist in dropout rates across schools?
· What commonalities exist across schools that have high dropout rates? Have low dropout rates?
· What feeder schools do students come from in schools with high or low dropout rates?  What programs are in place in these feeder schools that promote attendance, low numbers of disciplinary actions, successful middle to high school transition, etc.?
· What programs/structures are available in schools with low dropout rates?  For example after school tutoring, remedial reading, math, middle and high school transition activities, etc.
· Do schools with higher proportions of highly qualified teachers have lower dropout rates?
· Are dropout prevention programs in place in schools showing a high dropout rate for students with disabilities?
· Is there interagency collaboration between the district school system and the juvenile justice system to prevent students from dropping out?
· Are students being counseled prior to dropping out?
· Were adequate transition plans or school to work experiences provided to students who dropped?
· What percentage of students with disabilities who dropped out enrolled in vocational programs? Re-enrolled and dropped out again?
· What percentage of students with disabilities who dropped out and re-enrolled completed their graduation requirements?

	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
	Performance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.9a
	SPP/APR 
Indicator 4a
	The rate of suspension and expulsion of greater than ten days in a school year for children with disabilities is comparable to the suspension and expulsion rate for student without disabilities.
	The suspension and expulsion rate for students with disabilities compared to the rate for students without disabilities within the district has a relative difference less than 160.

	· District Special Education Data Profile 



	WVDE Determined
· Met
· Not Met

NA – WVSDB

	1.9b
	SPP/APR 
Indicator 4b
	The rate of suspension and expulsion of greater than ten days in a school year for children with disabilities is comparable to the suspension and expulsion rate for student without disabilities by race/ethnicity.
	The suspension and expulsion rate for students with disabilities compared to the rate for students without disabilities within the district has a relative difference less than 160. 


	· District Special Education Data Profile 

	WVDE Determined
· Met
· Not Met

NA – WVSDB

	Probe Questions:
· Did the district examine district data and disciplinary student records to identify root causes for disproportionate suspensions?
· Are there significant differences in the suspension rates among categorical areas of disability, gender, ethnicity, schools or grade levels?
· Are students with disabilities being suspended for the same types of violations as general education students?
· Are there specific schools with a disproportionate number of discipline referrals and suspensions?  
· Of the students with disabilities suspended for more than 10 days, what are their grade levels? School? Gender? Ethnicity?

Note:  Determination is based on a cell size of 20 in special education and 20 in general education.  Regardless of cell size district must develop an improvement plan when the relative difference is 160 or greater.  When a district is identified with significant discrepancy with rates for suspension and expulsion for SWD vs. SWOD or by race/ethnicity the WVDE is required to review (see tab 9), and if appropriate, require the district to revise its policies, procedures and practices relating to the development and implementation of IEPs, the use of positive behavior interventions and supports, and procedural safeguards.

	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
	Performance Indicator
	Target 
	Required Data Sources
	Agency Status

	1.12
	SPP/APR
Indicator 3c
	Students with disabilities make continuous progress within the state’s system for educational accountability (meeting AYP).
	District will meet AYP or Safe Harbor for students with disabilities.


	· District Special Education Data Profile (West Virginia Educational Standards Test (WESTEST 2)  or Alternate Performance Task Assessment (APTA)
	WVDE Determined
· Met
· Not Met

NA - OIEP

	Probe Questions:  
· Does the district analyze WESTEST 2 data?
· What percentage of students with disabilities moved from:
· novice to partial mastery level as indicated by the WESTEST2 in reading and math?
· partial mastery to the mastery level as indicated by the WESTEST2 in reading and math?
· novice to partial mastery level as indicated by the APTA?
· partial mastery to the mastery level as indicated by the APTA?
· Are accommodations provided during state and district assessments listed on the student’s IEP?
· Does the district use math leadership teams and are the special educators included?
· Are the 21st Century performance skills evident in the delivery of instruction?









	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
	Performance Indicator
	Target
	Required Data Sources
	Agency Status

	1.13
	SPP/APR 
Indicator 3b
	Students with disabilities will meet the required participation rate in the statewide assessment.

	95% of students with disabilities participate in the statewide assessment.

	· District Special Education Data Profile (WESTEST 2 or APTA)
	WVDE Determined
· Met
· Not Met


	Probe Questions:  
· If the district did not meet the target what were the contributing factors?
· If absent, did the district make an effort to have student participate in the assessment during the make-up window? 










	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
	Performance Indicator
	Target
	Required Data Sources
	Agency Status

	1.14
	SPP/APR 
Indicator 5a
	Students with disabilities will participate in the general curriculum in integrated settings to the maximum extent appropriate.  
	District level analysis indicates 100% of placements are appropriate and justified in the IEP. 

State Target (GEFT)            
(2009-2010)      60.5%
(2010-2011)       61.5%

	· District Special Education Data Profiles (Most Recent     December 1 Child Count Report)
	WVDE Determined
· Met
· Not Met

NA – OIEP
NA – WVSDB

	Probe Questions:
· Is co-teaching evident in integrated settings?
· Has school personnel received training in co-teaching?
· Has school personnel received training in differentiated instruction?
· Has school personnel received training in deconstructing the Content Standards?
· What services and supports are available to promote student progress in the general education curriculum?
· What initiatives have been implemented to promote inclusion?  




	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
	Performance Indicator
	Target
	Required Data Sources
	Agency Status

	1.15
	SPP/APR 
Indicator 5b
	Removal from the general education environment occurs only when the nature or severity of the disability is such that education in general classes cannot be achieved satisfactorily.

	District level analysis indicates 100% of placements are appropriate and justified in the IEP. 

Static Target of 8%

Districts not meeting the state target for Indicator 1.15 will conduct IEP reviews to determine the appropriateness of the IEP team decision in regards to LRE. This IEP review will evaluate the conditions leading up to LRE determination.  
Districts will randomly review student IEP’s across each disability.  This random review must include 3% of student IEP’s with an SE:SC (2) LRE or a minimum of 10 and a maximum of 20.  Districts with less than 10 students will review all IEP’s with an SE:SC LRE (2).


	· District Special Education Data Profiles (Most Recent     December 1 Child Count Report)
	WVDE Data Driven 
· Met
· Not Met

NA – OIEP
NA – WVSDB

	Probe Questions:
· Are student placements appropriately determined by the IEP Team?


	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
	Performance Indicator
	Target
	Required Data Sources
	Agency Status

	1.16
	SPP/APR 	
Indicator 6
	Students ages 3-5 receive services to the maximum extent appropriate in early childhood settings.  


	District level analysis indicates 100% of placements are appropriate and justified in the IEP. 

State Target
2009-2010   64.25%
2010-2011   67%



	· District Special Education Data Profiles (Most Recent December 1 Child Count Report)
	WVDE Determined
· Met
· Not Met

NA – OIEP
NA – WVSDB

	Probe Questions:  
· Are services for children ages 3-5 inclusive regardless of socio-economic level, ability and/or funding stream?  
· Are student placements appropriately determined by the IEP Team?





	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
	Performance Indicator
	Target
	Required Data Sources
	Agency Status

	1.22a
	SPP/APR
Indicator 7
	Of those preschool children who entered the preschool program below age expectations in each Outcome, the percent who substantially increased their rate of growth by the time they turned 6 years of age or exited the program.
	Social Emotional Skills  
April 1, 2010 Target:   87.1%

Acquisition and Use of  Knowledge and Skills
April 1, 2010 Target:  85.1%

Appropriate Behaviors to Meet Their Needs 
April 1, 2010 Target:  87.8%
	· Creative Curriculum CC.NET OSEP Report (Found Under The Management Report Tab)
	· Met
· Not Met

NA – OIEP


	1.22b
	SPP/APR
Indicator 7
	The percent of preschool children who were functioning within age expectations in each Outcome by the time they turned 6 years of age or exited the program.
	Social Emotional Skills  
April 1, 2010 Target:   90.8%

Acquisition and Use of  Knowledge and Skills
April 1, 2010 Target:  90.2%

Appropriate Behaviors to Meet Their Needs 
April 1, 2010 Target:  93.7%
	· Creative Curriculum CC.NET OSEP Report (Found Under The Management Report Tab)
	· Met
· Not Met

NA – OIEP


	Probe Questions:  
· Are students demonstrating growth from one benchmark period to the next?

Note:  The district must meet all three of the outcome targets to have met the indicator.

Scores of 6 or 7 reflect age-expected development. A “7” is assigned to a child showing age-appropriate functioning for whom there are no concerns related to the outcome, and “6” is assigned to a child whose functioning is generally considered age-appropriate but for whom there are some concerns. Children who are rated 6 or 7 at both entry and exit are children who maintained functioning at a level comparable to same age peers.  Children scoring below 6 at entry who attain 6 or 7 upon exit have improved functioning to that of same-aged peers.

	Improvement Plan Draft:



	Monitoring Priority Area:  II.   Disproportionality, which includes appropriate identification of racial/ethnic groups as students with disabilities

	Goal:   All students with disabilities are appropriately identified regardless of race/ethnicity.

	Indicator
	Citation
	Compliance Indicator
	Target
	Required Data Sources
	Agency Status

	2.1



	SPP/APR  Indicator 9 
	Students with disabilities disaggregated by race/ethnicity are appropriately identified.
	100% of files reviewed indicate appropriate identification procedures.


	· District Special Education Data Profiles

	WVDE Data Driven 
· Met
· Not Met

NA – OIEP

	2.2
	SPP/APR
Indicator 10
	Students in each category of disabilities disaggregated by race/ethnicity are appropriately identified.
	100% of files reviewed indicate appropriate identification procedures for each area of exceptionality.


	· District Special Education Data Profiles
	WVDE Data Driven 
· Met
· Not Met

NA – OIEP

	If the district’s status on these indicators is specified as MET, no further review is indicated.

If the district data indicate either of the following criteria has been undetermined, the district must examine its policies, practices and procedures with regard to the requirements of Policy 2419, Chapters 2, 3 and 4.  This determination will be a result of one of the following conditions:
 
The district must complete the Disproportionate File Review Checklist for students in the identified category(ies) as a result of the following criteria for Disproportionate Overrepresentation:
· A weighted risk ratio greater than or equal to 2.0, and 
· A cell size of 20 or more in special education or in a particular disability category.

The district must complete the District Review of Policies, Practices and Procedures for Underrepresentation for students in the identified race/ethnic group(s) as a result of the following criteria for Disproportionate Underrepresentation:
· A weighted risk ratio less  than or equal to .25, and 
· A cell size of 50 or more in particular race/ethnic group (i.e., American Indian, Black Hispanic, Asian/Pacific Islander).

The SEA is required to verify the LEA followed policies, practice and procedures to ensure compliance.  Therefore, districts may receive a verification visit and/or a desk audit.

	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

	3.2a
	SPP/APR 
Indicator 11
	Children with parental consent to evaluate are evaluated within the established 80-day timeline.
	100% of initial evaluations are completed within the 80-day timeline or accurate, acceptable reasons are entered in WVEIS.

Note:  This target includes children referred by Part C.

	· District Special Education Data Profiles (WVEIS Initial Evaluation Timeline Data:   July 1 - June 30)
	WVDE Determined
· Met
· Not Met


	Probe Questions:
· Are reason codes entered for every initial evaluation not completed within the 80-day timeline? 
· What systemic issues are impacting district’s ability to meet initial evaluation, reevaluation and annual review timelines?

Note: All reason codes must be entered, however, only 2 reasons are acceptable to justify exceeding the 80-day timeline:
· # 4)  Parent repeatedly fails or refuses to produce the student for evaluation after district has made and documented reasonable efforts to schedule and evaluation; or 
· # 8) Student enrolls in another district prior to the eligibility determination.


	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

	3.6
	SPP/APR       Indicator 12
	Students referred by Part C prior to the age of 3 and found eligible have an IEP developed and implemented by their 3rd birthday.
	100% of students referred from Part C and found eligible have IEPs developed and implemented by their 3rd birthday.

	· Birth-3 Referral Log
· Developmental Delay File Review Checklist
· Developmental Delay File Review Checklist Summary
· WVEIS Initial Timeline Report
	WVDE Determined
· Met
· Not Met

NA – OIEP 

	Probe Questions:
· How does the district coordinate services with Head Start, Part C, private providers and Universal Pre-K Programs? 
· Does transition planning occur for all children transitioning from Part C?
· Do 100% of eligible children transitioning from Part C to Part B have IEPs developed and implemented by their third birthday?




	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
	Performance Indicator
	Target
	Required Data Sources
	Agency Status

	3.8
	SPP/APR 
Indicator 14


	Percent of youth who are no longer in secondary school, had IEPs in effect at the time they left school, and were:
A.  Enrolled in higher education within one year of leaving high school.
B.  Enrolled in higher education or competitively employed within one year of leaving high school.
C.  Enrolled in higher education or in some other postsecondary education or training program; or competitively employed or in some other employment within one year of leaving high school.

	State Target          

Baseline Year 2009-2010
Targets Determined In Fall 2010  




	· District Special Education Data Profiles (One Year Follow-Up Surveys provide by the Office of Special Programs and administered by the district.)
	Not Required April 1, 2010 Submission

Note:  Districts are required to administer the revised       one-year follow-up surveys provided by the OSP in the spring of 2010.


	Probe Questions:
· What percentage of students with disabilities is involved in post-secondary employment or educational activities?
· What supports are available to ensure the participation of students with disabilities in the world of work, i.e., supported work, day programs, work crews, factory work? 
· What percentage of students are either continuing their education or joining the workforce directly?   

	Improvement Plan Draft:
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