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Documentation Codes

          
In going through the following pages of Standards you will notice that there are frequently letters enclosed in parentheses in the left margin, these are a notation of the type of documentation that is required in order to have met this Standard.  Listed below are the notations found in this document and what is needed, specifically, to verify the meeting of that Standard:

(A) Application: this information is on the application form.

            (D)
Formal document:  licenses, certificates, permits, etc. given to the facility or its' staff by a regulating agency.  Site-visit teams may wish to see such documents.   

            (FN)
Formal notes:  notes documenting progress and/or performance and recorded in logs, charts, client records, forms or data base systems.

            (N)
Notes for personal use:  hand-written notes, calendar entries, schedules, etc. solely for an individual's own use.  Site-visit teams may wish to see such evidence.

            (O)
Observable:  something that can be seen during the site-visit team's 

observation of facility's program and activities.

            (O/V)
Observable or verbal:  observable is preferred but verbal statements may be accepted.

            (P)
Performance:  actual observable performance that allows the site-visit team to verify compliance with a standard.

            (V)
Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

            (W)
Written:   typed or printed information that is designed for 


 

dissemination.

            (W/V)
Written or verbal:  written evidence is preferred but verbal statements may be accepted.

Standard 1: GOVERNING BODY, CHIEF ADMINISTRATIVE DIRECTOR


1.1 Board

If the legal structure of the facility requires a Board, there shall be one in Operation


COMPLIANCE – 


Documentation Code – (A) Application, (N)
Notes for personal use:  hand-written notes, calendar entries, schedules, etc. solely for an individual's own use.  Site-visit teams may wish to see such evidence.


Guide – Check application to see if there is a board in operation.  If there is a 


board, check for meeting notes to show it is in operation. Minutes may satisfy this

requirement


Rating – Score 20 points if a board is not required or if one is required and notes 


of meetings are available.  Score 10 points if there is evidence of a Board but no 


evidence of its operation, Score 0 points if a board is required and there is no 


evidence of its operation. 

               Score


1.2 Governing Body Meetings

The frequency of governing body meetings shall meet any legal requirements including those of any licensing or funding agencies, and charter, or by-laws of the corporation.  (Evidenced by by-laws or charter, and meeting minutes or other written evidence that such meetings were held.)
________________________________________________________________________

COMPLIANCE – 

Documentation Code – (W&D) Written information for dissemination and Documents licenses, permits and certificates.

Guide – Check By-Laws, charter and/or requirements of any licensing/funding agency for frequency requirements for governing body meetings.  Check meeting minutes or other written evidence to insure that the governing body is meeting with the required frequency.

Rating – Score 15 points if meeting minutes or other written evidence indicate that the meetings are held at least as often as required.  Score 10 points if the board does not meet with the frequency called for in the by-laws, Score 0 points if the board is not operating.

         Score


1.3 Chief Administrative Director of Facility or Service


COMPLIANCE –


Guide – See individual sub-sections


A. Designation of a chief administrative director

An individual shall be identified as having the responsibility for the administrative direction of the facility.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description/policy manual and/or organizational chart to see who is identified as having responsibility for the administrative direction of the facility.

Rating – Score 20 points if job description or policy identifies the Chief Administrative Director.  Score 10 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

         Score


B.
Qualifications of the chief administrative director

The chief administrative director shall meet any legal standards of qualification required by the licensing or regulatory agency or agencies.  (Evidenced by licensure documents of the facility.)


COMPLIANCE – 

Documentation Code (D) – Formal documents: Licenses, certificates, permits, etc. given to the facility or its staff by a regulating agency.

Guide – Check Job Description and licensure requirements, if applicable, to see if the Chief Administrative Director is required to be licensed. If so, check documentation of licensure.  Review most recent license review/corrective action plan for citation and implementation of corrective action plan.

Rating – Score 20 points if licensure documents indicate Chief Administrative Director has appropriate license.  Score 10 point if noncompliance is not cited by state or if a corrective action plan is being implemented.  Score 0 points if CAD does not have appropriate license, was cited by licensure and a corrective action plan is not being implemented.

         Score

1.4 Administrative Direction of Facility or Services

Provision shall be made for a specific person to be responsible for the administrative direction of the facility in the absence (reference is to irregular absences of a full day or more) of the chief administrative director.  (Evidenced by a policy statement or job description)

COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination.  (V) Verbal Statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job descriptions/policy manual/organizational chart to see who has been designated to be responsible for the administrative direction of the facility/service in the absence of the Chief Administrative Director.  Also ask staff who is in charge when the CAD is not there.

Rating – Score 25 points if policy and interviews indicate designated person is in charge.  Score 10 points if either policy or interviews indicate designated person is in charge.  Score 0 points if no evidence of designated person.

         Score


1.5 Hour-to-hour Supervision of Facility or Service

Provision shall be made for a specific person (or persons for separate component units) to be responsible for the hour-to-hour supervision of the facility or service at all times of operation.  Reference is to regular daily scheduling and may include the chief administrative director as on-the-spot supervisor for some or all of the facility’s operating hours.  (Evidenced by schedules, assignments policy statements, or job descriptions.)


COMPLIANCE – 

Documentation Code – (N) Notes for personal use:  Handwritten notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.  (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check Schedules/assignments/policy statements/job descriptions to make sure that hour-to-hour supervision is taking place through specific persons.  BE SURE TO ASK STAFF “Who’s in charge when…” and “How are you notified?” to make sure the person in charge is made known to staff. Generally staff at all levels should know to whom they report and who is in overall charge at all times.  

Rating –Score 30 points if notes exist and staff generally demonstrate knowledge of who is in charge.  Score 10 points if there are no notes or if staff do not seem to know to whom they report.  Score 0 points if notes and schedules do not exist and staff do not seem to know to whom they report.

​​_____ Score


1.6 By-Laws


There shall be a set of By-Laws under which the governing body operates 


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.  

Guide – Ask for copy of By-Laws and review to see that organization operates accordingly with regard to purpose, organizational structure and procedures.

Rating – Score 10 points if there are by-laws and there is evidence the governing body operates accordingly.  Score 0 points if the governing body operates in a manner not defined by organizational By-Laws.

_____ Score

Standard 2: PHILOSOPHY, OBJECTIVES, POLICIES, PRACTICES


2.1
Public Availability of Philosophy, Objectives, and Strategies

The facility shall have and shall make publicly available a written statement of philosophy, statement of objectives it is striving to achieve, and statement of the general educational strategies it uses.  (Evidenced by the availability of documents such as brochures, description of objectives, and services.)


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Review printed materials available to public agencies, parents, clients, etc.  These should include the philosophy, types of clients served, services available, program objectives, and strategies.  Determine if the public may obtain this information.

Rating – Score 10 points if material contains all listed items.  Score 5 points if materials are not complete.  Score 0 points if listed items are not available.

_____ Score


2.2 Public Availability of Protective Procedures

The facility shall have and make publicly available written student and family protective procedures which adhere to legal criteria concerning the following: (Evidenced by documents.)

COMPLIANCE – 

Guide – See individual sub-sections


A
Rights of students and families, as well as procedures employed to guarantee such

rights as spelled out in the regulations of the Virginia Board of Education “Management of the Student’s Scholastic Records in the Public Schools of Virginia”, “Parental Rights in Special Education”

COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check for availability of safeguards protecting students’ and families’ rights including rights to confidentiality, rights, and responsibilities of students.

The facility/service should have available “Management of the Student’s Scholastic Records in the Public Schools of Virginia”, “Parental Rights in Special Education”
Rating – Score 10 points if guidelines exist and are available.  Score 5 points if guidelines are not available but do exist.  Score 0 points if the guidelines do no exist.

_____ Score


B.
Protection of the financial interest of students and families according to state licensure regulations (i.e. payment and refund policies, provision of scholarships, tuition assistance, insurance information, and management of student funds)

COMPLIANCE – 

Documentation Code - (W)  Typed or printed information that is designed for dissemination,

Guide – Check for a statement regarding financial responsibility of student/family and sources of funding available.

Rating – Score 10 points if guideline exists and is available.  Score 5 points if it exists but is not available.  Score 0 if guideline does not exist.

_____ Score


C. Assurance that behavior management policies of the facility protect the rights, dignity, and safety of students (i.e., disciplinary practices, reinforcement systems, punishment practices, use of restraint or behavior control drugs).

COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination.  

Guide – Check for information for dissemination regarding behavioral/disciplinary approaches utilized and forbidden within the program.  Ask how the information is disseminated. 

Rating – Score 10 points if guidelines exist and are available.  Score 5 points if guideline is not complete or made available.  Score 0 points, if guideline does not exist.

_____ Score


2.3
Visits by Outside Professionals

Outside professionals shall be allowed to visit the facility.  (Evidenced by visitor roster, schedules, brochure information or written policy.


COMPLIANCE –  

Documentation Code – (N) Notes for personal use:  hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Compare school visitor policy (policy statement, brochures, etc.) with roster or other written notes.

Rating – Score 10 points if notes are available.  Score 5 points if notes are not kept consistently.  Score 0 points if no evidence of outside visits.

_____ Score


2.4
Availability of Pertinent Regulations

The facility shall possess copies of current laws and regulations relevant to any agency by which it is licensed.
________________________________________________________________________

COMPLIANCE – 

Documentation Code – (D) Formal documents: Licenses, certificates, permits, etc. given to the facility or its staff by a regulating agency.

Guide – Check to see if the relevant regulations of licensing agency(ies) are available.

Rating – Score 10 points if agency has copies of regulations from appropriate licensing bodies.  Score 0 points if they do not have copies of regulations.

_____Score


2.5     Documentary Evidence of Operating Authority – Starred Section
The facility shall hold all licenses required in state regulations/laws by the Virginia State Board of Education and, as applicable, by the Virginia Department of Mental Health, Mental Retardation and Substance Abuse Services, the Virginia Department of Juvenile Justice, and the Virginia Department of Social Services.  (Evidenced by the availability and display of these items)


COMPLIANCE – Critical – Corrective Action Required
Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Check licenses to operate applicable programs/services and see that they are displayed in “public” area.  Check expiration date to ensure current.

*Rating – Score 20 points if licenses are current and displayed.  Score 15 points if current but not displayed.  Score 0 if licenses are not current.

_____Score


2.6     Designation of Individual for Legal Compliance

An individual or individuals shall be identified as having the responsibility for ensuring compliance to all laws and regulations applicable to all operations of the facility.

COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description/policy/organizational chart for individual designated for this.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____Score


2.7
Table of Organization

The facility shall maintain a current table of organization showing the relationship of operating programs, staff divisions, and administrative personnel.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check the organizational chart making sure it lists all current positions and how they are related in the organization.

Rating – Score 10 points if table of organization is available.  Score 5 points if available but not congruent with operations.  Score 0 points if table of organization is not available.

_____Score


2.8
Staff Input to Operations

There shall be a mechanism for staff input concerning policies, procedures, and practices at the facility.  (Evidenced by policies, notes, schedules, and practices that are verbally verifiable by the chief administrative director and staff members.)


COMPLIANCE – 

Documentation Code – (V) Verbal Statements:  clearly articulated statements consistent among staff.  (N) Notes for personal use:  Hand written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Interview staff to determine consistency in opportunity to provide input to operations, also review any notes/minutes or schedules of meetings designed to solicit input (or where opportunity is given to provide input).

Rating – Score 10 points if documented procedures and/or notes are available and staff can describe input opportunity.  Score 5 points for either notes or verbal description.  Score 0 points if neither is available.

_____ Score


Standard 3: PERSONNEL POLICIES


3.1
Designation of Individual for Personnel

An individual or individuals shall be identified as having the responsibility for personnel services including hiring, assignment, promotion, job descriptions, ethical standards, performance evaluation, career development, training, probation and dismissal.  (Evidenced in a job description or a statement of policy.)

COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – See job description/policy identifying the individual(s) responsible.

Rating – Score 10 points if a person is designated as responsible for personnel items listed.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated 

_____ Score


3.2
Mistreatment, Neglect or Abuse of Students


COMPLIANCE – 

Guide - See individual sub-sections


A.
Prohibition of Mistreatment, Neglect or Abuse – Starred Section

There shall be a policy written and distributed to staff defining and prohibiting the mistreatment, neglect, or abuse of students by staff.  (Evidenced by the availability of such a document.)


COMPLIANCE – Critical – Corrective Action Required

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Read the policy to ensure compliance and look for evidence of distribution to staff.

*Rating – Score 20 points if policy exists and is distributed to staff.  Score 0 points if policy does not exist or if it is not distributed.

_____ Score

B.
Allegations of Mistreatment, Neglect or Abuse – Starred Section

There shall be procedures written and distributed to staff for reporting, investigating and providing consequences to involved staff in case of alleged mistreatment, neglect, or abuse of students.  (Evidenced by the availability of such a document.)


COMPLIANCE – Critical – Corrective Action Required

Documentation Code - (W) Typed or printed information that is designed for dissemination.

Guide – Read the policy to ensure compliance and look for evidence of distribution to staff.

*Rating –   Score 20 points if policy exists and is distributed to staff.  Score 0 points if policy does not exist or if it is not distributed.

_____ Score

3.3
Personnel Records

A separate personnel file shall be kept for each employee of the facility and its contents shall include the presence of and meet any legal requirements with regard to:

a. Record of preparation and past experience:

b. Licenses/certificates, when applicable;

c. Verification of compliance with all applicable state and local health 


standards, and any pre-employment screenings as required by the 
State of Virginia;

d. Written agreement or employer’s statement about basis of employee’s 
work relation to facility (i.e., hours, pay, responsibilities, dates and 
terms of employment), and

e. Formal annual performance evaluation


COMPLIANCE – 

Documentation Code – (D) Formal Document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Check a minimum of 5 (five) personnel records to include at least one of each job category.  Look for a.–e. as described in standard.

Rating – Score 20 points if every file contains listed material.  Score 10 points if most files contain listed items.  Score 0 points if most files are missing.

_____ Score

3.4 Job description


COMPLIANCE – 

Guide – See individual subsections

A. Availability

All personnel shall have a written job description


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – See proof of written job descriptions for all job categories.

Rating – Score 10 points if job description exists for all job categories.  Score 5 points if several job descriptions are not available.  Score 0 points if job descriptions for many job categories are missing.

_____ Score


B.
Congruence

There shall be congruence between job descriptions and performance.  (Evidenced by observation and interview by the site-visit team)

COMPLIANCE – 

Documentation Code – (P) Performance:  actual observable performance that allows the site-visit team to verify compliance with a standard  (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Verify both verbally and through observation that the jobs being performed by staff are accurately described by job descriptions.  (Talk to at least 3 different people in different job categories.)

Rating – Score 10 points if job descriptions and job duties generally match.  Score 5 points if it is evident that some job duties do not match job descriptions.  Score 0 points if most job duties and job descriptions do not match.

_____ Score


3.5
Legal Requirements for Positions Held – Starred Section
All staff members shall meet regulatory requirements regarding appropriate prior training and/or experience in relation to their specific responsibilities as these are currently interpreted to be applicable by licensing or regulatory agencies.  (Evidenced by individual licenses, certificates, or personnel records.)

COMPLIANCE – Critical – Corrective Action Required
Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – All licenses for staff requiring them should be reviewed.  Check for valid dates.  Review most recent license review/Corrective Action Plan to determine if requirement has been waived or corrective action has been implemented.

*Rating – Score 30 points for all staff having current licenses with appropriate endorsements.  Score 20 points if any teachers have provisional or conditional license.  Score 10 points if there is a corrective action plan being implemented to ensure compliance of unlicensed professional staff.  Score 0 points if 50% or more of reviewed files are missing required current license and there is no waiver or corrective action plan.

_____ Score


3.6  Staff Development


COMPLIANCE – 

Guide – See individual sub-sections


A.
Designation of Individual for Staff Development

An individual or individuals shall be identified as having the responsibility for identifying staff development needs, planning programs, and seeing to their implementation. (Evidenced by a job description or task assignment.)


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job descriptions.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B.  Training


COMPLIANCE – 


Guide – See individual sub-sections

1. Emergency Procedures

To the extent appropriate to each position, all staff will be oriented or trained in emergency procedures, universal precautions, and emergency medical procedures.
COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check policies for areas mentioned in standard.  Additionally, check personnel records/training records to ensure appropriate staff has orientation/training needed.

Rating – Score 10 points if there is documentation verifying identified training has been provided to all appropriate staff.  Score 5 points if training procedures and schedules are in place but there is no verification that staff has participated in training.  Score 0 points if there is no record of identified training.

_____ Score

2. Student Management

As appropriate for each position, training will be provided in crisis management, behavioral management (to include restraint training as appropriate), medication, First Aid, and CPR.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check policies for areas mentioned in standard.  Additionally, check personnel records/training records to ensure appropriate staff has training needed/required.

Rating – Score 10 points if there is documentation verifying identified training has been provided to all appropriate staff.  Score 5 points if training procedures and schedules are in place but there is no verification that staff has participated in training  Score 0 points if there is no record of identified training.

_____ Score




3.   First Aid and CPR

At least one staff person with CPR and First Aid certification will be on duty during all hours of facility operation.


COMPLIANCE – 

Documentation Code – (D) Formal document: License, certificates, permits, etc. given to the facility or its staff by a regulating agency.

Guide – Check policies for areas mentioned in standard.  Additionally, check personnel records/training records to ensure appropriate staff has training needed/required.  Check work schedules to assure that at least one staff with certification is on duty during all hours.  Certification may be met through Red Cross medical personnel or other means.

Rating – Score 10 points if there is documentation (certification) verifying identified training has been provided to all appropriate staff.  Score 5 points if training procedures and schedules are in place but there is no verification that staff has participated in training.  Score 0 points if there is no record of identified training.

_____ Score


C.
Identification of Staff Development and Training Needs

There shall be procedures for the identification of staff development and training needs for each position.  (Evidenced by a verbal description by the individual responsible.)


COMPLIANCE – 

Documentation Code – (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard

Guide – Talk to the person responsible to find out the procedures mentioned.

Rating – Score 10 points if person responsible is able to indicate method to identify training needs.  Score 0 points if procedure is inconsistent.

_____ Score




D.       Congruence

There shall be congruence between identified staff development and training needs and staff participation in identified training.  (Evidenced by attendance records, orientation checklist, or other specific documented evidence.)


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may with to see evidence.

Guide – Check attendance records, orientation checklist, personnel files, etc. to verify.

Rating – Score 10 points if training needs and training attendance matches.  Score 5 points if most training needs and attendance match.  Score 0 points if most identified needs match training.

_____ Score

E.
Continuation of Professional Development

Staff members to whom such requirements apply shall meet legal standards, as implemented by licensing agencies, with regard to continuation of formal course work in the field of their responsibilities.  (Evidenced by transcripts or other relevant documents in their personnel files.)

COMPLIANCE – 

Documentation Code – (D) Formal Document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Check a minimum of 5 (five) personnel records to include at least one of each job category requiring this and look for transcripts, certificates, etc. that would document the course work required.  The staff should have a planned course of study (may be in personnel record or in supervisor’s file or in employee’s own file)- but count as “met” if evidence of courses taken is present.

Rating – Score 10 points if staff has taken required course work.  Score 5 points if most have taken required course work.  Score 0 points if most have not taken course work.

_____ Score


3.7 Observation of/Consultation with Individual Staff

At least quarterly, there shall be observation with follow-up consultation of individual staff performance by supervisors for monitoring and support purposes.  (Evidenced by notes indicating name of staff, date, and objective statement of observation and consultation with the signature or initials of the staff.)


COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit trams may wish to see such evidence.  (V) Verbal Statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check for written notes/documentation dated and signed/initialed by staff.  Must be minimum of quarterly.  (Personnel files or supervisor’s files).

Rating – Score 15 points if notes are available and verbal statements are consistent.  Score 10 points if most notes and verbal statements are consistent.  Score 5 points if some notes and verbal statements are inconsistent.  Score 0 points if most notes and verbal statements are inconsistent or missing.

_____ Score
3.8
Systematic Evaluation of Staff

Professional and other child service personnel shall be systematically evaluated and shall meet with their supervisor to discuss professional progress and job status at least once per year.  These discussions may take place at the same time as meetings required by Standard 3.7.  (Evidenced by a written document given to the individual staff member and placed in the staff member’s personnel file.)

_______________________________________________________________________

COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Evidence of written evaluation in compliance with standard in a minimum of 5% or 5 (five) actual staff personnel files (whichever is greater).  Verify with employees when they were evaluated.

Rating – Score 30 points if evaluations are consistent.  Score 20 points if most evaluations consistent.  Score 10 points if evaluations inconsistent.  Score 0 points if most evaluations are inconsistent and missing.

_____ Score


3.9     Prohibition of Consumption or being under the influence of Intoxicating and/or 

    Hallucinogenic Agents

There shall be a policy written and disseminated to all staff which prohibits the consumption of or being under the influence of intoxicating and/or hallucinogenic agents by staff members while on duty or while officially “on-call” on the campus of the facility.

COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.


Guide – See the written policy statement and ask how it is disseminated.

Rating – Score 10 points if policy exists and is available.  Score 0 points if policy does not exist or is not available.

_____ Score


Standard 4: RECORDS MANAGEMENT


4.1
Master Filing System

There shall be a master filing system that contains records on each student that are chronologically complete from entrance to exit and which:

Prior to beginning the survey, read the application carefully as well as any brochures of the school for a statement or outline of objectives, educational strategies utilized, population served, etc.  Read the VAISEF Standards under Section 4 carefully.  Write out a list of the program service areas offered by the program.  Familiarize self with the current Special Education regulations.  Select a minimum of 5 (five) or 5% of individual student records to review, choosing samples, if applicable of different age/ability groups.  Check for chronological completeness of each file.


COMPLIANCE – 


Guide – See individual sub-sections


A.
document an evaluation that identifies the specific needs of the student;

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Evidence of evaluations may include: standardized tests, medical evaluations, psycho-social evaluations, academic evaluations, psychological evaluations.

Rating – Score 10 points if all files contain appropriate evaluations.  Score 5 points if some files contain no evaluations or incomplete evaluations.  Score 0 points if files do not contain evaluations.

_____ Score

B.
specify the comprehensive rehabilitations program plan devised to meet
all the identified needs;


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Identified needs listed and comprehensive rehabilitation program plan devised may be evidenced in the Service Plan and/or the Individualized Educational Plan (IEP) or Individualized Instructional Plan (IIP) (or whatever the program calls its plan for non-special education students.)

Rating – Score 10 points if plan is in all records.  Score 5 points if plan is incomplete or unavailable in some files.  Score 0 points if plan is not available.

_____ Score

C.
have program goals and objectives clearly stated;

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – There should be clearly defined goals/objectives for each service area identified as an area of need for the student as evidenced in the Service Plan and/or the IEP/IIP for the student.

Rating – Score 10 points if program goals and objectives are available and complete in all files.  Score 5 points if some program files do not state goals and objectives.  Score 0 points if program goals and objectives are not available.

_____ Score


D.
report student progress towards the goals and;

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Read progress reports and/or updated IEP/IIP’s (should give information on progress/lack of progress and any changes necessary, not just dates.)

Rating – Score 10 points if progress reports are in all files.  Score 5 points if progress reports are in most files.  Score 0 points if progress reports are not in most files.

_____ Score

E.
document review and modification of the program plan, goals and objectives in 


light of the student’s progress; and

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Updates and modifications of Service Plans and/or IEP/IIP’s

Rating – Score 10 points if all records contain updates and modifications.  Score 5 points if most records contain updates and modifications.  Score 0 points if most records do not contain updates and modifications.

_____ Score

= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = 

F. summarize, upon exit, the student’s skills and areas of needs with relevant 
program recommendations.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Exit or Discharge Report/Summary in terminated student files that summarize the student’s skills, areas of need, and relevant recommendations.

Rating – Score 10 points if all files checked have discharge report.  Score 5 points if most files checked have discharge reports.  Score 0 points if most files checked do not have discharge reports.

_____ Score


4.2
Confidentiality of Student Records

There shall be written policies and procedures to protect the confidentiality of student records which govern access, duplication, and dissemination of their contents.  These policies and procedures shall conform to the regulations of the Virginia State Board of Education.  (Evidenced by such a document and physical evidence, if applicable, that such procedures are in force.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – Read the written policy and visually check the location for evidence of locked file cabinet or locked door.  Ask questions of staff concerning confidentiality as mentioned in standard.

Rating – Score 25 points if written policies are in place and evidenced by performance protecting the confidentiality and security of student records.  Score 15 points if written policies are in place but do not appear consistently in practice.  Score 0 points if there is no evidence of policy or practice protecting the security and confidentiality of student records.

_____ Score


4.3
Records for Terminated Students


COMPLIANCE –

Select a minimum of 5% or 5 discharged student records to review.  Assure samples are of various dates, and discharge circumstances. 

Guide – See individual sub-sections


A.
Record of Every Student

There shall be a record of every student ever admitted to the facility.

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – See student list/lists.

Rating – Score 10 points if records are kept.  Score 5 points if records are not consistently kept or they are incomplete.  Score 0 points if records are not complete or not available.

_____ Score


B.
Maintenance of Basic Reports
Each student’s basic educational, medical, and psychological reports shall be maintained for the periods of time specified by the Virginia State Board of Education.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check files for basic information on discharged students (ask where/how kept.)

Rating – Score 10 points if materials are kept and time lines are observed.  Score 5 points if materials are not consistently kept or timelines are not observed.  Score 0 points if materials are not kept and time lines are not observed.

_____ Score


C.
Criteria for Maintenance
All information in files of terminated students shall be maintained according to the same criteria for files of students currently enrolled.  (Refer to “Management of the Student’s Scholastic Records in the Public Schools of Virginia”)


COMPLIANCE –

Documentation Code –(W) Typed or printed information that is designed for dissemination.

Guide – Check former student’s records and ask where/how kept to check for compliance with standards.

Rating – Score 10 points if discharged students files are kept and secure.  Score 5 points if files are not consistently kept and/or secure.  Score 0 points if discharged students files are not kept and not secure.

_____ Score


D.
Destruction of Files
When a file is destroyed, the facility shall maintain a permanent record of that information required by the regulations of the Virginia State Board of Education.  (Refer to “Management of the Student’s Scholastic Records in the Public Schools of Virginia”)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.


Guide – Check policy statement, ask questions/observe where information is kept.

Rating – Score 10 points if the policy exists and it complies with the management of student records.  Score 5 points if policy exists but is not consistently followed.  Score 0 points if the policy does not exist or it does not comply with standards.

_____ Score


E.
Disposition of Records and Facility Dissolution
There shall be a written policy making provisions for disposition of records upon dissolution of the facility.  (This policy must maintain conformity to Standard 4.3 D.)

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.


Guide – Check policy statement, ask questions/observe where information kept.

Rating – Score 10 points if the policy exists.  Score 5 points if policy does not conform to Standard 5.3.  Score 0 points if the policy does not exist.

_____ Score


4.4 
Security of Records

Student files shall be maintained in a locked or otherwise secured file or room that assures only authorized accessibility.

_______________________________________________________________________

COMPLIANCE –

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.  (O) Observable: something that can be seen during the site-visit team’s observation of facility’s program and activities. (W) Typed or printed information that is designed for dissemination.

Guide – Check policy statements on record security.  Observe where/how records are kept.


Rating – Score 20 points if the policy explains how files are kept, the files are kept in a secure location, and access is limited.  Score 10 points if there are inconsistencies between the policy, the way files are kept in a secure location, and access is limited.  Score 0 points if the policy does not explain how files are kept, the files are not kept in a secure location, and access is not limited.

_____ Score


Standard 5: FINANCIAL MANAGEMENT


5.1

Annual Budget

A formal, annual budget covering the facility’s income and expenditures shall be prepared.  (Evidenced by the document.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check the current annual budget

Rating – Score 15 points if there is an annual budget.  Score 0 points if there is no annual budget.

_____ Score


5.2

Budget Performance Reports

Budget performance reports (actual position to date in relation to total budget figures) shall be prepared at least twice during the fiscal year covered by the budget.  (Evidenced by the documents.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Budget Performance Reports.  See evidence of performance reports (at least 2 for one fiscal year.)

Rating – Score 10 points if 2 budget reports are available.  Score 0 points if budget reports are not available.

_____ Score


5.3 
Annual Financial Statement

The most recent annual financial statement (i.e., profit and loss statement, balance sheet or tax return) or other verification of financial stability as indicated by audit or independent verification. (i.e., license if financial statements are reviewed by licensing agency) shall be prepared.  (Evidenced by the documents.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (D) Formal document: licenses, certificates, permits, etc. Given to the facility or its’ staff by a regulating agency.

Guide -  See Annual Financial Statement or other verification of financial stability.

Rating – Score 10 points if there is audit report or other listed items available.  Score 0 points if audit report or other listed items not available.

_____ Score


5.4

Consumer Documents

Consumer documents (i.e., applications, contracts) shall meet all applicable legal requirements by licensing or other government agencies.  (Evidenced by the documents.)


COMPLIANCE –

Documentation Code –(W) Typed or printed information that is designed for dissemination.

Guide – See applications for students, families; contracts with agencies served by the facility/service program.
Rating – Score 10 points if material is available and complies with regulating standards.  Score 5 points if materials are not complete.  Score 0 points if listed items are not available.

_____ Score


5.5

Procedures for Purchases

There shall be clear procedures for the purchase of materials, equipment, etc.


COMPLIANCE –

Documentation Code – (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask staff members what the procedures for purchase are and see if they can give a clear procedure.

Rating – Score 15 points if the procedures for purchase are understood by all staff and see if they can give a clear procedure.  Score 10 points if understood by most staff and if they can give a clear procedure.  Score 0 points if most staff cannot give a clear or describe conflicting procedures.

_____ Score


5.6      Insurance


COMPLIANCE –  


Guide – See individual sub-sections

A.
Liability Insurance

The facility shall maintain reasonable comprehensive liability insurance.  (Evidenced by the insurance contract.)

COMPLIANCE –

Documentation Code – (D) Formal document: licenses, certificates, permits, etc. Given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Look at insurance contracts; policies; and, if required, bonding certificates.

Rating – Score 20 points if required insurance documents are available.  Score 0 points if required insurance documents are not available.

_____ Score


B.
Vehicle Insurance and Bonding
The facility shall meet any applicable legal standards for vehicle insurance and bonding requirements.  (Evidenced by policies and bonding certificates.)


COMPLIANCE –

Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Look at insurance contracts; policies; and, if required bonding certificates.

Rating – Score 20 points if required insurance documents/bonds are available.  Score 0 points if required documents are not available.

_____ Score


Standard 6: PUBLIC HEALTH, SAFETY, SANITATION


6.1

Public Health


COMPLIANCE –


Guide – See individual sub-sections


A.
Designation of Individual for Public Health
An individual or individuals shall be identified as having the responsibility for assuring that the facility shall meet, at minimum, state and local standards regarding the health of students and staff.  (Evidenced by a job description or a statement of policy.)


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description/policy manuals/organizational chart for person responsible for health of students and staff.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B.
Compliance with Health Regulations – Starred Section
The facility shall meet state and local health regulations of licensing agencies and other governmental agencies.


COMPLIANCE – Critical – Corrective Action required
Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – See copy of required licenses/periodic inspections accompanied by corrective actions (dated) as required.

*Rating – Score 20 points if documentation of compliance with all public health requirements is available.  Score 0 points if any required documentation of compliance with public health standards is not available.

_____ Score

6.2
Safety


COMPLIANCE –


Guide – See individual sub-sections


A.
Designation of Individual for Safety
An individual or individuals shall be identified as having the responsibility for assuring that the facility shall meet, at minimum, state and local standards regarding safety.  (Evidenced by a job description or a statement of policy.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description or policy manuals/organizational chart for person responsible for safety standards at the facility.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B.
Occupancy Codes or Regulations – Starred Section
The facility shall meet any applicable state and/or local occupancy codes or regulations of licensing or other governmental agencies.  (Evidenced by the documents.)

COMPLIANCE – Critical – Corrective Action Required
Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – See documents such as occupancy permit OR other license approving operation at that location.

*Rating – Score 20 points if licenses, certificates, and/or permits are available.  Score 0 points if any required items are not available.  This may require discretion depending on local ordinances.
_____  Score


C.
Compliance with Fire Safety Regulations – Starred Section
The facility shall meet applicable state and local fire safety regulations of licensing agencies and/or other governmental agencies.


COMPLIANCE – Critical – Corrective Action Required
Documentation Code – (D) Formal Document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.


Guide – Evidenced by documentation from the governing agency(ies).

*Rating – Score 20 points if documentation is available.  Score 0 points if documentation is not available.  This may require discretion depending on local ordinances.
_____ Score


D.
Records of Fire Safety Inspections – Starred Section
Records of all fire safety inspections by governmental agencies shall be maintained on file.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

COMPLIANCE – Critical - Corrective Action Required
Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – See copies of periodic inspections and corrective actions taken as necessary.

*Rating – Score 20 points if fire inspection records are available.  Score 0 points if fire inspection reports are not available.  This may require discretion depending on local ordinances.
_____ Score 


E.
Fire Safety Precautions

The facility shall establish fire safety precautions for all areas used or occupied by children that include:


COMPLIANCE


Guide – See individual sub sections





1. an internal fire alarm system

COMPLIANCE –

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – See evidence of a recognizable and reliable means of sounding an appropriate alarm, which may be: manual (i.e., bell or recognizable whistle warning); a localized installed alarm (i.e., a smoke detector in operating order); or a security alarm system.

Rating – Score 10 points if alarm systems are in place and operational for all occupied areas.  Score 0 points if alarm systems are not in place and/or operational for all occupied areas.

_____ Score





2.
 fire extinguishes that are
a.
In all occupied buildings




b.
Periodically Inspected

c. Strategically located


COMPLIANCE

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – Extinguishers should be maintained as indicated by monthly inspection and annual check, and readily accessible in strategic locations (look for them in 

all areas of facility.)

Rating – Score 10 points if there are strategically located fire extinguishers with inspection notations in all occupational buildings.  Score 5 points if fire extinguishers are not easily accessible in all buildings or there is not evidence of periodic inspection.  Score 0 points if most buildings do not have fire extinguishers with inspection notations.

_____ Score


3. regular evacuation drills at a minimum of one per month.

      (Evidenced by written records which shall include evacuation time.)


COMPLIANCE –

Documentation Code – (N) Notes for personal use; hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Review documentation of fire drills for previous 12 months showing the date, evidence of compliance with documented procedure, number of students/staff/visitors evacuated and time of evacuation.

Rating – Score 10 points if fire evacuation drills are recorded and meet requirements.  Score 5 points if required fire evacuation drills are recorded but are not complete.  Score 0 points if fire evacuation drills are not recorded and/or do not meet requirements.

_____ Score

F.
Evacuation Procedures

There shall be established a written procedure that is made known to all staff and students regarding emergency evacuation routes to be followed from any location within the facility.  Special emphasis must be made to outline evacuation procedures and routes for any student who might be located in an area which locks from the outside and cannot be opened from the inside.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Interview staff and students regarding awareness of plan and procedures.

Rating – Score 20 points if evacuation procedures exist and evacuation routes are posted appropriately throughout buildings.  Score 10 points if evacuation routes are posted in all buildings or written procedures are available and students and staff are aware of evacuation routes.  Score 0 points if evacuation routes are not posted in all buildings and policies /procedures are not available.

_____ Score


G.
Emergency Procedures – Starred Section
There shall be established a written procedure that is made known to all staff dealing with meeting all potential emergencies, specifically including the following:



I.
fire;

II. severe weather;

III. loss of utilities;

IV. missing persons; and

V. severe injury (refer to Standard II)

VI. External Threats to safety (i.e: Terrorism, trespassers, environmental hazards/accidents etc)


COMPLIANCE – Critical – Corrective Action Required
Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Review written emergency plans in all of the areas mentioned in the standard.  Interview staff regarding knowledge of these emergency procedures.

*Rating – Score 20 points if policies or procedures are available and contains all listed items.  Score 10 points if policies or procedures are available but do not contain all listed items.  Score 0 points if policies or procedures are not available and/or do not contain any listed items.

_____ Score


H.
Safety Inspections
The individual designated above shall be able to describe, either orally or in writing, a safety program which provides for periodic safety inspections and correction of inadequacies.


COMPLIANCE –

Documentation Code (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Interview the designated individual regarding procedures to ensure environmental safety.

Rating – Score 20 points if staff can explain how they ensure that the buildings and grounds are kept safe.  Score 10 points if staff cannot fully explain how they ensure that the buildings and grounds are kept safe.  Score 0 points if staff cannot explain how they ensure that the buildings and grounds are kept safe.

_____ Score


6.3
Sanitation


COMPLIANCE – 


Guide – See individual sub-sections


A.
Designation of Individual for Sanitation
An individual shall be identified as having the responsibility for assuring that the facility shall meet, at a minimum, state and local standards regarding sanitation.  (Evidenced by a job description or a statement of policy.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description/policy manual with organizational chart to see who has been designated as responsible for sanitation (this can be corrected.)

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B.
Compliance with Sanitation Regulations  – Starred Section
The facility shall meet applicable state and local sanitation regulations of licensing agencies and other governmental agencies.


COMPLIANCE – Critical – Corrective Action Required

Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Evidenced by license and inspections that may be required (look at them)

*Rating – Score 20 points if required documentation is available.  Score 0 points if documentation is not available.  This may need discretion under some circumstances depending on local agencies.
_____ Score


C.
Standards of Housekeeping
There shall be reasonable standards of housekeeping and maintenance established by the facility and the person designated above.  The individual designated as having the responsibility for housekeeping shall be able to describe, either orally or in writing, what the standards are and how and by whom the standards are met.


COMPLIANCE –

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a Standard.  (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a Standard.

Guide – Speak with responsible person to ascertain appropriate standards.  Visual inspection to assure cleanliness and attention to housekeeping.  Inspection and checklist or report recommended.

Rating – Score 20 points if it is obvious that reasonable housekeeping standards are maintained and regular housekeeping schedule is in place.  Score 10 points if reasonable housekeeping standards are not evidenced or regular schedule/procedures are not in place.  Score 0 points if reasonable housekeeping standards are not evidenced and no schedule or procedures are in place.

_____ Score



Standard 7:
PROVISION OF STUDENT SERVICES


7.1

Written Description of Services and Criteria for Admission


Staff, consumers, and/or professionals shall have available to them written


descriptions of:

COMPLIANCE – 


Guide – See individual sub-sections


A.
Services 

The written description shall include the following:

I. categories of exceptionalities served;

II. limitations dealing with age, length of residence, or type or degree of disability

III. the plan for grouping students into programs and/or living units, when appropriate;

IV. pre-admission and admission services;

V. diagnostic and evaluation services;

VI. plan for individual programming of students in accordance with need;

VII. procedure for implementation of programs for students through clearly designated responsibility;

VIII. therapeutic and developmental environment provided the student;

IX. exit and follow-up services and procedures.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination

Guide – Read the written description of services provided by the facility and ascertain that service description contains required components.

Rating – Score 10 points if material contains all listed items.  Score 5 points if materials are not complete.  Score 0 points if listed items are not available.

_____ Score


B.
Admissions Criteria
I. IQ Scores / cognitive assessment

II. diagnosis

III. level of Functioning (academic assessment and/or Global Assessment of Functioning (GAF) as applicable to program)

IV. history of significant behaviors( e.g. substance abuse, sexual abuse, victimization, medication management issues, assaultive behaviors, fire setting…)

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination

Guide – Review the written admissions criteria used by the facility and ascertain that all items mentioned in the standard are adequately described

Rating – Score 10 points if material contains all listed items.  Score 5 points if materials are not complete.  Score 0 points if listed items are not available.

_____ Score


7.2

Communication Among Personnel

There will be an established process for communication among all service personnel for the purpose of coordination.

________________________________________________________________________

COMPLIANCE –

Documentation Code – (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.  (N) Notes for personal use:  hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Talk to staff to determine established process, schedules, etc.  Look at any schedules, notes concerning coordination/communication.

Rating – Score 10 points if all staff can explain how they communicate for the purpose of coordination and notes exist.  Score 5 points if responses are inconsistent or notes are not available.  Score 0 points if there is not clear communication process among service personnel.

_____ Score


7.3
Procedures for Program Changes

There shall be a procedure described, either orally or in writing, for the handling of all staff substitutions, program changes, and transfers of students in order to maintain, in an adequate manner, complete program integrity.

________________________________________________________________________

COMPLIANCE

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence. (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Notes or verbal information from staff on how the changes mentioned in the standard are done (i.e., progress notes, records, etc.)

Rating – Score 10 points if staff responses are consistent and notes exist.  Score 5 points if responses are inconsistent or notes are not available.  Score 0 points if procedures are not clearly understood by most staff.

_____ Score


7.4
Program Services


COMPLIANCE
Guide – See individual sub-sections


A
Identification

All separate services of a program, identified in the VAISEF application form, shall be listed in written form.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Read the written description of each service the facility/service has listed on its application form as one it provides.

Rating – Score 10 points if material contains all services listed on VAISEF application.  Score 5 points some services are not listed (or are listed but not offered.  Score 0 points if no services are listed.

_____ Score


B. 
Procedures for Referral

There shall be clearly defined procedures for referring a student into each service component of the program, which includes specific criteria (e.g. appropriateness, cognitive ability, service goals)


COMPLIANCE –

Documentation Code –(W) Typed or printed information that is designed for dissemination. (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – The information mentioned in the standard could be admissions criteria (e.g, written criteria for the “substance abuse group,” the “sex offenders group,” etc.)

Rating – Score 10 points if material clearly defines referral criteria and procedures and staff can articulate referral criteria.  Score 5 points if referral criteria and procedures are unclear or staff are inconsistent with responses.  Score 0 points if no referral criteria or procedures are evident.

_____ Score

7.5
Referrals for Outside Services

There shall be a formalized procedure to refer students for identified services not provided by the facility.  These services may include, but are not limited to:

I. Psychological/ psychiatric counseling

II. speech/audiology

III. physical/occupational therapy

IV. Special Education Eligibility


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – The procedure should say who initiates the referral, who decides the referral is necessary, the process for making the referral, who is responsible for obtaining service, etc.

Rating – Score 10 points if formal written procedures are in place for referrals to outside services.  Score 5 points if procedures are not complete.  Score 0 points if no referral process is evident.

_____ Score


7.6
Plan for Service

COMPLIANCE –


Guide – See individual sub-sections


A
Availability and Contents – Starred Section

Each student shall have a written plan for service that includes:

I
 A statement of the student’s present levels of educational 


 performance;

II
A statement of long-term goals, including short-term objectives;

III
A statement of the specific services to be provided to the student;

IV
A service schedule including the projected dates for initiation, frequency, and the anticipated duration of the services;

V
Appropriate objective criteria and evaluation procedures to be reviewed at least quarterly to determine whether the short-term instructional objectives are being achieved;

VI
An exit plan which includes:



A plan and criteria for discharge to a less restrictive 


placement;



Identified continuing service needs and recommendations for 

follow-
up services;

VII
utilization of community resources and,

VIII
placement in the least restrictive environment as an objective


COMPLIANCE –   Critical – Corrective Action Required

Documentation Code – (W) Typed or printed information that is designed for dissemination

Guide – Review a minimum of 5 (five) or at least 5% of individual student plans with a sampling from all the separate programs of the facility to ascertain that they contain all of the information outlined in I-VI in the standards.  This information may be in the Service Plan, the IEP/IIP or both.

*Rating – Score 40 points if all files contain all listed items.  Score 30 points if 80% or more files contain all listed items.  Score 20 points if materials are not complete or not available in more than 20% of files reviewed.  Score 0 points if listed items are not available in 50% or more files.

_____ Score


B

Filing and Accessibility of the Plan for Service

A copy of each student’s plan for service shall be placed in the central master file and be accessible to all authorized staff.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.  

Guide – See where the files are kept and ask how they are accessed by staff.

Rating – Score 20 points if plan is available.  Score 5 points if materials are not complete or not available.  Score 0 points if listed items are consistently not available.

_____ Score


C

Annual Review

All plans for service shall be reviewed and updated on at least an annual basis.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Look for the current written reviews in the student files reviewed.  Check dates.





Rating – Score 20 points if plans are reviewed at least annually.  Score 10 points if more 20% of plans reviewed have not been reviewed or updated.  Score 0 points if most plans have not been updated or reviewed.

_____ Score

D

Parental Involvement – Documentation of Effort

The facility shall make reasonable efforts to involve the parents or guardians in the development and revision of the plan for service.  (Evidenced by at least two documented attempts, one of which is a letter.)


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask how the facility tries to get parents involved.  See any written procedures for involving parents.  See documentation of attempts to involve parents (at least two per student, one of which is a letter).

Rating – Score 20 points if procedures are available and evidence of attempts to involve parents are documented.  Score 10 points if materials are not complete in several files.  Score 0 points if listed items are not available in most files.

_____ Score


7.7
Record of Student Progress


COMPLIANCE –



Guide – See individual sub-sections


A. Day-to-day Records

Staff shall be able to exhibit day-to-day records according to the service schedule in each service area describing student progress.  Records can be in the form of anecdotal notes, charts, worksheets or other data and staff shall be able to describe orally how this information is used to make service decision.

COMPLIANCE –

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – See samples of written daily notes/records.  Ask staff to describe how the information is used to make service decisions.

Rating – Score 10 points if there is regular documentation of day-to-day performance and progress.  Score 5 points if daily documentation is inconsistent or incomplete.  Score 0 points if there is not evidence of a procedure for regular documentation.

_____ Score


B. Quarterly Review of Progress

Each student’s short-term progress shall be reviewed and updated quarterly.  This update shall be placed in the student’s master file.

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check to see that this is done on a quarterly basis in student files reviewed.  This can be a report or it can be notes jotted down on the original Service Plan/IEP/IIP.  A report should refer to original objectives and include information on behavior (with objectives/narrative) and grades for educational progress.

Rating – Score 10 points if all files contain updates.  Score 5 points if materials are not complete or not available in several files.  Score 0 points if listed items are not available in most files.

_____ Score


7.8
Written Progress Reports

A written progress and outcome report on each student shall be prepared at least twice annually.  The report shall specifically describe progress towards the current objectives for that student and shall be placed in the student’s master file.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – See policy and check copies of students’ written progress reports for information as described in standard.  A report should refer to original objectives and include information on behavior (with objective/narrative) and grades for educational progress.


Rating – Score 10 points if more than 80% of files reviewed contain listed items.  Score 5 points if materials are not complete or not available in less than 80% of files.  Score 0 points if listed items are not available in more than 50% of files.

_____ Score

7.9
Appropriateness of Placement

The appropriateness of the student’s program and placement must be questioned at least once a year and must include program modification or exit from the program when appropriate.  (Evidenced by notes of a supervisory meeting or progress report).


COMPLIANCE –

Documentation Code – (N) Notes for personal use:  hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Ask staff to describe how appropriateness is decided and how often.  Check student files and/or notes of supervisory meeting or progress reports to see if appropriateness of placement (and modification if necessary) have been addressed.

Rating – Score 10 points if notes addressing appropriateness and placement are available for all students.  Score 5 points if notes are not complete or not available for all students.  Score 0 points if listed items are not available for most students.

_____ Score



7.10
Discharge Statement


For each student exited for any reason, a discharge statement shall be placed in the 



student’s master file.  The discharge statement shall include: dates of attendance, 



progress within program, reason for discharge, and post discharge 



recommendations.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Discharge Statement Review at least 5% or 5 (five) individual student records of discharged students and look for discharge summary containing all of the information listed in the standard.

Rating – Score 20 points if all files contain discharge statement including all listed items. Score 15 points if 80% of files reviewed contain required information.  Score 10 points if discharge statement is not complete or not available in less than 80% of files.  Score 0 points if discharge notes are not available in 50% or less files.

_____ Score


Standard 8:  STUDENT SERVICES – ACADEMIC

 (If program does not award academic credit,

sub-standards 8.2C, D, E and F may not apply and maximum score may be 180 )


8.1A
Initial Assessment

There shall be an initial assessment completed within 30 days (with exception of emergency placements of 45 days or less) for each student in each content area, which leads to formulation and implementation of a balanced and appropriate program.  Assessment should include review of previous records, past test scores, and observations. The assessment must include a review of formal educational and/or psychological evaluations yielding:





    reading,





    written language,





    math, and





    IQ score/Cognitive assessments.

 If components of this assessment include prior evaluations these evaluations must be no more than 3 years old. 

The following areas shall also be considered in the review when relative to the mission of the program:


I
science,
II
social studies, and 
III
physical education
IV
practical life skills which includes, but is not limited to, financial 
management, time management daily living skills, transportation, food


preparation, community awareness, and career awareness.

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check policies or other written documentation addressing assessment procedures (may include intake assessment or treatment planning policy).  Additionally, interview school staff  regarding assessment procedures.  Check student records for notes, copies of evaluations, information received from past assessments, etc. that indicate that the initial assessment has been done and covers the areas which are applicable for the student.  Check dates on evaluations/testing.

Rating – Score 20 points if files contain required evaluations and documentation of assessment and program staff articulates a consistent assessment process.  Score 10 points if records do not contain all assessment documentation or program staff does not articulate a consistent assessment process.  Score 0 points if listed items are not available in most files, and program staff does not articulate a consistent assessment process.

_____ Score


B
Course Selection

Based on the initial assessment and review of enrollment documentation, students will be  
placed in an appropriate plan of study that, if leading to a Modified, Standard or 


Advanced diploma, ensures proper grade placement and course assignment consistent


with grade and/or credit requirements.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check student record for documentation supporting grade placement and class assignment.  Check report cards for consistency with course reporting and compare to available transcripts.  Ask teaching and administrative personnel how student grade and course assignment are determined.

Rating – Score 20 points if there is consistency in student records supporting grade placement and course assignment and staff can articulate how grade and course placement is determined.  Score 10 points if staff can articulate how grade and course placement is determined but some records do not consistently indicate appropriate grade and course placement.  Score 0 points if records do not consistently indicate appropriate grade and course placement and staff cannot articulate how grade and course placement is determined,

_____ Score

8.2
Instructional Offerings


COMPLIANCE –


Guide – See Individual Sub-sections


A. The program must offer instruction in reading, language arts, mathematics, social studies, science, and physical education.  Unless provided as a separate course of instruction, practical life instruction will be incorporated in regular academic content areas in accordance with the practical life assessment.  (Evidenced by individual instructional objectives and class schedules).


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check individual instructional objectives in the student files reviewed.  Also check the class schedule for courses offered.  Ask for any other documentation such as curriculum guides that might show the instruction offered.

Rating – Score 30 points if program documentation and class schedules document that required course work is provided.  Score 0 points if any core academic course is not available

_____ Score


B
Starred Section


The program structure must allow for a minimum of 140 hours of instruction in the


 core subject areas in the elementary and middle grades, and in all credit courses


 leading towards an Advanced Standard, Standard or Modified Standard Diploma.


COMPLIANCE –

Documentation Code (W) Typed or printed information that is designed for dissemination.

Guide – Check the daily and annual schedule of classes to see if minimum requirements are met.  Ask how the time spent in instruction is determined/recorded. 

Rating – Score 20 points if schedules verify minimum hours of instruction are met. Score 10 points if there is not a school calendar and/or class schedule which allows for minimum hours of instruction but there is evidence minimum hours of instruction are provided for earned credit.  Score 0 points if schedule does not allow for minimum of 140 of instruction per earned credit and there is not evidence minimum hours of instruction are provided.

_____ Score 


C.
When credit is awarded in less than whole units, the increment awarded must be no greater than the fractional part of the total required by the Virginia Department of Education.
COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – See policy or documentation that explains how partial credit is determined and/or ask for a description of how partial credit is determined 

(see B).

Rating – Score 10 points if a policy referencing DOE guidelines explains how partial credit is granted (or if fractional credits are not awarded).  Score 0 points if fractional credits are awarded but policy does not exist.

_____ Score (Or N/A)


D
When a program elects to award credit on a basis other than the standard unit of credit,


 the program shall develop a written policy that is approved by the chief administrative

 director and the governing body of the facility and that is in accordance with guidelines

 approved by the Virginia State Board of Education.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – If this is applicable, check the written policy to see that it meets the standard.

Rating – Score 10 points if policy is needed and exists within DOE guidelines or if program awards credit based on standard unit of credits.  Score 0 points if policy does not exist and credit is awarded on basis other than the standard unit of credit.

_____ Score (Or N/A)


E.
When a program offers a diploma, a high school student shall meet the course credit 


requirements for a diploma based on minimum Department of Education requirements 


unless an exemption to these requirements has been granted by the Virginia State Board 


of Education.  The facility will have available for review the current course requirements 
for graduation including any specific exemptions granted by the Board of Education.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check to see that the facility has the current requirements from the Department of Education and that the facility is following those requirements to offer a diploma.

Rating – Score 20 points if diploma is granted according to Department of Virginia guidelines.  Score 0 points if there is not evidence DOE requirements are followed.

_____ Score (Or N/A)

F.
Academic instruction in programs preparing students for Advanced, Standard or 

Modified Standard Diplomas shall be provided utilizing a Virginia Standards of Learning based curriculum.

COMPLIANCE

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.  (W) Typed or printed information that is designed for dissemination.

Guide – Check availability of Virginia Standards of Learning (hard copy or available on line).  Check for policy statement indicating curriculum is SOL based.  Review lesson plans and observe instruction to verify alignment with SOL’s.

Score – Score 10 points if policy verifies SOL based curriculum and performance consistently affirms the policy.  Score 5 points if observed performance consistently affirms that instruction aligns with SOL based curriculum but there is no written policy or statement.  Score 0 points if there is no consistent evidence of SOL based curriculum.

_____ Score  (or N/A)


8.3
Grading Procedures


COMPLIANCE


Guide – see individual sub-sections


A
Grading Basis – Program must define criteria for determining the assignment of grades for coursework completed leading to grade level promotion and/or the assignment of academic credit.


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check for grading scale and/or other written procedure regarding assignment of grades.  Ask teachers how student grades are determined.

Score – Score 10 points if there are written guidelines for the assignment of academic grades, and staff knows and abides by those guidelines.  Score 5 points if there are written guidelines but inconsistency in the manner in which they are followed.  Score 0 points if there are no written guidelines and there is inconsistency in the assignment of grades.

_____ Score  


B
Transcripts – A cumulative transcript documenting grades and attendance for all courses


leading towards academic credit must be maintained in each student’s permanent record. 


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check records of current and discharged student for current (complete) transcripts.  Check for policy/procedure regarding maintenance of student transcripts.

Score – Score 10 points if current/complete transcripts are maintained in current and discharged student records. Score 5 points if transcripts are not complete or are not consistently maintained as required.  Score 0 points if transcripts are not maintained as required. 

_____ Score 

C
Discharge Grades


A final grade report shall be completed at the time of discharge providing, at a minimum, the students’ earned grade to that date and attendance.


 COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.


Guide – Check records of discharged students for report cards corresponding with date of discharge.


Rating – Score 10 points if discharge grade reports with required information are in discharged student records.  Score 5 points if discharge report cards are not in all discharged student records, but there is some other record (transcript, progress report, discharge summary) providing required information.  Score 0 points if there is no discharge report card and final grades and attendance are not clearly evident.

_____ Score


8.4
Consistency with Facility Objectives

The implementation of service strategies and objectives, as observed in the classroom, shall be consistent with policies, stated objectives, and strategies of the facility.  These strategies and objectives shall be reflected in the following:

I. individual student objectives;

II. instructional approach;

III. physical organization of classrooms;

IV. use of materials; and

V. management of student behavior (see standard 10.3)

COMPLIANCE –

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – After having read the policies, objectives and strategies of the facility, and the strategies/objectives of several students’ individual programs, observe in the classrooms to check for adherence to the standard.  Use I-V from the standard as guides for what to observe.

Rating – Score 20 points if observation and printed materials are consistent.  Score 10 points if some discrepancies exist.  Score 0 points if there are no stated facility strategies and objectives or if significant differences between stated goals and observation exists.

_____ Score

8.5
Curriculum Materials



COMPLIANCE –


Guide – See Individual Sub-sections


A. Designation of Responsible Individual

An individual or individual(s) shall be designated to maintain knowledge of all curriculum materials.  The individual(s) so designated shall be available for consultation with teaching staff regarding location and appropriateness of specific materials.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description/policy manual to see who is designated.  Ask staff who is responsible and if the person is available for consultation.

Rating – Score 20 points if job description or policy designates person responsible.  Score 10 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B. Materials and Equipment – Starred Section

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for academic instruction.


COMPLIANCE – Critical – Corrective Action Required
Documentation Code – (O) Observable: something that can be seen during the site-visit team’s observation of facility’s program and activities.  (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.


Guide – Look at the materials/equipment available throughout the school to assess whether they are sufficient to adequately meet the stated facility goals and objectives for academic instruction.  Programs offering academic credit should use texts that are current (not more than 10 years old) and correlate with SOL’s.  Also ask staff to describe materials/equipment and ask if staff feels they are sufficient.

*Rating – Score 20 points if there are sufficient instructional materials and texts to meet facility’s goals and objectives.  Score 10 points if available materials are adequate to meet facility’s goals and objectives for academic instruction in most areas but may be dated or in limited supply.  Score 0 points if adequate materials are not available.

_____ Score

Standard 9:  STUDENT SERVICES – SOCIAL DEVELOPMENT


9.1
Initial Assessment

There shall be an initial assessment procedure for each student in each content area which leads to formulation and implementation of a balanced and appropriate program.  Assessment must include a psycho-social or sociological evaluation and should also include review of previous records, past test scores, interviews, and observations.  The following areas shall be considered when applicable to the mission of the program:

I. communication skills

II. interpersonal relations

III. personal hygiene

IV. life/independent living skills


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.
(V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check policies addressing assessment procedures (may be intake assessments or treatment planning policy).  Check for required documentation and interview program staff regarding assessment procedures.  Check student records to see if it contains any previous records, previous test scores, interviews, or observations. 

Rating – Score 20 points if files contain required documentation and program staff articulates a consistent assessment process.  Score 10 points if records do not contain required documentation or program staff does not articulate a consistent assessment process.  Score 0 points if required documentation if not available and program staff does not articulate consistent assessment process.

_____ Score


9.2
Program Offerings

Relative to its mission, the program must offer instruction based on individual assessments, in personal hygiene (i.e., dressing, eating, grooming, toileting), and social skills (e.g. anger management, conflict resolution, positive peer relationships, citizenship).  (Evidenced by individual service plan or program schedule).


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check individual plans of students (service plan/IEP/IIP) as well as program schedules to see if instruction in required areas is offered as needed.  Check for behavior management program descriptions in individual student plans.

Rating – Score 20 points if files contain all listed items.  Score 10 points if file contents are not complete or not available.  Score 0 points if most files have items that are not available.

_____ Score

9.3
Behavior Management

A.
There shall be a well defined Behavior Management program, consistent with program objectives and licensing agency regulations governing Behavior Management. At a minimum a behavioral management program should include a Code of Conduct and a plan of interventions/sanctions to be applied for infractions.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard. (P) Performance: actual observable performance that allows site-visit team to verify compliance with a standard.

Guide – Check for written Behavior Management Plan or similar document outlining a program structure, code of conduct, system of interventions and/or sanctions.  Program should protect students’ rights and dignity and prohibit corporal punishments and/or interventions prohibited by licensing regulations.

Interview personnel and students regarding knowledge and implementation of behavioral program.  Observe or review records to verify consistent implementation of behavioral program.

Rating – Score 30 points if a written behavior management program is documented, acknowledged by staff and students, and there is evidence of implementation.  Score 20 points if there is a written program but there is not evidence of its implementation OR staff/students do not clearly articulate the program.  Score 10 points if there is evidence of the implementation of a behavior management plan but it does not follow a written plan and is not clearly articulated by staff/students.  Score 0 points if there is no evidence of a consistently implemented behavior management plan.

_____ Score


B.
Seclusion/Restraint – If the program utilizes seclusion and/or restraint: 

1.  there shall be a policy that aligns with applicable state regulations stating that 
     seclusion/restraint is a procedure of last resort and only utilized to ensure the 
   
     safety of the student or others. Policy shall require a debriefing, involving 

     intervention participants and supervisory staff, to occur following each

     incident of Seclusion /Restraint 

2.  all staff that may implement seclusion/restraint procedures must be trained in 

      a recognized program of crisis behavioral management (eg. Handle With 

     Care, Mandt, TOVA, Crisis Wave)

3.  use of seclusion and/or restraint and follow-up debriefing shall be documented 

     and records maintained and periodically reviewed to ensure use of

     seclusion/restraint is used in accordance with approved policy.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard. (P) Performance: actual observable performance that allows site-visit team to verify compliance with a standard.

Guide – Check for policy statement and procedures requiring debriefing. Check for documentation of training of staff.  Ask staff if and when seclusion and/or restraint are utilized, how it is documented and how use is monitored.  Review documented instances of seclusion/restraint. If the program does not use seclusion and/or restraint, this shall be clearly indicated as policy, and the program’s emergency procedures (Standard 6.2G) and/or Behavior Management Plan (Standard 9.3A) shall address how aggressive, self harmful, or other dangerous student behavior is addressed.
Rating – Score 30 points if there is a policy governing the use of seclusion/restraint that is guided by applicable regulations and includes the required statement and a follow-up debriefing (or is not to be used), that staff is appropriately trained and that seclusion/restraint is documented and tracked OR if seclusion and/or restraint is not used.  Score 20 points if the required policy statement exists but training or documentation is not consistent.  Score 10 points if the required policy statement does not exist OR if training and documentation is inconsistent.  Score 0 points if there is no policy statement and training and documentation is inconsistent.

_____ Score

9.4
Consistency With Facility Objectives

The implementation of service strategies and objectives, as observed shall be consistent with stated objectives and strategies of the facility.  These service strategies and objectives shall be reflected in the following:

I. individual student objectives,

II. instructional approach

III. physical organization of environment,

IV. use of materials, and

V. management of student behavior


COMPLIANCE –
Documentation Code – (P) Performance: actual observable performance that allows site-visit team to verify compliance with a standard.

Guide – After ascertaining the stated objectives/strategies of the facility and becoming familiar with the service strategies/objectives for several students, observe in the program to determine if the performance meets the written expectations, especially in the areas listed in I-V in the standard.

Rating – Score 10 points if service strategies are consistent.  Score 5 points if some inconsistencies are evident.  Score 0 points if significant inconsistencies exist.

____ Score


9.5
Program Materials


COMPLIANCE – 

Guide – See individual Sub-sections


A. Designation of Responsible Individual

An individual or individual(s) shall be designated to maintain knowledge of all program materials.  The individual(s) so designated shall be available for consultation with teaching staff regarding location and appropriateness of specific materials.


COMPLIANCE


Documentation Code – (W) Typed or printed information that is designed for 

            dissemination. (V) Verbal statements:  Clearly articulated statements consistent 
among 
staff.  The site-visit team generally asks more than one individual a question that verifies 
the compliance with a standard.

Guide – Check job description/policy for designation.  Ask staff if person is available for consultation.

Rating – Score 20 points if job description or policy designates person responsible.  Score 10 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B.
Materials and Equipment – Starred Section

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for social development.


COMPLIANCE – Critical – Corrective Action Required

Documentation Code – (O) Observable: something that can be seen during the site-visit team’s observation of facility’s program and activities.

Guide – Look around facility to ascertain if there are appropriate materials/equipment available to adequately meet the facility’s goals and objectives in this area.

*Rating – Score 20 points if there are sufficient materials and resources to meet facility’s goals and objectives.  Score 10 points if available materials and resources are adequate but may be dated or in limited supply.  Score 0 points if adequate materials are not available.

_____ Score


Standard 10:  STUDENT SERVICES – MEDICAL, NURSING, PHARMACEUTICAL, DENTAL


10.1
Parental Permission for Medical Care

Written parental permission for emergency medical care shall be readily available to all staff.


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy/procedure for obtaining and keeping written parental permission available to staff.  Look at written permissions.  Ask staff how they would get the permission slips if needed.

Rating – Score 20 points if parental permission is obtained and kept on record.  Score 10 points if parental permission is missing in a few files.  Score 0 points if parental permission is missing in most files.

_____ Score


10.2
Written Procedures

A list of written procedures shall be available describing how emergency, as well as on-going, medical services are obtained.  The list shall include the following:


COMPLIANCE


Guide – See individual subsections


A. a formalized procedure for referral of a given student;


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than on individual a question that verifies the compliance with a standard.

Guide – Ask to see the written policy/procedure for obtaining emergency as well as ongoing medical services for students.  Additionally, ask staff to describe the procedure for referral of a student for services.

Rating – Score 10 points if clear policy exists addressing referral for medical/dental services and staff are able to explain procedure.  Score 5 points if policy is not clear or staff are not consistent about procedure.  Score 0 points if policy does not exist and many staff do not understand procedure.

_____ Score


B. a formalized procedure for informing direct care staff of each student’s medical status (allergies, medication, unusual physical conditions, etc.) and changes in health or medical progress;


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy/procedure for informing staff about changes in health or medical progress.  Ask staff how they are notified of students’ medical status or changes.

Rating – Score 10 points if policy contains required information and it is evident that staff receives information accordingly.  Score 5 points if there is evidence that information is communicated but no written policy.  Score 0 points if policy does not exist and there is not evidence that information is communicated.

_____ Score


C. a procedure for obtaining medical consultation for planning and evaluation of each 


student’s program;

COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy/procedures for obtaining medical consultation.

Rating – Score 10 points if policy contains required information.  Score 5 points if there is a procedure in place but it is not written.  Score 0 points if policy does not exist and there is no evidence of a standard procedure.

_____ Score


D. a formalized procedure for distribution of medication that includes clear specification

of the individual(s) assigned to such distribution and ensures those individuals have received required Medication Management Training;


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy/procedure for distribution of medicine.  Ask staff how medication is distributed and who is responsible.  Check for verification of Medication Management Training.

Rating – Score 20 points if policy contains required information and staff is aware of procedure.  Score 10 points if staff is aware of procedure but there is no written policy or procedure.  Score 0 points if there is no clear procedure for distribution of medications.

_____ Score

E. a formalized procedure which provides for communication with direct service staff 


prior to the initiation, administration or alteration of the student’s 


psychopharmaceutical medical program; and


COMPLIANCE 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy/procedure for communication about changes in medical program.  Ask staff how they are informed of students’ medication changes.

Rating – Score 10 points if policy contains required information and staff is routinely provided information.  Score 5 points if Staff is provided students’ medication information but there is no formal procedure by which information is disseminated.  Score 0 points if staff is unaware of how medication information is disseminated.

_____ Score


F. a  formalized procedure for evaluating the effectiveness of a phychopharmaceutical


 program administered by the facility for any student.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide –Ask to see policy/procedure for evaluating effectiveness of psychopharmaceutical program.  Ask staff how medication effectiveness is evaluated/reported.

Rating – Score 10 points if written policy contains required information.  Score 5 points straff can explain how medication effectiveness is evaluated but there is no documented procedure.  Score 0 points if there is no evidence of a formal procedure.

_____ Score


10.3
Records


COMPLIANCE

Guide – See individual subsections.


A. Roster of Students Receiving Medication


There shall be a current, complete roster of all students receiving any medication, 


indicating description, procedures for delivery and possible side-effects.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.


Guide – Ask to see the current roster of students receiving any medication and check it to ascertain if conditions in standard are met.  

Rating – Score 20 points if roster is present and contains all required information.  Score 10 points if roster identifying each student’s medication sexists but does not contain all required information or is not current.  Score 0 points s not maintained.

_____ Score


B. Written Health Records


Each student’s record shall include notations of the student’s health status, including 


a report of physical, an up-to-date immunization record, complaints, injuries and treatments.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check at least 5% or 5 (five) individual student health records to ascertain if the conditions in the standard are met.  Ask how physical complaints or injuries are documented.

Rating – Score 20 points if student records contain required notations.  Score 10 points if required notations are generally present but do not appear consistent.  Score 0 points if required notations are generally not present.

____ Score


10.4
Drugs and Supplies


COMPLIANCE – Starred Section – 30-day corrective action


Guide – See individual subsections


A. First Aid Supplies


Standard first aid supplies shall be available and accessible in a known location at


all times.


COMPLIANCE – 

Documentation Code – (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.  

(P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – Ask staff if standard first aid supplies are available/accessible.  See where supplies are located and ascertain if staff has access at all times.

Rating – Score 20 points if standard first aid supplies are available to staff at all times.  Score 10 points if staff has access to first aid supplies but they are insufficient.  Score 0 points first aid supplies are unavailable or staff is unaware of the location of supplies.

_____ Score


B. Drugs and Supplies Secured

Prescription drugs and potentially harmful medical supplies shall be kept in a locked compartment or area.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (P) Performance: Actual observable performance that allows the site visit team to verify compliance with a standard.

Guide – Ask to see written policy/procedure concerning security of drugs/medical supplies.  Look at area where they are kept.

Rating – Score 30 points if policy requiring that medications/medical supplies be secured exists and that such items are maintained accordingly.  Score 15 points if medication/medical supplies are stored securely but there is no written procedure. Score 0 points if policy does not exist and medications/supplies are not appropriately secured.

_____ Score


C. Access to Prescription Drugs

Access to prescription drugs shall be limited and those individuals with access shall be clearly identified.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (P) Performance: Actual observable performance that allows the site visit team to verify compliance with a standard.

Guide – Ask to see written policy/procedure concerning access to prescription drugs to ascertain if conditions in standard are met. Ask staff who has access to prescription drugs.

Rating – Score 30 points if access to prescription drugs is limited by written policy and compliance with policy is evident.  Score 15 points if policy is not clear or staff are not consistent regarding access to prescription drugs.  Score 0 points if policy does not exist or if access is not limited.

_____ Score


Standard 11:  STUDENT SERVICES – RECREATION


11.1
Provision of Recreation

Some portion of each day shall be devoted to recreational activities or extracurricular activity (may include Phys. Ed.).


COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Review schedules and interview staff and students to assure recreational activities occur regularly (1/2 hour minimum for day school programs, 2 hours/day minimum for residential).

Rating – Score 20 points if notes or schedule show required amount of recreation.  Score 10 points if notes or schedule do not exist or do not have enough recreation.  Score 0 points if no notes exist or time is not allotted.

_____ Score


11.2
Coordination With Other Services


COMPLIANCE 


Guide – See individual Subsections


A. Regular Meetings

Staff responsible for implementing recreational activities shall meet with program/educational staff on a regular scheduled basis.  (Evidenced by meeting notes or meeting schedules).


COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Review schedules, notes and interview staff to assure input by person responsible for recreation (at least 2 times per month).

Rating – Score 10 points if notes or schedule exist for regular meetings.  Score 5 points if notes are missing.  Score 0 points if no notes or schedule exist or meetings are not held.

_____ Score


B. Consistency of Objectives
The implementation of recreational activities for each student shall be consistent with the overall program and service plan objectives for that student as indicated in activity schedules.


COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Review service plans of students and compare with activities schedule.

Rating – Score 15 points if recreational opportunities are consistent with facility objectives.  Score 10 points if notes are not available or there are discrepancies from the student file.  Score 0 points if notes are not available or there are significant discrepancies from the student files.

_____ Score


11.3
Use of Community Resources

Staff responsible for planning the recreation program shall be able to articulate a plan, as appropriate to the mission of the program, for the use of community resources for the purpose of providing normalization experiences for each student.


COMPLIANCE – 

Documentation Code – (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Review the schedule of activities and interview staff/students to verify utilization of community resources as part of regular programming.

Rating – Score 15 points if use of community resources clearly supports the mission of the program or if community integration is not applicable to the program’s mission.  Score 10 points if use of community resources is inadequate or is not clearly tied to the mission of the program.  Score 0 points if no appropriate use of community resources are evident.

_____ Score


11.4
Materials and Equipment

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for recreation.


COMPLIANCE – 

Documentation Code – (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard. 

(O) Observable:  something that can be seen during the site-visit team’s observation of facility’s program and activities.

Guide – Look around facility and talk to staff/students to ascertain that materials/equipment are available for appropriate on-site recreational activities.  Community resources may also include utilization of recreational equipment.

Rating – Score 20 points if material and equipment are adequate.  Score 10 points if materials and equipment need improvement.  Score 0 points if materials and equipment are inadequate.

_____ Score


Standard 12:  STUDENT SERVICES – FOOD, NUTRITION

(If program does not provide regular meals/menus,

 sub-standards 12.1B,and 12.2A & B do not apply and maximum score is 60 )


12.1
Meals


COMPLIANCE

Guide – See individual subsections



A. Provision of Food

There will be a procedure to assure that food is provided in accordance with normal eating schedules.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policies/procedures regarding provision of meals within the required time limits.  If food is not a programmatic item, check for provision for emergency supplement.

Rating – Score 20 points if procedure exits.  Score 10 points if procedure is incomplete or needs refinement.  Score 0 points if no procedure exists.

_____ Score


B. Diet

Where meals are routinely provided by the facility, the menu shall provide for a planned, nutritionally adequate diet.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.


Guide – Ask to see policies regarding provision of planned, nutritionally balanced meals.  See meals provided match policy.

Rating – Score 30 points if meals served seem adequate.  Score15 points if some meals seem to lack balance.  Score 0 points if meals are served inadequate.

_____ Score (Or N/A)


12.2
Written Daily Menus


COMPLIANCE – 

Guide – See individual-subsections


A. Menus for each meal served

Where meals are routinely provided by the program, there shall be a written daily menu for each meal served.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see copies of written daily menus for each meal.  (Check that day’s menu, if possible, against food actually served).

Rating – Score 10 points if menus are available.  Score 5 points if some menus are missing.  Score 0 points if no menus are available.

_____ Score (Or N/A)


B. Record of Menus

Records of written daily menus shall be maintained for one year.


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see written record of daily menus for the past year.

Rating – Score 10 points if menus are available.  Score 5 points if menus are incomplete.  Score 0 points if no menus are available.

_____ Score (Or N/A)


12.3
Special Diets


COMPLIANCE

Guide – See individual subsections


A. Written Instruction

There shall be a policy requiring written instructions be provided for any special, individual diets.  The instructions shall be reviewed monthly.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policies regarding written instructions for special diets.  Ask to see policies regarding the monthly reviews of special diets.

Rating – Score 20 points if policies, instructions, and reviews are consistently available.  Score 10 points if there is not evidence a policy is routinely followed.  Score 0 points if required policies are not available or there is not evidence of follow-up.

_____ Score


B. Communication to Staff

Results of the monthly review of special diets shall be communicated to the educational and residential staff.


COMPLIANCE – 

Documentation Code – (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask education and residential staff to describe how they are told about residents who are on special diets and how those diets are reviewed.

Rating – Score 20 points if special diet needs are related to cottage and/or cottage staff as needed.  Score 10 points if diet needs are not consistently related to staff.  Score 0 points if no needed communication takes place.

_____ Score



Standard 13: STUDENT SERVICES – TRANSPORTATION


13.1
Procedures and Policies


COMPLIANCE 

Guide – See individual subsections


A. Procedures and Policies in Written Form

Transportation procedures and policies shall be in written form and shall include the following:

I. passenger management and safety,

II. management of emergencies,

III. vehicle maintenance (when vehicles are maintained by the facility) 
IV. driver 
qualifications.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see written procedures and policies for transportation and ascertain if they include the information required by standard.

Rating – Score 20 points if the policy contains listed items.  Score 10 points if the policy if missing items.  Score 0 points if no policy exists.

_____ Score


B. Notification to Parents or Guardians

Parents or guardians will be informed of procedures regarding transportation of students.

 

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see written procedure/policy for informing parents/guardians of the transportation procedures.  Ask to see examples of information sent to parents/guardians.

Rating – Score 10 points if notification is given and contains relevant information.  Score 5 points if items are missing.  Score 0 points if notification is not sent or no policy exists.

_____ Score


13.2
Designation of Individual for Transportation

An individual or individuals shall be identified as having the responsibility for coordinating the implementation of transportation policy and procedures.  (Evidenced by a job description).


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for                     dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask to see job description of responsible person.

Rating – Score 20 points if job description or policy designates person responsible.  Score 10 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score

13.3
Legal Standards


COMPLIANCE .

Guide – See individual subsections


A. Compliance – Starred Section

Transportation service shall be in accordance with all state laws and regulations including those related to licensing of vehicles and drivers and safety standards.  

COMPLIANCE – Critical – Corrective Action Required

Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Ask questions-to determine how many students, if any, are transported in one vehicle.  Ask if facility transports students between school and home on a regular basis.  If applicable, check all documentation that shows facility is in compliance with state laws.

*Rating – Score 20 points if transportation of students is done according to listed regulations.  Score 0 points if transportation is not done according to state law.

_____ Score


B. Current Laws on File

The individual (s) responsible for managing transportation shall have on file a current copy of “Regulations Governing Pupil Transportation”


COMPLIANCE – 

Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Ask to see document.

Rating – Score 10 points if state regulations are available.  Score 0 points if regulations are not available.

_____ Score


13.4
Consultation With Staff

The individual (s) responsible for managing transportation shall be able to articulate procedure for consultation, as needed, with educational and residential staff to develop programs for management of individual students being transported.


COMPLIANCE – 

Documentation Code – (V) Verbal statements: clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask individual responsible for transportation how procedures for consultation concerning management of individual students being transported are implemented.

Rating – Score 20 points if consultation takes place based on interviews.  Score 10 points if some interviews show need for better communication.  Score 0 points if communication is consistently missing.

_____ Score

Standard 14: FAMILY SERVICES


14.1
Designation of Individual for Community Interaction

An individual or individuals shall be identified as having the responsibility for formulating and coordinating the implementation of community interaction.  Designated individual (s) shall be knowledgeable of relevant community, regional and/or national resources available to secure services for referral recommendations.  (Evidenced by a job description or a statement of policy.)


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.  (V) Verbal statements clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Check job description/policy statements to see who is designated as responsible for interactions with the community.  Talk to this person to ascertain his/her knowledge of resources (listed in standard) available.  (May also see resources, catalogs available for use such as:  The Educational Register; Private Independent Schools; The Handbook of Private Schools; Mental Health Directory of Community Services; Resources for Youth and Children in Va; etc.)

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


14.2
Accurate Representation of Services

The facility shall be accurately represented in its printed materials.  (Evidenced by a comparison of the current brochure and actual services.)


COMPLIANCE

Documentation Code – (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.  (P) Performance :  actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – the current brochure/other literature available for public dissemination and compare the services listed/described with the ones observed as actually offered.

Rating – Score 20 points if material accurately represents programs provided.  Score 10 points if materials are not complete, inaccurate, or not available.  Score 0 points if materials do not exist or listed items misrepresent program offerings.
_____ Score 

14.3
Pre-Admission Services



COMPLIANCE 

Guide – See individual subsections


A. Written Description of Service

A current, clearly written description of all services available at the facility shall be given to parents before admission.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see copy(ies) of brochures, parent handbooks, information sheets or whatever is given to parents before admission describing services at the facility.  Ask how this information is disseminated to parents.

Rating – Score 10 points if description is complete and available.  Score 5 points if description is incomplete.  Score 0 points if no description is available or inaccurate.

_____ Score


B. Notification of Admission Decision

Within two weeks following the intake evaluation and interview, parents/guardians or responsible agency shall be notified of the admission decision by letter.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask for admission process to be explained.  Ask to see several letters of admission and/or denial to see if standard is met.

Rating – Score 10 points if letters are available and timely.  Score 5 points if some letters are missing or not on time.  Score 0 points if no letters were sent.

_____ Score


C. Alternate Placement Recommendations

In the event admission is denied after interview or pre-placement visit, specific suggestions for appropriate placement, if known, shall be given to the parents or the responsible party.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see several letters sent concerning students denied placement to ascertain if standard is met.  (Some letters may only offer suggestions when requested.)

Rating – Score 10 points if alternate placement is included.  Score 5 points is some letters lack suggestions.  Score 0  points if no alternates are given.

_____ Score


14.4
Orientation to Practices and Procedures of the Facility

After admission of a student to the facility, parents/guardians shall be orientated to relevant practices and procedures of the facility.  The orientation shall include a written description of the following:

I
general policy,

II
school calendar,

III
staff list,

IV
outline of procedures for contacting appropriate school 
personnel,

V
financial information,

VI
visitation procedures,

VII
emergency procedures,

VIII
parent involvement program, and

IX
behavior management procedures


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see the parent handbook, information packet or other written materials that include the written description of the items listed in I - IX.  Ask the procedure for assuring parents/guardians receive this information.

Rating – Score 10 points if handbook contains listed items.  Score 5 points if handbook is missing items.  Score 0 points if no handbook exists.

_____ Score


14.5
Progress Reports


COMPLIANCE 

Guide – See individual subsections


A. Written Reports

The parents or guardians and/or the placing agency shall receive at least two formal, comprehensive, and clearly written progress reports on the student each year from all applicable service areas for purposes of evaluating the student’s program, progress, and transition or discharge plans.

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see copies of written progress reports.  Ask procedure for sending reports.  Ascertain if reports/procedure meets standard.

Rating – Score 20 points if written reports contain listed items.  Score 10 points if written reports are missing items.  Score 0 points if no reports are available.

_____ Score


B. Conferences

Parents or guardians will be invited to attend at least two conferences annually with appropriate clinical, educational and/or program staff to discuss progress towards service and educational goals.


COMPLIANCE –

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide – Review notes or other documentation that indicates parents/guardians have been invited to attend conferences as stated in standard.

Rating – Score 10 points if notes about conferences are kept and required attendance is verified.  Score 5 points if notes are incomplete.  Score 0 points if no notes are available.

_____ Score




14.6
Parent’s Needs

The individual responsible for family services shall be able to describe the parent’s educational and counseling needs in relation to their and the facility’s plan to meet these needs.


COMPLIANCE –

Documentation Code – (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask individual responsible for family services to describe as stated in standard.

Rating – Score 10 points if family services are offered appropriate to the resident.  Score 5 points if family services are not consistently addressed.  Score 0 points if family services are not addressed.

_____ Score


Standard 15:  RESEARCH


15.1
Written Policy Statement

There shall be a written policy statement regarding review, conduct and dissemination of research by both staff and non-staff.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see written policy regarding research.  If research is not done, the policy should state that.  (This standard refers to experimental procedures.)

Rating – Score 10 points if policy contains listed items.  Score 5 points if policy is missing items.  Score 0 points if no policy exists.

_____ Score


15.2
Review of Research


COMPLIANCE


Guide – See individual subsections


A. Designation of Individual for Research

If research is conducted at the facility, an individual or individuals shall be designated as having the responsibility for reviewing research conducted in the facility in accordance with nationally recognized ethical regulations concerning research involving human subjects.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – If research is conducted, see job description/policy that designates individual responsible.

Rating – Score 10 points if job description or policy designates person responsible, or if research is not conducted at the facility  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B. DHHS Policy on File

If research is conducted at the facility, the individual responsible for reviewing research in the facility shall have on file “Institutional Guide to DHHS Policy on the Protection of Human Subjects”.


COMPLIANCE –

Documentation Code – (D) Formal document: licenses, certificates, permits, etc. given to the facility or its’ staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – If research is conducted, ask to see the DHHS Policy mentioned in the standard.

Rating – Score 10 points if DHHS Policy is on file, or if research is not conducted at the facility.  Score 0 points if no DHHS Policy is on file.

_____ Score


Standard 16: QUALITY CONTROL


16.1
Program Review & Quality Assurance


COMPLIANCE 

Guide – See individual subsections



A. Designation of Individual for Program Review

An individual or individuals shall be designated as having the responsibility for the process of program review which can include individual case reviews, service reviews and/or utilization reviews.  (Evidenced by a job description or a statement of policy).


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask to see job description/policy statement designating individual.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B. Implementation of Review

The individual(s) responsible for quality control shall be able to describe plans being implemented for some specific data-based review of program service (utilization and effectiveness).  Should include comparative review of clients’ initial and discharge performance and/or skills mastery.


COMPLIANCE –

Documentation Code – (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Identify person responsible for collecting data and making recommendations.  Look for: 1) data related to numbers of clients served, number completing program; 2) record keeping and data collection utilized in program improvement.
Rating – Score 25 points if program review contains listed items.  Score 15 points if program review is missing items.  Score 0 points if no program review takes place.

_____ Score

C. Designation of Individual for Institutional Growth and Development

An individual or individuals shall be identified as having the responsibility for planning institutional growth and development services.  (Evidenced by a job description or a statement of policy).


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask to see job description/policy statement designating individual

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score



16.2
Outcome Review


COMPLIANCE 

Guide – See individual subsections


A
Designation of Individual Responsible for Outcomes Study

An individual or individuals shall be designated as having the responsibility for the study of client outcomes relative to the mission, goals and objectives of the program  (Evidenced by a job description or a statement of policy).

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask to see job description/policy statement designating individual.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B
Implementation of Outcomes Study

The individual(s) responsible for outcome study shall be able to describe specific client outcome indicators which should include, when relative to the programs mission, goals, and objectives:

I
Discharge placement (to less or more restrictive placement)
II
Post discharge school performance
III
Community re-integration (including legal involvement)
IV
Domestic re-integration
V
Employment
VI
Return to services

A minimum of one post discharge follow-up of each successfully* discharged student should be conducted within 1 year of completion of the program.  Contacts should be made with Case Manager, Parent/guardian, LEA, and/or Client. (Mitigating circumstances – confidentiality following discharge; unwillingness to disclose; inability to locate, etc… should be noted if follow-up attempts fail).

 * - program recommended discharge due to satisfactory progress


COMPLIANCE – 

Documentation Code – (N) Notes:  hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence, OR (W) Written: Typed or printed information that is designed for dissemination.

Guide:  Ask to see policy/procedure for follow-up of exited clients and documentation of efforts to follow-up after discharge.

Rating:  Score 25 points if there is a procedure and schedule for post-discharge follow-up of discharged students and evidence of its consistent implementation.  Score 10 points if there is an identified process for follow-up, but an inconsistent effort at implementation.  Score 0 points if there is not p identified procedure for post discharge follow-up. 

_____ Score



C
Summary Outcome Study Data

Information obtained from the follow-up of discharged clients will be compiled at least annually to provide summary data regarding program outcomes in the areas studied.  Such data shall be utilized in the facility’s program improvement plan and will be available for dissemination.  (mitigating circumstances – type of discharge[successful completion of program vs. discharge due to  increase of acuity or  premature discharge by locality]; implementation of discharge recommendations after discharge).

COMPLIANCE – 

Documentation Code - (W&V) Written: Typed or printed information that is designed for dissemination.  Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask to see a summary outcome report.  Ask how data is used in the formulation of program improvement planning.

Rating – Score 25 points if a formal outcomes study is available for dissemination and there is evidence outcome data is incorporated into program planning.  Score 15 points if there is formal outcome data available but no clear evidence that the information is incorporated in program planning.  Score 0 points if there is not evidence of a formal outcome study.

_____ Score


Standard 17:
VAISEF PARTICIPATION


17.1 Designation of individual responsible for association participation 
An individual or individuals shall be designated as having the responsibility for maintenance and dissemination of VAISEF information and ensuring at least one staff person serve as: 



 A VAISEF committee member

  

 A member of a statewide entity as the designated VAISEF 




representative.



A standing committee chairperson, or



An officer of the association  

(Evidenced by a job description or a statement of policy).

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (V) Verbal statements:  Clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.

Guide – Ask to see job description/policy statement designating individual.  Ask to see written information pertaining to VAISEF and membership responsibilities.

Rating – Score 10 points if job description or policy designates person responsible and association information is available.  Score 5 points if responsibility is clearly held by an individual knowledgeable of VAISEF membership responsibilities but written designation is not available.  Score 0 points if person responsible is not designated.

_____ Score


7.2
Participation

The individual(s) responsible for quality control shall be able to identify VAISEF participant(s) and verify required participation. 


COMPLIANCE – Starred section – 30-day corrective action

Documentation Code – (V) Verbal statements:  clearly articulated statements consistent among staff.  The site-visit team generally asks more than one individual a question that verifies the compliance with a standard.  (N) Notes for personal use:  hand written notes, calendar entries, schedules, etc. solely for an individuals own use. Site visit team may wish to see such evidence

Guide – Ask which staff participate in required VAISEF activities.  Verify with those identified staff that they actively participated in requisite activities.  (Attendance at Semi-Annual Conference does not qualify as participation)

*Rating – Score 30 points if staff has been designated for participation and there is evidence of active regular participation.  Score 15 points if staff has been identified to participate but there is little evidence of active participation.  Score 0 points if no staff has been designated OR there is no evidence of participation.

_____ Score


7.3  
Submission of Outcome Data

Member programs will complete and submit annually, the VAISEF Annual Student Outcome Survey by September 30 of each year


COMPLIANCE – 


Documentation Code – (W) Typed or printed information that is designed for 


Dissemination.


Guide – Ask to see copy of annual surveys submitted during the accreditation period.


(May be verified by contacting VAISEF Quality Services Chair if copies of  survey 


are not maintained by the facility. 

Rating – Score 20 points if all required annual surveys have been submittedby September 30, Score 10 points if the most recent survey has been submitted and/or 3 of the last 5 required surveys were submitted.  Score 10 points if reports are submitted late.  Score 0 points if less than three of the last 5 required reports AND the most recent report was not submitted.

     _____ Score


7.4       Annual Conference Participation

Member programs shall be represented in at least one of the two (Spring and Fall) conferences offered annually. 

COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination. (O) Observable: something that can be seen during the site-team’s observation of facility’s program and activities

Guide – Ask to see registration, receipt or attendance roster from either conference. (May be verified by VAISEF office or by site team member’s knowledge of a facility representative’s attendance).

Rating – Score 10 points if the facility is represented in at least one conference.  Score 0 points if the facility is not represented at at least one conference.

_____ Score


Module 1: STUDENT SERVICES  - SPECIAL EDUCATION

Note – Special education students placed unilaterally by parents may not have an IEP


M1.1   Individualized Education Plan – Starred Section
Every publicly funded Special Education student shall have a current IEP.


COMPLIANCE – Critical – Corrective Action Required

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see a minimum of 5% or 5 (five) (which ever is greater) special 

education students’ IEP’s with a varying length of stay.

*Rating – Score 30 points if all special education students have a current IEP or documented efforts to obtain an IEP from the LEA.  Score 20 points if 80% of reviewed records contain IEP’s or documented efforts to obtain an IEP.  Score 10 points if less than 80% of students have current IEP’s  and there is no documented effort to obtain an IEP.  Score 0 points if less than 70% of students have IEP’s and there is not consistent documentation of effort to obtain an IEP. 

_____ Score


M1.2
Availability and Contents

Each publicly funded student identified as eligible to receive special education programs and

services shall have a current written individualized education plan (IEP) that

includes:



I.
a statement of the student’s present levels of educational




performance;



II.
a statement of annual goals, including short-term objectives;



III..
a statement of the specific special education and related services




to be provided to the student and the extent to which the student




will be able to participate in general educational programs;



IV.
the projected dates for initiation of services and the anticipated




duration of the services;



V.
criteria and evaluation procedures to be reviewed at least 




quarterly to determine whether the short-term instructional 




objectives are being achieved.



VI.
Identification of appropriate accommodations to assist the child in




meeting IEP goals.



VII.
a statement of transition services for each student (beginning no 




later than age 16) which includes needed activities to promote 




movement from school to post-school activities, such as post 




secondary education, vocational training, employment, adult 




education, adult services, independent living or community.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Review each to assure that the information in I – VII  in the standard is

included.  This may include those that were included in Section 9.

Rating – Score 20 points if all IEP’s reviewed contain all required information.  Score 10 points if 80% of IEP’s reviewed contain 5 or more required items.  Score 0 if more than 80% of IEP’s reviewed contain less than 5 required items

_____ Score


M1.3 
Filing and Accessibility of the IEP          

A copy of each student’s IEP shall be placed in the central master file and be accessible to all authorized staff.                                                                            

COMPLIANCE – 

Documentation Code – (P) Performance: actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – Observe a minimum of five student files to see that the IEP is included.     

Ask staff if they have access to the student’s IEP.

Rating – Score 20 points if copies of all IEP’s are filed in a central master file as required.  Score 10 points if copies of IEP’s are accessible but not in a single master file.  Score 0 points if IEP’s are not maintained in a manner accessible to all authorized staff.

_____ Score


M1.4   Placement in the Least Restrictive Environment as an Objective
Objectives specified in the IEPs shall lead to progress towards entry into the most appropriate least restrictive environment.                                                                                                                           
COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination.


Guide –Review the IEP to see if the objective is to lead to the least restrictive environment available to the student.

Rating – Score 20 points if current placement is documented as least restrictive* and goals include goals include placement in a less restrictive environment.  Score 10 points if placement is documented as least restrictive* but goals do not include movement to less restrictive environment.  Score 0 points if there is no documentation regarding least restrictive environment.

* unless placement was not directed by IEP (e.g. DSS placement)

 _____ Score

M 1.5

Annual Review

All IEPs shall be reviewed and updated on at least an annual basis as indicated

by dates in the IEP.                                                                   


COMPLIANCE –

Documentation Code – (W) typed or printed information that is designed for 

dissemination.

Guide – Review IEP’s to ensure they have been reviewed within the required time frame. 

Rating – Score 30 points if all IEP’s reviewed are current or there is documented effort giving timely notification (30 days prior to review date) to LEA.  Score 20 points if 80% of IEP’s reviewed are current and there is not consistent evidence of a timely effort to notify LEA.  Score 10 points if less than 80% of IEP’s reviewed are current and there is not consistent evidence of a timely effort to notify LEA.  Score 0 if less than 60% of IEP’ reviewed are current.


_____ Score




M 1.6 Parental Involvement

The school shall have written procedures, consistent with current state and

federal regulations, for involving parents or guardians in the development  and review of the IEPs.  (Parental notification evidenced by at least two documented attempts to contact the parents, one of which is a letter.)


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit team may request to see such evidence.

Guide – Ask to see policies regarding parental notification and parental rights in 

the IEP process.  Ask to see actual documentation of contacts made for the purpose of including parent/guardian in IEP development or review.  Documentation may be generated by student’s LEA since the IEP process is ultimately their responsibility.
Rating – Score 20 points if there is policy and procedures requiring parental participation in the IEP process and evidence of attempts to include parents documented in the student record.  Score 10 points if there is documentation of attempts to contact parents as required in 80% of cases reviewed, whether a policy and procedure exists or not. Score 0 if less than 80% of cases reviewed do not include documentation of attempts to include parents in the IEP process

_____ Score


M1.7
When a program grants credits for graduation to a student funded by a public agency, the standard unit of credit shall be based on minimum requirements set by the Virginia Department of Education for Advanced, Standard, Modified Standard or Special Diplomas.


COMPLIANCE –

Documentation Code (W) Typed or printed information that is designed for dissemination.

Guide – See policy or documentation that earned credit is based on the minimum DOE requirements.  Ask how end of course assessments (VAAP/ SOL) are addressed. 

Rating – Score 20 points if DOE (SOL) requirements are available and credits are awarded in compliance with regs.  Score 15 points if End of Course requirements are met but DOE requirements are not available.  Score 0 points if requirements to grant credit are not met, and DOE requirements are not available.

_____ Score (Or N/A)


Module 2: STUDENT SERVICES  - RESIDENTIAL


M2.1
Ratio of Personnel to Students
The ratio of direct-care personnel to students shall be adequate to meet the

educational and safety needs of the students in residence, relative to the

nature and severity of the handicapping conditions displayed in the facility’s

population.  In no case shall there be a ratio of less than 1 to 10 8 during

waking hours or 1to 20 during sleeping hours.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Check for written policy regarding ratio of personnel to students.  Check the application form and any other documents that list number of direct-care personnel and number of students.  Check work schedules to assure that standard ratio is being met at all times (determined by total number of staff trained to work directly with students and total number of students).

Rating – Score 25 points if there is a staff deployment plan specifying an acceptable staff to resident ratio and staffing schedules are consistently in compliance with that plan.  Score 10 points if there is not a staff development plan or the plan does not address appropriate ratios but staffing schedules indicate appropriate staffing levels.  Score 0 points if staffing schedules do not indicate appropriate staffing levels.

_____ Score


M2.2
Coordination With Other Services

There shall be evidence that the residential unit adequately provides or systematically cooperates in the implementation of any of the following           services which may be appropriate to its residents:



 I
educational (personal, social and adaptive skills);   




II
psychological / psychiatric / counseling;


III
speech / audiology;



IV
physical and/or occupational therapy;


V
medical / nursing / pharmaceutical / denta;


VI
recreational (including community activities);


VII
food / nutrition;


VIII
transportation;


IX
accessibility to religious activities; and


X
family (social) services.


COMPLIANCE –  

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit team may request to see such evidence.

Guide – Ask to see notes, schedules, daily logs or other information that shows the systematic cooperation of the residential unit in the implementation of the appropriate services to its residents as listed in I-X in the standard.

Rating – Score 20 point if there is documentation clearly showing a consistent means of communication and coordination between residential personnel and service providers.  Score 10 points if staff can describe how information among residential and other services is shared and there is evidence of communication and coordination between personnel but no formal means of documenting such communication.  Score 0 points if there is not evidence of consistent information sharing and coordination among service personnel.

_____ Score


M2.3
Qualifications of Staff                    

The individual responsible for supervision of residential services shall be able to provide evidence (training credentials and/or work performance evaluations related to the specific job requirements) that the residential staff, and in particular direct-care personnel, have training and/or experience appropriate to the care of the residents and consistent with the stated service goals and strategies of the facility and the nature of its population.  It will be a policy of the facility that all full-time, direct service residential staff will be certified in CPR and First Aid.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy statement concerning certification in CPR and First Aid.   Ask to see the stated service goals and strategies of the facility.  Ask to see job descriptions for direct care personnel.  Ask individual responsible for supervision of residential services for written evidence that staff has training and/or experience appropriate to the care of the residents and consistent with the goals/strategies of the facility.  This evidence may be training documentation, copies of certifications, work performance evaluations, transcripts, etc.

Rating – Score 25 points if there is documentation for all residential staff clearly indicating that they meet qualification for their position.  Score 10 points if 80% of employee credentials reviewed verify qualifications for the position held.

Score 0 points if qualifications can not be verified for more than 80% of employees 

_____ Score


M2.4
Social Skills and Independent Living Skills Training in the Residential 


Setting

COMPLIANCE 


Guide – See individual sub-sections

A.
Assessment

There shall be an initial assessment procedure for each student in social skills and independent living skills areas which is consistent with the student’s overall service plan and/or IEP.

COMPLIANCE –

Documentation Code - (W / V) Written or verbal: Written evidence preferred but verbal statements may be accepted.

Guide - Ask to see the written procedure for initial assessment in social skills and


independent living skills.  Ask to see actual assessments done on students.   Ask


staff to describe how assessment is done.  

Rating – Score 20 points if there is an initial assessment process, documentation of 

each resident’s assessment and evidence of assessment results being included in 

the development of the residents’ service plan.  Score 10 points if there is evidence that an assessment done subsequent to admission provided information that is incorporated into the residents’ service plan.  Score 0 points if there is not consistent evidence of an assessment  

_____ Score


B.
Annual Goals

There shall be a written set of individualized annual residential goals in social skills and independent living skills areas which are consistent with the student’s overall service plan and/or IEP.

COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination.

Guide - Ask to see at least 5(five) residents written set of individualized residential goals in social skills and independent living skills and compare them for consistency with the students’ overall service plans and/or IEPs.

Rating – Score 20 points if residential goals in social skills and independent living

are incorporated into each resident’s service plan.  Score 10 points if 80% of records reviewed include social skills and independent living skills goals.

Score 0 points if less than 80% of records reviewed include social skills and independent living skills goals.

_____ Score

C.
Quarterly Review of Short-term Objectives

Short-term objectives in social skills and independent living skills areas shall be reviewed and updated on at least a quarterly basis.

                                                                                        
COMPLIANCE – 

Documentation Code - (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit team may request to see such evidence.

Guide –Ask to see evidence of notation of reviews/updates (at least quarterly) of at least 5 (five) residents’ social skills/independent living skills objectives.  This may be in student’s records along with the service plan/IEP.

Rating – Score 20 points if there is documentation of quarterly reviews of short-term objectives for each resident.  Score 10 points if there is evidence of quarterly reviews of short-term objectives for 80% of residents.  Score 0 points if there is evidence of reviews of short-term objectives for less than 80% of residents.

_____ Score


M 2.5

Reports of Progress
Separate written day-to-day records shall be maintained on each resident regarding resident’s programs and progress.  (Evidenced by progress notes in resident’s record, anecdotal records, data, notes and/or other evaluation tools.)


COMPLIANCE –

Documentation Code – (FN) Formal notes documenting progress and/or performance and recorded in logs, charts, client records, forms, or on data base systems.

Guide – Ask to review resident records, anecdotal records, such as log books, data, notes and/or other evaluation tools that are used on a daily basis to record student’s programs and progress .  Check to see that daily entries are made.                                                                 

Rating – Score 20 points if daily progress notes related to resident’s service plan are recorded to be included in all residents’ records.  Score 10 points if daily progress of each resident is documented in a manner that is accessible to all authorized personnel and is summarized in regular (i.e. monthly) progress reports and/or program summaries).  Score 0 points if there is no consistent method of documenting resident’s daily progress.


_____ Score


M 2.6
Home Visits


There shall be evidence of clearly defined (to sponsors and staff) home visit


policies for students which:



a.
are appropriate to the student’s growth and development;
b. are consistent with the stated service goals and strategies of the 


facility;


c.
emphasize the role of the family as appropriate; and 


d.
emphasize the gradual movement toward the least restrictive 




appropriate environment.

COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see policy statement that clearly defines to sponsors (placing agencies, legal guardians and other concerned parties) and staff the home

visit policies for students, making sure that the statement includes all of the 

information included in a – d in the standard.

Rating – Score 20 points if there is a clearly defined policy statement containing all required information that is explained to parents, sponsors and residents, and there is evidence of procedures conforming to the policy.  Score 10 points if there is a policy regarding home visits which does not include all required information and/or there is inconsistency in its implementation.  Score 0 points if there is not a clear policy regarding home visits.

_____ Score


Module 3: STUDENT SERVICES  - CAREER And TECHNICAL EDUCATION


M3.1 
 Initial Assessment
Their shall be an initial assessment procedure for each student in each

content area which leads to formulation and implementation of a balanced

and appropriate program.  Assessment shall include review of previous

records, past test scores, observations, and student interview.  The following

areas shall be considered in the assessment:



a.
basic academic skills,


b.
job related skills,


c.
work orientation skills


d.
vocational interests, and


e.
safety skills


COMPLIANCE –

Documentation Code – (W,V) Written or Verbal: written evidence is preferred but verbal statements may be accepted.

Guide – Ask to see policy on initial assessment procedure for the content areas mentioned in the standard.  Review at least 5 (five) student records to check that the assessment (including review of previous records, past test scores, observations, and student interview) with the areas listed in the standard in a – e being considered was done. Ask for assessment instrument or have procedure explained.  Review service plan to verify that assessment results are evident in its development.

Rating – Score 20 points if there is an initial assessment procedure addressing all required components consistently utilized in the formulation of each student’s service plan.  Score 10 points if there is an informal assessment covering work history, skills and interests, and there is evidence of this information being incorporated in the service plan.  Score 0 points if there is not evidence of an individual assessment from which information is included in the service plan.

_____ Score

M3.2
Instructional Offerings

The program must offer instruction as needed in basic academic skills, safety skills, job related skills, technical skill training, work orientation skills, and 

           career awareness.  (Evidenced by individual instructional objectives and class

           schedules.)         


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask to see the individual instructional objectives and class schedules for at least 5% or 5 (five) individual students showing instruction in the areas listed  in the standard.

Rating – Score 20 points if the curriculum and instructional plans include instruction in the required areas.  Score 10 points if the curriculum covers the required areas of instruction but there is no supporting instructional plan.  Score 0 points if the curriculum and instructional plans do not cover required areas.

_____ Score


M3.3   Consistency With Facility Objectives      

The implementation of service strategies and objectives, as observed in the classroom, shall be consistent with stated objectives and strategies of the facility.  These service strategies and objectives shall be reflected in the following:



a.
individual student objectives;



b.
instructional approach;



c.
physical organization of classrooms; and



d.
use of materials;

COMPLIANCE – 

Documentation Code – (P) Performance:  actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – After reviewing the service strategies and objectives for several students   

and reading the stated objectives and strategies of the facility, observe in the   

classrooms to assure that the service strategies and objectives are reflected in   

the areas listed in I – IV of the standard. 

Rating – Score 10 points if it is evident that service strategies and objectives of the facility are individualized and reflected in the areas listed.  Score 5 points if strategies and objectives of the facility are reflected in the program, but are generic or group oriented rather than individualized.  Score 0 points if strategies and objectives of the facility are not evident in the provision of this service.

_____ Score


M3.4       Curriculum Materials 




COMPLIANCE 


Guide – See individual subsections


A.
Designation of Responsible Individual

An individual or individual(s) shall be designated to maintain knowledge of all curriculum materials.  The individual(s) so designated shall be available for consultation with teaching staff regarding location and appropriateness of specific materials.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide - Ask to see the job description of the individual designated to maintain 

knowledge of the curriculum materials in this area.  Ask staff if this person is available for consultation about materials.

Rating – Score 10 points if job description or policy designates person responsible.  Score 5 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B
Materials and Equipment

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for vocational instruction.


COMPLIANCE –

Documentation Code – (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide – After becoming familiar with the facility’s goals and objectives for vocational instruction, observe the facility to assure that adequate materials and equipment are available.

Rating – Score 20 points if there is sufficient material and equipment for the program to meet the objectives of the program and a process for maintaining adequate supplies.  Score 10 points if the program is inadequately equipped to meet immediate needs but has a plan/procedure in place to ensure program objectives are met.  Score 0 points if there is not an observable means to meet program objectives

 _____ Score


M3.5
 Compliance With Child Labor Laws
The facility will have a written procedure that demonstrates compliance with

child labor laws including compensation and work expectations.                           


COMPLIANCE –

Documentation Code – (W) typed or printed information that is designed for 

dissemination.

Guide – Ask to see the written procedure/policy concerning student work that    

demonstrates compliance with child labor laws including compensation and  work expectations.

Rating – Score 20 points if there is written documentation ensuring compliance with Child Labor Laws and the program is in compliance.  Score 10 points if there is evidence that the program is in compliance but there is no written document ensuring compliance.  Score 0 points if there are no guidelines for compliance with Child Labor Laws and no evidence of compliance.


_____ Score (or N/A)


M3.6
 Safety

Programs offering “hands-on” instruction/training in vocational areas involving construction, power equipment, engines/motors, electricity or other potentially hazardous equipment or materials shall have in place a clearly defined safety program that includes:





a.
Safety instruction





b.
Emergency procedures and access to First Aid supplies





c.
Safety supplies (i.e. goggles, breathing masks, gloves, hard 






hats, ear plugs, etc…)





d.
Inspections and maintenance of equipment





e.
Inventory Control





f.
Appropriate warning/safety signs  


COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination. (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide – Check for written safety procedures and instructional plans or other evidence that students have received instruction covering safety and emergency procedures.  Inspect the work areas to ensure required safety supplies and precautions are in place and that there is a plan for maintaining and accounting for equipment, tools and supplies.

Rating – Score 30 points if a comprehensive safety plan is in place covering all required items.  Score 20 points if all safety components are present but there is not evidence of safety instruction.  Score 10 points if there is safety instruction but other required items are not present.  Score 0 points if there is not evidence of a safety plan.

_____ Score (or N/A)


Module 4: STUDENT SERVICES  - CLINICAL COUNSELING SERVICES


M4.1
Provision of Services 

Any educational program serving students found eligible for special education and related services as an emotionally disturbed child, shall establish a written procedure for obtaining clinical input and include direct consultation of staff.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (P) Performance:  actual observable performance that allows the site-visit team to verify compliance with a standard

Guide – Ask to see the policies that assure that clinical counseling services

will be provided for all special education students determined to be in need

of such.  Verify with staff that these services are provided as needed. 

Rating – Score 20 points if there is a written procedure ensuring the provision of clinical services for those students identified as in need and it is evident that services are provided accordingly.  Score 10 points if there is not a documented procedure assuring the provision of clinical services but it is evident that services are provided to those students identified as requiring services.  Score 0 points if there is not evidence of students receiving necessary clinical services.

_____ Score


M4.2 
 Referral Procedure
Their shall be a formalized procedure for referral of students identified as

needing clinical counseling services.            


COMPLIANCE – 

Documentation Code – (W/V) Written or Verbal: written evidence is preferred but verbal statements may be accepted.

Guide – Ask to see policies regarding referral  procedures for clinical counseling services.  Verify through interviews with staff whether policies are followed.  Review service plan/IEPs of sample students who are receiving services to verify if policies were followed.

Rating – Score 20 points if there is a clear and consistently followed procedure by which clients are referred for services.  Score 10 points if clients receive necessary services but there is not a recognized referable process.  Score 0 points if there is no consistent process for clients to be referred for services

_____ Score


M4.3
Coordination With Other Staff


COMPLIANCE 


Guide – See individual subsections

A.
Objectives and Progress Reports

Goals and objectives for a student receiving direct, ongoing clinical counseling services shall be reviewed and updated quarterly and progress reports written monthly and both shall be accessible to other personnel providing direct service to the student.


COMPLIANCE

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Review records of students receiving these services to assure that 

Goals and objectives are reviewed quarterly and progress reports are completed monthly.  Verify that direct care staff have access to these progress reports.

Rating – Score 20 points if reviews of goals and objectives are documented at least quarterly and that progress reports are completed monthly and both are accessible to other personnel providing direct service to the student.  Score 10 points if goals and objectives are identified as required but are not clearly referred to in monthly progress notes.  Score 0 points if there are not clear goals and objectives identified or if monthly progress reports are not available.

_____ Score


B.   Regular Meetings
When clinical counseling services are provided directly by the facility, clinical

counseling service staff shall meet with educational and residential staff on a regularly scheduled basis.  When clinical counseling services are provided as a contract or other outside service, the provider shall be available for consultation.  (Evidenced by meeting notes or meeting schedules.)


COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit teams may wish to see such evidence.

Guide –If these services are provided directly by the facility, review notes from meetings where the clinical counseling staff meets with the educational and residential staff on a regular basis.  If the clinical counseling services are contracted, review notes assuring that the contracted service providers are available for consultation.

Rating – Score 20 points if there is anecdotal evidence that meetings occur on a regular basis where the service provider meets with residential and educational service providers.  Score 10 points if staff confirms that meetings occur regularly but there is no documented evidence.  Score 0 points if it can not be consistently confirmed that regular meetings occur.

_____ Score

M4.4
Materials and Equipment

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for clinical counseling services.                                                                                        

COMPLIANCE – 

Documentation Code - (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide –Ask to see materials /equipment that is used to meet the facility’s goals 

for clinical counseling service if the facility provides the service directly.

Rating – Score 20 points if there is sufficient material and equipment for the program to meet the objectives of the program and a process for maintaining adequate supplies.  Score 10 points if the program is inadequately equipped to meet immediate needs but has a plan/procedure in place to ensure program objectives are met.  Score 0 points if there is not an observable means to meet program objectives

_____ Score


M4.5
Qualifications of Staff   

Any individual(s) providing clinical counseling services, including consultation, shall meet all state minimum licensure or certification requirements for provision of direct services.


COMPLIANCE –

Documentation Code – (D) Formal Document: licenses, certificates, permits, etc. given to the facility or it’s staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Review the job descriptions and licenses of anyone providing clinical counseling services, whether staff or contracted.                                                 

Rating – Score 30 points if all personnel providing clinical counseling services have required qualifications.  Score o points if providers of clinical counseling services do not have required qualifications.

_____ Score



Module 5: STUDENT SERVICES  - SPEECH, LANGUAGE, AUDIOLOGY                     


M5.1
Provision of Services 

Any educational program serving students found eligible for special education and/or related services as a speech and language impaired child, shall establish a  written procedure for obtaining professional speech / language services that  include direct consultation of staff.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (P) Performance:  actual observable performance that allows the site-visit team to verify compliance with a standard

Guide – Ask to see the policies that assure that speech, hearing and audiological services will be provided for all special education students determined to be in need of such.  Verify with staff that these services are provided as needed. 

Rating – Score 20 points if there is a written procedure ensuring the provision of services for those students identified as in need and it is evident that services are provided accordingly.  Score 10 points if there is not a documented procedure assuring the provision of services but it is evident that services are provided to those students identified as requiring services.  Score 0 points if there is not evidence of students receiving necessary services.

_____ Score


M5.2
Referral Procedure
Their shall be a formalized procedure for referral of students identified as

needing speech, language, and audiology services.


COMPLIANCE –

Documentation Code – (W,V) Written or Verbal: written evidence is preferred but verbal statements may be accepted.

Guide – Ask to see the policies regarding referral procedures for speech, language and audiology.  Verify through interviews with staff whether policies are followed.  Review IEPs of sample students who are receiving services to verify if policies were followed.

Rating – Score 20 points if there is a clear and consistently followed procedure by which clients are referred for services.  Score 10 points if clients receive necessary services but there is not a recognized referral process.  Score 0 points if there is no consistent process for clients to be referred for services

_____ Score


M5.3
Coordination With Other Staff


COMPLIANCE 

Guide – See individual sub-sections


A.
Objectives and Progress Reports

Goals and objectives for a student receiving direct, ongoing speech, language or audiology services shall be reviewed and updated quarterly and progress reports written monthly and both shall be accessible to other personnel providing direct service to the student.


COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination.

Guide – Review records of students receiving these services to assure that 

Goals and objectives are reviewed quarterly and progress reports are completed monthly.  Verify that direct care staff have access to these progress reports.

Rating – Score 20 points if reviews of goals and objectives are documented at least quarterly and that progress reports are completed monthly and both are accessible to other personnel providing direct service to the student.  Score 10 points if goals and objectives are identified as required but are not clearly referred to in monthly progress notes.  Score 0 points if there are not clear goals and objectives identified or if monthly progress reports are not available.

_____ Score


B.
Regular Meetings

When speech, language and audiology services are provided directly by the facility, speech service staff shall meet with educational and residential staff on a regularly scheduled basis.  When speech, language and audiology services are provided on a contract or other outside service, the provider shall be available for consultation.  (Evidenced by meeting notes or meeting schedules.)




COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit trams may wish to see such evidence.

Guide –If these services are provided directly by the facility, review notes from meetings where the speech service staff meets with the educational and residential staff on a regular basis.  If the services are contracted, review notes assuring that the contracted service providers are available for consultation.

Rating – Score 20 points if there is anecdotal evidence that meetings occur on a regular basis where the service provider meets with residential and educational service providers.  Score 10 points if staff confirms that meetings occur regularly but there is no documented evidence.  Score 0 points if it can not be consistently confirmed that regular meetings occur.

_____ Score


M5.4
Materials and Equipment

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for speech, language and audiology.


COMPLIANCE – 

Documentation Code - (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide –Ask to see equipment and materials used for speech, language and audiology if the facility provides the service directly. If equipment is used ask to see proof of appropriate maintenance, such as calibration of audiometers.

Rating – Score 20 points if there is sufficient material and equipment for the program to meet the objectives of the program and a process for maintaining adequate supplies.  Score 10 points if the program is inadequately equipped to meet immediate needs but has a plan/procedure in place to ensure program objectives are met.  Score 0 points if there is not an observable means to meet program objectives

_____ Score

M5.5

Qualification of Staff         
Any individual(s) providing speech, language and audiology services, including consultation, shall meet all state minimum licensure or certification requirements for provision of direct services.                           


COMPLIANCE –

Documentation Code – (D) Formal Document: licenses, certificates, permits, etc. given to the facility or it’s staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Review the job descriptions and licenses of anyone providing speech, language and audiological services, whether staff or contracted.                                                                 
Rating – Score 30 points if all personnel providing services have required qualifications.  Score 0 points if providers of services do not have required qualifications.

_____ Score



Module 6: STUDENT SERVICES  - PHYSICAL/ OCCUPATIONAL THERAPY                 


M6.1
Provision of Services 

Any educational program serving students found eligible for physical and/or occupational therapy as a related service, shall establish a written procedure for obtaining physical/occupational therapy staff input that includes direct consultation to staff.

COMPLIANCE – 

Documentation Code – (W) Written Typed or printed information that is designed for dissemination. (P) Performance:  actual observable performance that allows the site-visit team to verify compliance with a standard

Guide – Ask to see the policies that assure that physical and occupational therapy services will be provided for all special education students determined to be in need of such.  Verify with staff that these services are provided as needed and that direct consultation is given. 

Rating – Score 20 points if there is a written procedure ensuring the provision of services for those students identified as in need and it is evident that services are provided accordingly.  Score 10 points if there is not a documented procedure assuring the provision of services but it is evident that services are provided to those students identified as requiring services.  Score 0 points if there is not evidence of students receiving necessary services.

_____ Score


M6.2
Referral Procedure
Their shall be a formalized procedure for referral of students identified as

Needing physical or occupational therapy.


COMPLIANCE –

Documentation Code – (W,V) Written or Verbal: written evidence is preferred but verbal statements may be accepted.

Guide – Ask to see the policies regarding referral procedures for physical and occupational therapy.  Verify through interviews with staff whether policies are followed.  Review IEPs of sample students who are receiving services to verify if policies were followed.

Rating – Score 20 points if there is a clear and consistently followed procedure by which clients are referred for services.  Score 10 points if clients receive necessary services but there is not a recognized referral process.  Score 0 points if there is no consistent process for clients to be referred for services

_____ Score


M6.3
Coordination With Other Staff


COMPLIANCE 

Guide – See individual sub-sections


A.
Objectives and Progress Reports

Goals and objectives for a student receiving direct, ongoing physical or occupational therapy shall be reviewed and updated quarterly and progress reports written monthly and both shall be accessible to other personnel providing direct service to the student.


COMPLIANCE – 

Documentation Code - (W) Typed or printed information that is designed for dissemination.

Guide – Review records of students receiving these services to assure that 

Goals and objectives are reviewed quarterly and progress reports are completed monthly. Verify that direct care staff have access to these progress reports.

Rating – Score 20 points if reviews of goals and objectives are documented at least quarterly and that progress reports are completed monthly and both are accessible to other personnel providing direct service to the student.  Score 10 points if goals and objectives are identified as required but are not clearly referred to in monthly progress notes.  Score 0 points if there are not clear goals and objectives identified or if monthly progress reports are not available.
_____ Score

B.
Regular Meetings

When physical or occupational services are provided directly by the facility, therapy staff shall meet with educational and residential staff on a regularly scheduled basis.  When physical or occupational therapy services are provided on a contract or other outside service, the provider shall be available for consultation.  (Evidenced by meeting notes or meeting schedules.)




COMPLIANCE – 

Documentation Code – (N) Notes for personal use: hand-written notes, calendar entries, schedules, etc. solely for an individual’s own use.  Site-visit trams may wish to see such evidence.

Guide –If these services are provided directly by the facility, review notes from meetings where the speech service staff meets with the educational and residential staff on a regular basis.  If the services are contracted, review notes assuring that the contracted service providers are available for consultation.

Rating – Score 20 points if there is anecdotal evidence that meetings occur on a regular basis where the service provider meets with residential and educational service providers.  Score 10 points if staff confirms that meetings occur regularly but there is no documented evidence.  Score 0 points if it can not be consistently confirmed that regular meetings occur.

_____ Score


M6.4
Materials and Equipment

Materials and equipment shall be available to adequately meet the facility’s goals and objectives for physical and occupational therapy.


COMPLIANCE – 

Documentation Code - (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide –Ask to see equipment and materials used for physical and occupational therapy if the facility provides the service directly.  If equipment is used, ask to see proof that appropriate maintenance is done (any record of maintenance).

Rating – Score 20 points if there is sufficient material and equipment for the program to meet the objectives of the program and a process for maintaining adequate supplies.  Score 10 points if the program is inadequately equipped to meet immediate needs but has a plan/procedure in place to ensure program objectives are met.  Score 0 points if there is not an observable means to meet program objectives

_____ Score


M6.5
Qualification of Staff         
Any individual(s) providing physical or occupational therapy services, including consultation, shall meet all state minimum licensure or certification requirements for provision of direct services.                           

COMPLIANCE –

Documentation Code – (D) Formal Document: licenses, certificates, permits, etc. given to the facility or it’s staff by a regulating agency.  Site-visit teams may wish to see such documents.

Guide – Review the job descriptions and licenses of anyone providing physical or occupational therapy services, whether staff or contracted. 

Rating – Score 30 points if all personnel providing services have required qualifications.  Score 0 points if providers of services do not have required qualifications.

_____ Score

Module 7: STUDENT SERVICES  - PRESCHOOL                 


M7.1
Initial Assessment
There shall be an initial assessment procedure for each student in each content area which leads to formulation and implementation of a balanced and appropriate program, considering the following:



a.
readiness skills,


b.
language development,


c.
social skills,


d.
self-help skills,


e.
emotional development, and


f.
motor skills


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (P) Performance: Actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – Ask to see the policies concerning initial assessment to assure that the procedure assesses each student in the content areas needed and leads to the formulation and implementation of a balanced, appropriate program for each student (see the content areas to be considered in I-VI of the standard). Review at least five student records to assure assessment policy is followed.  

Rating – Score 20 points if there is a formal assessment procedure addressing all required components consistently utilized in the formulation of each student’s service plan.  Score 10 points if there is an informal assessment covering four of the six required areas and there is evidence of this information being incorporated in the service plan.  Score 0 points if there is not evidence of an individual assessment from which information is included in the service plan.

_____ Score

M7.2
Instructional Offerings 


COMPLIANCE 


Guide – See individual sub-sections


A.
The program must offer instruction in readiness skills, language development, social skills, emotional development, self-help skills and motor skill development.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide – Ask for the written description of the instruction that is offered, making sure that it includes all of the areas listed in the standard.  Ask staff about the program offered to assure that the instruction listed is offered.

Rating – Score 20 points if there is a curriculum covering the required areas and evidence that instruction is provided in all areas.  Score 10 points if there is a curriculum covering the required areas but not consistent evidence that instruction is provided in all areas.  Score 0 points if there is not a written program covering all required areas and no evidence of instruction in required areas.

_____ Score

  

B.
The activity plan for the preschool shall include at least one daily activity for each of the following instructional areas:



I.
readiness skills,


II.
language development,


III.
social skills,


IV.
self-help skills,


V.
emotional development, and


VI.
motor skills.


COMPLIANCE –

Documentation Code – (W) Typed or printed information that is designed for dissemination.

Guide –Ask to see the activity plan (schedule) for the preschool to assure that it contains at least one daily activity for each of the instructional areas listed in I-VI in the standard.  Ask staff to describe the activities.      

Rating – Score 20 points daily activity plans include activities addressing each of the required areas and there is evidence that the plans are implemented regularly.  Score 10 points if there are activity plans addressing all the required areas but they are not implemented on a daily basis.  Score 0 points if all required areas are not addressed on activity schedules and identified skills areas are not routinely addressed.

_____ Score


C.
The preschool shall have materials and opportunities for music and


rhythmic activities, and science and nature activities for each group


of children at least once per month.
        







COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination

Guide – Ask to see monthly schedules to assure that music and rhythmic activities, and science and nature activities for each group of children are provided at least once per month.  Ask staff to describe some of the activities.

Rating – Score 20 points if schedules and actual programming provide evidence that music and rhythmic activities and science and nature activities occur at least monthly. Score 10 points if there is evidence that one of the required activities occurs at least monthly.  Score 0 points if there is not evidence of monthly activities occurring in the required areas.

_____ Score


M7.3
Consistency with Facility Objectives

The implementation of service strategies and objectives, as observed in the classroom, shall be consistent with stated objectives and strategies of the facility.  These treatment strategies and objectives shall be reflected in the following areas:        



a.
individual student objectives,


b.
instructional approach,


c.
physical organization of classrooms,


d.
use of materials, and


e.
management of student behavior.


COMPLIANCE – 

Documentation Code – (W) Typed or printed information that is designed for dissemination. (P) Performance: Actual observable performance that allows the site-visit team to verify compliance with a standard.

Guide – After becoming familiar with the stated objectives and strategies of the facility, observe in the classroom to assure that the service strategies and objectives in the areas listed in I-V in the standard are implemented and are consistent with those objectives/strategies of the facility.

Rating – Score 10 points if program implementation in the areas noted align closely with the documented goals, strategies and objectives of the program.  Score 10 points there are not clearly documented goals, strategies and objectives for the program but program implementation is consistent, effective and positive in all service areas.

_____ Score


M7.4
Activity Areas

Each activity shall have materials and space to allow three activities to  
occur at the same time and be in sufficient quantity to allow at least three

students to participate in the same or different activities  

 

COMPLIANCE – 

Documentation Code - (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities. 

Guide –Look at all of the activity areas to assure that materials and space enough to allow three activities to occur at the same time are evident and that there is a sufficient quantity to allow at least three students to participate in the same or different activities at each activity area.               

Rating – Score 20 points if space and materials is sufficient to allow activities to occur as described.  Score 0 points if there is insufficient spac or materials to accommodate three or more participants at a time.

_____ Score
M7.5
Curriculum Materials  


COMPLIANCE 


Guide – See individual sub-sections 

A.
Designation of Responsible Individual
An individual or individuals shall be designated to maintain knowledge

of all curriculum materials.  The individual(s) so designated shall be

available for consultation with teaching staff regarding location and

appropriateness of specific materials.


COMPLIANCE – 

Documentaion Code – (W) Typed or printed information that is designed for dissemination.
Guide – Ask to see the job description of the person responsible for curriculum materials. Ask staff if this person is available for consultation concerning location/appropriateness of specific materials

Rating – Score 20 points if job description or policy designates person responsible.  Score 10 points if responsibility is clearly held by an individual but it is not written into a job description or policy.  Score 0 points if person responsible is not designated.

_____ Score


B.
Materials and Equipment

Materials and equipment shall be available to adequately meet the 

preschool’s goals and objectives for preschool services.


COMPLIANCE – 

Documentation Code – (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide – Look around to determine that the materials and equipment available is adequate to meet the goals and objectives of the facility for preschool services.

Rating – Score 20 points if there is sufficient material and equipment for the program to meet the objectives of the program and a process for maintaining adequate supplies.  Score 10 points if the program is inadequately equipped to meet immediate needs but has a plan/procedure in place to ensure program objectives are met.  Score 0 points if there is not an observable means to meet program objectives. 

 _____ Score


C.
Furnishings


Each preschool shall have child-size chairs and tables.


COMPLIANCE – 

Documentation Code – (O) Observable: something that can be seen during the site visit team’s observation of the facilities program and activities.

Guide – Look around to assure that the preschool has child-size chairs and tables.
Rating – Score 20 points if there are sufficient child-size chairs and tables for the program to meet the objectives of the program.  Score 10 points if there are some appropriate accommodations for the identified population but not enough to meet the needs of the entire population being served.  Score 0 points if there are not child-sized accommodations to meet the needs of the population.

 _____ Score
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