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ABSTRACT . _
. This document, one of 12 guides that have been
"developed to facilitate evaluation by and for local education agency

(LEA) personnel in Illinois, suggests a two-part analysis for

.assessing the LEA's identification-process and service provision to

special needs (handicapped, disadvantaged, and limited-English .
proficient)’students. The first part of this activity deals with the
assessment of the ideptification process; the second part focuses on

rating the effectiveness of services by staff and students. The gquide

has been designed to aid the person who has responsibility fonr

leading this particular activity. It includes three sections. The

-first section on preliminary considerations’ contains a brief -,
explanation of this evaluation activity and the necessary steps to

prepare for the evaluation undertaking. Suggestions are included for
holding a staff meeting to discuss the activity. The second section

of the guide is a procedure/task breakdown, which outlines suggested

tasks for conducting this evaluation activity. The third section of

this guide contains supporting documents, including information .
handouts, exanle‘doduments, and references. (KC) ’
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* This Local Leader Guide is one of twelve guides that constitute the Locally-
Directed Evaluation Handbook. These guides are designed to assist local
education agency personnel in conducting interrial or self evaluations,
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o ‘I'n_troduction ¢

/ -
fhis is one of twelve guides that have been developed .
to facilitate evaluation by and for local education agen-_
cy (LEA) personnel. This guide has been designed to
aid the individual who has assumed responsibility for .
leading this particular activity. It includes three sec- q . . . y 3
tions: 1) Preliminary Considerations; 2) Procedure/ -
N Task Breakdown; and 3) Supporting Documents. All
parts of this document are suggested, the local staff is “ -
encouraged to adapt or change any procedures and in-
struments to meet the needs of its agency.

The first section of this Local Leader Guide entitled *
“Preliminary Considerations’ cgntaihs a brief explana-
tion of this evaluation activity and the necessary steps
to prepare for the evaluation undertaking. Suggestions
are included for holding a staff meeting to discuss this '

activity. = - .

The second $ection of this gude is the 'Procedure/

Task Breakdown." This breakdown outlines suggestec{ .

tasks for conducting this evaluation activity. The tasks t.
have been followed in the field tests. However, these
tasks are flexible and should be adapted in each LEA.

-

A -

The third section of this guide contains ‘*Supporting .
Documents.” These documents include; 1) information ) R
handouts, 2) example documents, and 3) references,

Information handouts contain valuable information

which will assist in conducting this activity. Example

documents are forms which can be utilized with®his

evaluation activity. References include bibliographies

and sources of information.for additional assistance.

These supporting documents have been developed and - N
. used in other LEAs. However, they can be adapted

and revised to fit your specific needs. The local leader - .

may wish to duplicate and distribute these supporting :

documents and work on this activity. .

The value of this eyaluation effort is dependent upof a -

team effort in obtaining and utilizing results. By com- . ,

bining these results with those of other activities of an

evaluation system, the improvement of educational .

programs and services can bggin.
M

£
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Preliminary o
Considerations .

Assessment of the identification of and setvices for
handicapped, disadvantaged, and Limited English ., Y o ‘
Proficiency students is an activity designed to improve - )
services provided tq special needs students. Specifically, -
this Lecal Leader Guide suggests a two part analysis for ,
assessing the LEA's identification.process and service -
provision to special needs students. The first part of this
actjvity deals with the assessment of the identification ) . ’
process. The,second part focuses on rating the ' C
~ effectiveness of services by staff and students.” "~

Results from other 'LDE activities can be helpful when - K
considering services.for special needs students. Also, * .

other. LDE activities can be focused specifically on special .

needs programs. For example, a studént follow-up survey, N

an employer survey, and a student career interest survey, :

can all be focused on the special needs programs,
providing input into the assessment and improvement of . .
these programs. Because of the adaptability of other
activities, this particular activity ts not all inclusive irr
considenng and evaluating special needs programs. ‘
Instead, this activity provides a suggested starting point - . ‘ . o
with allowances for personnel within the LEA to choose

and adapt other LDE activities to supplement and y
complement this activity. - . — -

Briefly, this guide outlines a process involving a team of
individuals that has the responsibility for coordinating the - . .o N
evaluation. The major suggested tasks are listed below: .

« A. Conduct an informational staff meeting.
B. Establish and orient a team to coordinate the
assessment.
C. Review current definitions and identification critefia for
special needs students. .
D. Inventory currently offered services for special needs .
students. (Document 6-1) ,
E. Compare currently offered services to the State of
llinois list of suggested services. (Example Docu-
ment 6-2) ' .
F. Obtain ratings of effectiveness of services from LEA ’
staff. (Example Document 6-3) P
" G. Obtain ratings of effectiveness of services from current
students. (Example Document 6-5) .
H. Tabulate results of ratings. . i .
« |. Analyze data and prepare an evaluation Teport. ) .
* J. Utilize evaluation results to improve the identification of
and servigces providedJo handicapped, disadvantaged; .
and LEP students. * .-

The local leader should assume responsibility for overall
coordination of the activity and should begin by preparing
for an orientation or informational staff meeting.

' Vi-5
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Procedure/Task
Breakdown

Task A. Conduct an Informational Staff Meeting

, ‘Pnor 10 meeting, the local ieader should
L ]

1 Obtain approval and/or direction for pursuing this .
evaluation activity from appropriate supervisors (eg.
chief school administrator, special education direclor,
vocational education director, etc ). Assurance of
adequate commitment for personnei time and expenses
10 conduct the activity should be secured

2 Determine who should be invited to attend the initiai
staff meeting. It i1s important that support for this
activity 1s obtained from ali individuals who will be
affected by its outcome Therefore, it will be necessary
to invoive all staff members who serve special needs
students including administrators, vocational instructors,
special education instructors, guidance personnel,
social workers, plaeement personnel, remedial staff,

-vocational English-as-a-second-language instructors,
and English-as-a-second-language Mstructors

3. Review the remainder of this Local Leader Guide.

During the meeting . .

1. Clearly establish the purpose of the staff meeting The
purpose Is to inform staff members that an evajuation
activity is to be conducted. It focuses on the services
provided to special needs students and the primary
purpose of the activity s the improvement of those
services . : .
2. Ask the chief school administratoror a designee to give
a statement of support for this evaluation actvity.
3. Discuss the general nature of locally-directed evaluation
and why 1t is important to your LEA.- .
4 Present potential purposes for conducting thig activity
a To determine the appropriateness of objectives for
special needs services

b. To assess services and provide direction for
reorienting programs

¢ To determine the effectiveness of services currently
offered to special needs students

. d To compare student needs to available services

e. To revise and improve offerings that will improve
learning and expand opportunities of learning

5 Explain that a team will be identified to plan and
coordinate the tasks associated with this activity Ask
individuals who have interest in serving on this team to
contact you following the meeting.

6. Adjourn the meeting and indicate that communiques
will be distributed or future meetings will be held to
inform all of the purposes and outcomes of the ‘
evaluation activity.

-

Task B. Establish and Orient a Team to
Coordinate the Assessment.

Specific team composition will vary depending upon the
" purpose and scope of the activity. Oftentimes, it is
valuable and wise to involve staff members who are

ERIC
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respected by many and who may factiitate the leadership

of others. The following sub-tasks are suggested.

1. Compile a list of volunteers, .

2 Discuss the desired compesition of the team with the

chief school administrator or a designee. Potential team

members include vocational instructors, remedial

Instructors, special education instructors, social

workers, guidance counselors, work expenence

coordinators, administrators, supportive agency

personnel, English-as-a-second-language instructors,

and vocational Enghish-as-a-second-language

instructors. .

Select individuals to include representatives from each

of the determined areas This list of volunteers can be

helpful However, selection should not be imited to this

list

4 Invite iIndividuals to serve This invitation should come
from the chief school administrator or administrative
personnel in the form of a memo or by personal
contact * |

5 Schedule the first meeting of the evaluation planning

and coordinating team The time lapse between the

initial general staff meeting and the meeting of the

team may have an effect on the extent of review

needed It may be necessary to use the review a

second time ’

Convene the assessment team.

Review initial meeting agenda

Discuss the reasons for conducting the activity.

Emphasize the improvement function of evaluation

w

(ool N o)

Task C. Review Cument Definitions. and
Identification Criteria for Special Needs
Students. © ,

Present and discuss the accepted definitions of

handicapped, disadvantaged, and Limited.English

Proficiency students.

Task D. Inventory Currently Offered Services for
Special Needs Students.

1 Present an overview 0 the team of the LEA's currenf
philosophy of serving special needs students. Em-
phasize mainstreaming of those who could be placed
into regular programs if special help is provided and the
provision of special programs for those who cannot
handle regular school programs even with special
assistance It may be important at this time to ask one
or more of the team members to describe their
famihiarty with special services offered both in a
mainstream program and in special programs for
special needs students

2 Have the team Iist all services that they are aware of,
both in the LEA and in the community, which are of-
fered to special needs students. Consider agencies
other than educational agenctes in this task.

3 Compile the list Into a checkiist of services that are
available.

4 Duplicate this checklist and leave space for additional
services Or categories of services to«be added.

-
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5. Distribute this checkiist to staff members and suppor-
tive service agency personnel involved. On an accom-
panying Or introductory statement on the checklist, ask
each individual to check those services that are provid-
ed either within their control or to thewr students. Also,
be sure to emphasize the request for additions to be
placed on the iist of services which’may exist but were
not included. )

The: resuits of this survey of services should resuit in @
composite histing of services avaidabie in the LEA as well
as the community

-

Task E. Compare Cumently Offered Services to List
of Suggested Services.

1 Compare currently offered services (Example Docu-
ment 6-1) to kst of suggested services (Example Docu-
ment 6-2)

2 Discuss any discrepancies Your iocal situation may
dictate additions Or deietions to this hst

L
T — .

Task F. Obtain Ratings of Effectiveness of Services
from LEA Staff.

The purpose of this part of the activity is 10 obtain staff
opinions of currently offered services. The team sheuld
formulate an instrument (Example. Document 6-3) to be
distributed to staff members within the LEA to aid in
assessing Or rating services offered to special needs '
students. This instrument will focus on the serices iden-
tified in the previous task. . i

Again, it should be emphasized that the purpose of this
task 1s to aid in iImproving services and not to cause a
threat to anyone within the educational program The
following suggested procedures may be helpiul in develop-
Ing a rating or assessment instrument for services

1 Determine who should be surveyed This should prob-
ably include all staff members who are involved with
handicapped, disadvantaged, and LEP students

2_Deveiop a clear, concise rationale for the instrument.
Most likely the rationale will be to improve services to
special needs students, but the team may wish to ex-
pand or €laborate on this particular statement This ra-
tionale can iater be incorporated into a cover memo or
into an introductory statement for the rating instrument.
{Example Document 6-4)

3. Develop key guestions which help focus the assess-
ment instrument. Key questions are broad questions
which identify_specific concerns that are to be assess-
ed. For example, a key question relating 10 a remedial
reading service might be, “What effect is jhe reading
program having on students’ performance in reguiar
vocationd! programs?” This broad question can later be
made more specific with individual instrument or rating
items. ’

4 \Wnte instrument items that will help answer the key
questions. Example Document 6-3 proudes examples
of particular items that might be adapted or incor-
porated into your initial draft of jnstrument items.

5, Develop appropriate directions for completing the in-
strument and indicate when and to whom the instru-

Q ment should be returned. *

.

6. Ask everyone on the evajuation team to reactto the in-

strument and also give copies to two or three other

staff members in the LEA who are not directly

associated with the evaluation activity Ask each In-

dividual to react to the content, format and understand-

ability of the instrument. ’

Revise the instrument and develop a final draft based

upon the reactions and suggestions of the team and

the other staff members. N

8 Develop a cover letter or cover statement to be includ-
ed with the questionnaire or rating scale (Example
Document 6-4). This letter should specify a desired
return date and place.

9 Distribute the instruments to staff in e LEA. ¢

~d

Task G. Obtain Ratings of Effectiveness of Services
from Current Students. ”

This task has the purpose of rating services by obtaining
current studerits’ reactions This task can be started at the
same time as the staff survey A survey of handicapped,
disadvantaged, and Limited English Proficiency students
can provide valuable data concerning the services.

1 Identify the students who will receive the instrument If
you are in an institution with large groups ef handi-
capped, disadvantaged, and Limited English Proficiency
students, then you may want to take random samples
of studentd Smaller institutions may want to survey all
handicapped, disadvantaged, and LEP students .

2. Formulate key questions or utilize those formulated in
step 3 of Task F These questions will focus the instru-
ment development. .

3. After a list of key questions has been developed, for-
mulaté instrument items Write clear and concise

" statements for each of the items. Again, some items
from the staff rating instrument may be used with adap-
tation to the appropriate survey populations

4. Develop an instrument for students If rating scales are
used, identify appropriate scales. A variety of word
choices exists for rating scales. Usually a four point
spread Is advisable, e.g., Strongly Agree/Agree/
Disagree/Strongly Disagree. Excellent/Good/Fgir/Poor of,
Highly Effective/Effective/ineffective/Highly Inetfective
are other examples of chaices which may be used to
achieve a four point spread (Example Document 6-5).

5 Develop appropriate directions for each of the major
sections of the instrument Also, develop a cover letter
for the survey of‘former students (Example Document
6-6). Include a brief reference to the purpose of the -
survey and also state the general directions for gpm-
pleting the instrument. o

6. Develop the first draft of the instrument(s) and pjjpt test
them on a group of students Instruct them to cjcle
words or phrases they do not understand and to add
comments or items which should be included In the in-
strument. = .4

7. Revise and duplicafe the instrument(s). Incorporate the
changes from the pilot test that improve the -
instrument’s qualdy. Have the instrument format laid
out carefully and leave plenty of space between items
Crowded questionnaires discourage completion

4,
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8 Administer the questionnaire. This can be done while
the students are in class or in some other appropriate
group assembly. Staff members who administer the

of all questions. ;

In developing and adminisiering instruments to special
needs students, the following should be considered.

1. Reading leve! . :
2. Brailling d -
3. Sign language or manual communication
4. Tape recording . - :
5. Oral reading of instrument

6. Translation

The special education staff members that are a part of
your team can aid in énsuring adequate preparation and

administration of the instruments.

Task H. Tabulate Results of Ratings. - .

1 If a large number of instruments is administered, make
provisions for utilizing data processing services for
tabulating responses If the number of instruments does
not exceed 100, manual tabulation may be most effi-
cient. . .

" 2 If manual tabulation is used, construct tally sheets for

recording responses for summary analysis. Such
manual tabulation can start when response§ begin
coming in If data processing equipment is used, suffi-

" cient time must be allowed to secure as many forms as
possible prior to findf tabulation.

Task | Analyze Data and Prepare an Evaluation
Report ' /

. After tabulating the compiled data, begin analyzing the

information.

1t is helpfut to group questions and data according to

* the established key questions. )

It staff members are interested in analyzing several

descriplive variables (such as the nature of the hand- *

icap or type of diﬁ/antage) in relation to response

choices, then speCral computer program analysis may

be advantageous.

For the final report, tabulate the data and present

graphs when appropriate Make your tabulations simple

and use short titles Use percentages in the table and

indicate the'total number who answer the question at

the bottom of the table. It may not be necessary, to .

report all of your data, only significant results.

. Significant highlights should be brought.out in the

report For each of these highlights, a conclusion

should be developed. If the conclusions indicate a defi-

ciency, develop recommendations and suggested solu-

tions for overcoming the deficiency. The following are

examples of each! ‘

Example Conclusion: ’ .

The EMH program appears to need expansion.

Example Recommendation: .

Focus more staff assistance on the EMH program.

Example Suggested Improvements:

a. Secure at least two teacher aides who have.been
trained to work with the EMH §tudents.

form should be thoroughly briefed concerning the intent

b. Provide in-service training for at least two teacher
aides already on staff to enable them to work with
the EMH students.

6. Formulate recommendations arid suggested im-
provements for the conclusions-made regarding the
kinds of services offered special neéds students
(Task E). .

7. The final report should be prepared. The report shoutd
include suggesteéd means for improving services to .
handicapped, disadvantaged, and Limited English Profi-
ciency students. . ’

Task J. Utiiize Evaluation Results to Improve
Identification of and Services Provided to
Handicapped, Disadvantaged, and Limited
English Proficiency Students. .

1. Disseminate results to all administrators, faculty and
staff associated with identifying and serving handi-
capped, disadvantaged, and LEP students. Sample
Document 6-7 may be useful.

2. Examine and revise original goals and objectives for.
identifying and serving handicapped, disadvantaged,
and LEP students, incorporating the evaluation results.
This task is an important one. Everyone involved must
address this task, because it is both a necessary and
prirqary step.

3. The prepared recommendationsun the report should
provide direction for implementing the findings of the
evaiuation report. They should be as precise as possi-
ble and should also contain suggested improvements
on how to implement the recommendations.

4. Make certain that the recommendations and suggested
improvements of the report are directed toward per-
sons in the organization whe are to implement these
recommendations. .

5. ldentify resources that can facilitate the implementation
of suggested solutions, e.g., consultants, agency per-
sonnel, etc.

6. Have the team conduct follow-up interviews with the in-
dividuals who have assumed the responsibility of carry-
ing out recommendations. In order t0"assess progress,
interviews should be held regularly. The interviewers
should submit a brief written report about the results of
each interview.

7 Prepare, on alscheduled basis, a progress report on the
status of implementing recommendations. Disseminate
this report to all individuals who received. the ongmal
evaluation report..The progress report should be short
and direct. If you and the team determine that the pro-
gress has been extremely slow, request a meeting with
the Necessary administrators to discuss the progress

" “report and to determine action that will faciitate the im-
plementation of results. .

8. Evaluate your entire evaluation process. Ask yourself,
""How can we do this job more thoroughly and efficient-
ly the next time?"" The "next time’" will probably vary
depending upon your ioca! situation. A once-a-year
evaluation is fairly commonplace. The idea fs that

-evaluation is an ongoing process of paramount

. importance. '
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Infermation Handout 6-1

Identification of Handicapped Students

At the secondary level, ali handicapped persons enrolled.
in a vocational education program receiving funds from
vocational education legisiation must have an Individu-
alized Education Program (IEP) as prescribed under Public
Law 94-142 For post secondary and adult vocational
education programs, handicapped persons are persons
who have one of the impairments iisted below and require
special services to succeed in their vocational education
pragrams’

1 Mentally Retarded means significantly subaverage
general intefhigence functioning existing concurrently
with deficits in adaptive behavior and manifested during
the developmental period, which adversely affects a
student'$ educational performance.

2 Hard of Hearing means a hearnng imparrment,
whether permanent or fluctuating, which adversely af-
fects a stydent's educational performance, but which 1s
not included under the definition of “‘deaf” 1n this
section

3 Deaf mgans a hearing impairment which is so severe
that the student is impaired in processing nguistic In-
formation through hearing, with or without amphfication,
which adversely affects edutational performance.

4 Speech Impaired means a communication disorder,
such as stuttering, impaired articutation, a language im-
pairent, or a voice impairment, which adversely af-
fects a student’s educational performance.

5 Visually Handicapped means a visual impairment
which even with correction adversely affects a

" student's educational perforraance The term includes
both partially seeing and bhind children.

6, Seriously Emotionally Disturbed 1s defined as
follows

i
() The term means a condition exhibiting one Or riore

of the following characteristics over a long period
of time and to a marked degree, which adversely
' affects educational performance:
A) An inability to learn which cannot be explained
by intellectual, sensory, oOr health factors,
B) An inablity to build or maintain satisfactory in-
., terpetsonai relationships with peers and .
teachers,
C) Inappropnate types, of behavior or feeling under
normal cnr0umstances
D) A general pervasive mood of unhappiness or
, depression; or
E) A tendency to develop physical symptoms or
fears associated with personat or school
problems.

(n) The term includes students who are sthzophremc
or autistic The term does not include students who
are socially maladjusted, unless it is determined
that they are serioysly emotxonany disturbed

7. Orthopedically Impaired means'a severe orthopedic
impasirment which adversely affects a student’s

educational performance. The term includes im-

pairments, caused by congenital anomaly (e.g. club-

' foot, absence of some member. -étc ), |mpa|rments

10

11

y .
caused by disease (e.g. poliomyeTitis, bone tuber-
culosis, etc.), and impairments from other causes (e.g.
cerebral palsy, amputations, and fractures or burns
which cause contractures).
Other Health Impaired means limited strength, vitali-
ty or alertness due to chronic or acyte health pro-
blems, such as a heart condition, tuberculosis,
rheuriatic fever, nephnitis, asthma, sickle cell anemla
hemophilia, epiepsy, lead poisoning, leukemia, or
diabetes, which adversely affects a student’s educa-
tional performance. -

Deaf-Blind means conéomitant hearng and visuw -

pairments, théscembination of which causes such
severe communication and other developmental and
education problems that they cannot beé accom-

. modated in special education programs solely for deaf

or btind children.

Multihandi¢apped means concomitant impairments,
such as mentally retarded-blind, mentally retarded-
orthopedically impaired, etc , the combination of which
causes such severe education problems that they
cannot be accommodated 1n special educatign pro-
grams solely for one of the:impairments The term
does not include deaf-blind students.

Specific Leaming Disability means & disorder in
one or more of the basic psychological processes in-
volved in understanding or 1n using language, spoken
or written, which may manifest itself in an imperfect
ability to hsten, think, speak, read, write, spefl, or do
mathematical calcuiationis. The term includes such
conditions as perceptual handicaps, bram injury,

L}

. minimal brain dysfunction, dysiexia, and developmen-

tal aphasia. The term does not include students who
have learning problems which are primarily the result +
of visual, hearing, or motor handicaps, ar mental
retardayon, or of environmental, cultural, or economic
disadvantage.




Example Document 6-2
b \

Identification of Disadvantaged Students

~

Under the Vocational Education Amendments of 1976, the
identification of disadvantag ons must be based on
the following conditions;

* The individual is not succeeding or cannot be expected

+ o succeed in a regular vocational Rrogram “without.

, special assistance. A

o * Individuals, not groups, are identified.

* The individual is identified by the effect, not the cause
of histher disadvantaged condition.

* The individual's disadvantaged condition is a cop. ¢
tributing factor to his/her lack of success

The cnterla are stated in general terms so that local
‘educational agencies can establish their own systems of
identification based on the critena Because Iocal agen-
cies are accountable to substantiate the identification pro-
cedures and to demonstrate that related services were
provided for these students, 1t is essential that the actual
procedutes uged for identification be clearly specified.

Additional implications of the criteria are that a particutar
disadvantage 1s affecting the student such that he/she 1s
not succeeding or cannot beexpected to succeed In a
regular vocational program. The local education agency
has the responsibllity to determine annually whether *
students need special services and/or spetial programs to
develop thair abilities in a vocational program of th@ir in-
terest and within their potential.

Disadvantaged refers to persons (other than handlcapped)
who meet the following definitions: .

Economic Disadvahtage means:

1., Family income is at or below national poverty ievel,

2. Participant or parent(s) or guardian of the participant is
unemployed, -

3. Participant or parent of participant 1s recipient of public
assnstance or

4 Participant is institutiona d or under State guardian-
ship. .

An economic disadvantage can be determsned by repor-

ting students at the secondary level who are participating

in a free or reduced lunch program, AFDC (Aid to Famities

of Dependent Children) program or work-study program.

Students at the posf secondary and adult levels may be

identified from basic education opportunity grant records

or similar financial aid. *

»~

. 2. Lacks writing skills. (Usually two grades below grade

LN

.
.
.

Academic Dlsadvantag/e means that a person:

1 Lacks reading skills for the vocational instructional
materials as determined by approprate standard e
evaluatior instrument. (Usually two grades below grade
placement)

placement)
3. Lacks mathematical skilfs, etc. (Usually two grades
elow grade placément) .
Performs below course ievel and cannat achieve in
« regular vocational instruction without supportive ser-
vices as determined by standakd evaluation. (Usually
two grades below grade placement)

An acadegnic disadvantage can be determined at the
secondary level by reporting students enrolied in remedial
programs, Of performing below grade level on standard-
ized tests.0r faiing a grade For the post secondary and
adult levels, an academic disadvantage can be deter-

. minéd by reporting students enrolied in remedial instruc-

tion Or on academic probation. Substantive evidence of
the disadvantage must be kept on file
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Identification of Limited English
Proficuency Students _ =

A person with Limited English Proficiency (LEP) is any
member of a national origh minority who does not speak
and understand the English language in an inst al
setting well enough to benefit frdm vocationat’stidies to
the same extent as a student whose primafy language is
Endlish. :

The chief administrative official shall determine the
method and the staff persons responsible for making the .,
identification. Substantive evidence of the Limited English -
Proficiency (LEP) condition must be kept on file.

Lirmited English Proficiency persons vary in the degree of
English proficiency in the areas of understanding, speak-
Ing. reading, and writing. TO assist in student identification
,and in delivery of services, the following levels of English
language p[oficiency, developed by the filinois State Board
of Educatdh, Bilingual Section may be used as indicators.

»

1 The mdlwdual does not speak, understand, or write
English, but may know a few isolated words or ex-
pressions. .

2 The individual understands simple sentences in English,
especially if spoken siowly, but does net speak English,
except |solafed words Or expressions. -

3. The individuat speaks and understands’ English with _
hesitancy and difficulty. With effort and help, the stu-

_dent can carry on a COnversat10n in English, understand
at least parts of lessons; and follow simple directions.

4. The individual speaks and understands English without
apparent difficulty, but displays low achievement in-
dicating some language or cultural interference with~
.Iearnlng .

A “imited English proficiency’’ can be determined by
reporting students participating i an English as a second
language (ESL) or bilingual program, scoring low on an
English proficiency testy or reported on the Bilingual

Census,

Conﬁdentiallty of Records - ’

’

The Family Rights and Privacy Act prowdes for profes

/S|0nat confidentiality of records. A coding system for the:
identification of handicapped, disadvantaged, and Students
with lifited English proficiency shoyld be established. It'is’
essential that confidentiality of recomis be maintained so
the. provisions of the Act are not violated.

it :s not a viofation of tfie Family Rights and Privacy Act to
notify eéducational personnel of the student’s condition for
the purpose of providing educationa+ services. This infos:
mation should begome a part of the student’s record for
as long as the information is accurate or useful.

!

=

’ [}

~

.
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Exal;iple Document 6-1
Cumently Offered Services

.

CONDITION CODES

Total Projected
Hmdi“ppfd Enrolled  Next Year
H1 — Mentaliy Retarded L4
H2 — Hard of Hearing
H3 —~ Deaf B . s
H4 — Speech Imparred
H5 ~ Visually Handicapped . ) R
HE — Sernously Emotionally , .
Disturbed *
H7 — Orthopedically Impaied ) . ) .
H8 — Other Health impaired - 0 .
H9 — Deaf/Blind { )
H10 - Multthandicapped . .
. H11 - Specific Learoing
Disability N

L
v

Dissdvantaged 4

D1 — _Lacks Reading Skiils -
{Usually two grades below ‘ ) - . . (
placement) .

D2 - Lacks Writing Skills > ,

(Usually two grades bel i pmts .
f

L N

placement}

D3 - Lacks Math 31 Skills
{Usually two grades below
placement)

D4 - PerformsBelow Course Level R

D5 - Economically Disadvantaged . > ,

ijmd‘ English Proficiency

L1 ~ LEP L v < .

SERVICE CODES ’ ' : ‘. . ©
]: TC l 4 Handicapped. Use Service Codt;s 01 through 19 Disadvantaged; Use Service Codes 07 through 19 L.E.P.. Use Service Codes 07 through 20 ;
B - v - :
' ) * 1 J
. .. L . . ~
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Example Document 6-3 . -
Example Itemgfor the Staff Rating Form

1

Do you know the nature and degree of disadvantages and handicaps for each identified student you come in
contact with? Yes __ No____ .

Do you provide any' special services o disadvantaged, LEP, and handicapped students? Yes ____ No ____
\ A

.

If yes, what are they?

——y—

Are you interested in attending an in-service training program {0 improve services to disadvantaged, LEP,
and handicapped students? Yes __ No___ . RN

If yes, make suggestions of areas of interest to you

What services could your students benefit from. if they were available?

N

Do you know where to {efer students for special services Yes ___ No___ .

if no, ist ways of making this information availabie to staff.

’ . ASN

Is there coordination among vocational instructors, special education personnel, remedial |r{structqrs, and

" guidance personnel regarding identification of and services to disadvantaged, LEP, and handicapped

Students? Yes___ No___

How could this coordination be more effective? .

- - /




b ]

ol
02
___03
o4

N b

12
__13
14
15

— 16
— 17

18
— 19

- — 20

RN

Check the serviges you are aware of, then rate the eﬁéctiv
describes it\at the right.

-
&

Equipment Modification
Facility:Modification
Reader, Interpreter, Note-taker

Special Occupational Class or
Program

Special Education Resource

Services
Special Transportation Services

* Remedial Math, English, Reading

Tutorial Services

Extra Counseling; Vocational
Guidance and Counseling
Job Placement and Foliow-up

Adjusted Time: i.e., Longer In-
structional Period, Scheduling
Modification
Material/Curriculum Modification
Special Equipment

Special Instructional Materials

Special Testing, Vocational
Evaluation/Assessment

Paraprofessional, Teacher Aide

Economic Assistance; i.e., Free/
Reduced Fees/Materials

Special Needs Coordinator
Other

Bilingual Vocational Instruction/
VESL

Highly
Effective

1
1
1

L S S Y

[ S S Y

-

r

Effective
2
2

Ineffective
3
3
3

w W w w-w

W W w w

w

eness of each by circling the number that best

Highly
Ineffective -

NN O O N

Hobh DN

VI-19 .




" Example Document 64
Sample Cover:Letter for Staff Rating Survey

(LEA Letterhead)

Dear Staff Member: ) _ y

We are currently in the process of assessing th&deglification of and services provided to disadvantaged, LEP,
and handicapped students in our LEA. You can help by completing the attached rating forms.

¥K

Your response to each item will provide the data needed to evaluate our programs and servicés. On the
reverse side of the form, please add any comments you have regarding a particular item or the entire form.

: r
Please return the completed form within two weeks to Room 106. Thank you for your coop'eratlon in this impor-
tant matter. . . .

Sincerely, . .

1 ,‘ " s - ¢




— 01
—_02
— 03
— 04
— 05
— 06
07
__08
— 09

10
11

— 12
— 13
— 14
15
— 16
17

— 18
— 19
— 20

Check the services which are (were) provided to you wh
by circling the number that best degcribes it at the right.

Example Document 65 .
Example ltems for the Student Rating Form

L

-

Equipment Modification

Facility Modification o a
Reader, Interpreter, Note-taker

Special Occupational Class or Program
Specin Education Resource Services

Special Transportation Services Y

Remedial Math, English, Reading '
Tutorial' Services

Extra Counseling; Vocational Guidance
and Counseling

Job Placement and Follow-up .~

Adjusted Time: 1., Longer Instructional Period,
Scheduling Modification

Material/Curriculum Modification ‘
Special Equpment ~

Special Instructiona! Materals ‘

Special Testing, Vocational Eva}luation/Assessment
Paraprofessional, Teacher'Aide

Economic Asssitance‘: i.e., Free/Reduced
Fees/Materials

Special Needs Coordinator
Other i \

Bilingual Vocational Instruction/VESL
) o

-~

B

\

Excellent Good
1 2 ~
1 ] 2
1 2
’ 2
1 2
1° ’ r2
.

1

1

1

1 .

1 y

1 $2
1

1

1 2
1 2
1 -~ 2
1 2
1 2

Fair

3

3
3
3
3

. ~3

w w?

W W W W W W

W oW W ,w

lle in school. Then rate the value of the service 10 you

Poor
« 4

E S N T Y Y N

R - U G Y N

LT O U N
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‘. Example Document 6-6 . K oL -
RS v N e
Sample Cover Letter for Student Rating R _ .
i Sumy‘ ' . i ’ ’ . . :.’. . i ) '
« ’ & . °
R - »
¢
s .
. ; )
(LEA Letterhead) ) o -
. .
\ t
‘ .
Dear Student: :
We are interested in finding out what you think about certain programs and services of
You are in a good position to provide us with this information by completing the enclosed rating form.
The respanses you make will help us identify areas for improvement and'change. All your responses will be
kept confidential. , . ,
Please return the completed form by ."An addressed, stamped envelope is included for your
convenience. . -~
) . Sincerely,
3 - . . rd - R
v 'y . ¢
B
~ lt,
\
| | 22 ' ‘
. . %
LS . P

~ERIC, 7
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Example Document 67

.

>

~

[

SPECIAL NEEDS @ASSIEICATION

-~ fa

Name of Program

: " DATE

Location of Program fnstructor ™ -

HANDICAPPED  DISADVANTAGED SERVICES
- OF THIS (Place numberts) *  (Place number(s) {Place number{s) .
- NAME OF §TUDENT M F EVALUATION from below) from below) *  * from below)
1. j . -
o2, £ ~ ¢ !
3..
4. - ’ -
. 5.
6. ° / .
7. -
8..
9. )
10. T -
11 |
12, . .
13. v
14. ’
- 15. -
16. . .
17. . ~
18. A .
19, i ‘
20.
’ N
CONDITION CODES" . -
Handicapped v Disadvantaged - -
H1 — Mentally Retarded D1 — Lacks Reading Skills
H2 — Hard of Hearing {Usually two grades below placement)
H3 — Deaf . D2 — Lacks Writing Skills : .
H4 — Speech Impaired {Ususlly two grades below placement)
H5 — Visually Handicapped D3 — Lacks Mathematical Skills \
H6 — Seriously Emotionally Disturbed . {Usually two grades below placement) :
H7 — Orthopedically Impaired 4 D4 — Performs Below Course Level
H8 — Other Health Impaired D5 — Economically Disadvantaged
« H9 — Deaf/Blind L) .
H10—-Muitihandicapped ! Limited English Proficiency
Y H11-Specific Learning Disability . L1 - L.E.P.

*For definitions of above conditions refer fo publication,
Disadvantageg Persons’’, Consultant
of Education, 100 North First Street

" SERVICE CODES
Handicapped: Use Service Codes 01 thru 19

01 Eqguipment Modification
02 Facility Modification

Q

L.E.P.: Use Service Codes 07 thru 20
1

~ .
"Vocational Education For Handicapped, Limited English Proficiency and
Services Section, Department of Adult, Vocational and Technical Education, lihinois State Board
, Springfield, lllinois 62777. )

\Y

D\Sac;vantaged: Use Service Codes 07 thru 19

11 Adjusted Time: i.e.,’Longer Instructional Period,
Scheduling Modification .
12 Material/Curriculum Modification

03*Reader, Interpreter, Note-taker s

04 Special Occupational Class or Program 13 Special Equipment

05 Special Education Resource Services 14 Special Instructional Materials

06 Special Transportation Services 15 Special Testing, Vocational Evaluation/Assessment

07 Remedial Math, English, Reading 16 Paraprofessional, Teacher Aide -

08 Tutorial Services \ 17 Economic Assistance: i.e., Free/Reduced Fees/Materials
09 Extra Counseling; Vocational Guidance and Counseling 18 -Special Needs Coordinator

10 Job Placement and Follow-up Y ~ 19 Other

20 Bilingual Vocational Instruction/VESL

23

VI-23
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