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Section I 

INTRODUCTION 

Typically, the special education director at the local school 

district level is struggling to carry out an ill-defined management position 

as an administrator of programs which are yet to be fully understood or 

accepted by other educators or by the public. He (she) is being held 

responsible for implementing the most suitable programs for students 

with special needs, monitoring, evaluating and making decisions about 

those programs, and in so doing expected to employ the most current 

management technology. 

The various audiences to whom the directors must speak and be 

responsible to expect that the utilization of management concepts, such 

as systems analysis, management by objectives, needs assessment, program 

accounting and cost-effectiveness analysis, by program administrators in 

their operational procedures will result in vital information from which 

the efficacy and efficiency of the special education programs can be 

determined. 

A review by the reader of Colorado's legislative bills passed 

over the last three years will point out the intensity of expectations 

regarding educational management. These bills include: Senate Bill No. 

33, Educational Accountability, 1971; Senate Bill No 41, Comprehensive 

Educational Planning, 1971; House Bill No. 1060, The Learning Disabilities 

Study, 1972; House Bill No. 1164, Education of Handicapped Children, 1973; 

House Bill No. 1020, Financial Policies and Procedures, 1973. At the 



federal level, Senate Bill No. 2126 introduced on July 9, 1973 by Senator 

Thomas Eagleton calls for the provision of "necessary planning and 

essential training which will lead to a more efficient use of technology 

in the field of education." Eagleton defines educational technology as 

"a systematized approach to education which embraces modern management 

techniques." This bill acknowledges the fact that the state of affairs 

finds educational administrators untrained in management technology. 

Expecting positive change following the retraining of administrators in 

the systems concept is not plausible, however, unless support is also 

given by developing and making available practical and applicable tools 

and materials to assist in their efforts. 

In 1970, the special education directors in the Denver, Colorado 

metropolitan area, as members of the Rocky Mountain School Study Council 

Committee on Exceptional Children, requested that an ESEA Title III 

project be funded to develop evaluation and management techniques for 

special education programs. At that time, the request was not a reactionary 

measure but one of aforethought resulting from insight into the dilemma 

already apparent to these directors. Guided by the project staff, they 

have pursued this end with an avowed dedication to finding a solution. 

It is hoped that the management processes and materials developed and 

presented, in part, in this manual will help fill the void which exists 

and aid special education directors in the understanding and application 

of sound management technology. As listed previously, other manuals 

have been prepared which explain additional components of the Evaluation-

Management System for Special Education and provide instructions and 

recommendations for their application. 



Purpose of the Manual 

The purpose of this manual is to illustrate a quality control 

management process for special education programs in educational agencies. 

Quality control management is defined here as those steps taken to direct, 

control and conduct a program in order to effectively accomplish a job. 

The process presented is one which resulted from a functional analysis 

of special education programs calling for the identification of the com-

mon and necessary components of the major program functions, their per-

formance objectives and subsequent task analyses. Using this framework, 

a viable and practical method was created for making the content visible 

to school staff, for evaluating the outcomes and for planning based on 

the information obtained. This manual will guide the reader through 

steps required for implementation of the quality control management 

process and describe materials recommended in order to obtain the most 

effective results. 

Included in the manual will be 

1) a listing of the benefits derived from implementation of the 

management process, 

2) an explanation of the basic criteria upon which the management 

process was created, 

3) a description of the functional analysis procedure and a 

listing of all related objectives and tasks, 

4) a presentation of the management chart, 

5) suggested forms for effectively utilizing the management 

process, 

6) a consideration of readiness factors as a first step to imple-

mentation. 



7) the step-by-step procedures for full implementation, and 

8) some conclusions and recommendations regarding the quality 

control management process. 

Benefits Derived 

The benefits derived from implementation of a quality control 

management process are numerous. With utilization of the materials 

and procedures presented in this manual the special education director 

will be assisted in the accomplishment of the following objectives: 

1) the administrative, instructional and supportive functions of 

a special education program will be clarified for all school 

personnel leading to better understanding and more effective 

execution of the programs; 

2) the special education staff process objectives will be made 

visible; 

3) individual job descriptions will be systematically derived and 

include meaningful tasks related to specific performance 

objectives; 

4) the tasks will be monitored and an audit performed to provide 

feedback on performance and process; 

5) the feedback information will be used to identify areas in 

need of change; 

6) planning by the special education director and staff will be 

effectively related to the areas identified as in need of 

change; 

7) every staff member will be extensively involved in their 

individual role, as well as the program, evaluation; 



8) the staff needs for in-service will be systematically identified 

and related to required competencies. 



Section II 

CONTENT DESCRIPTION 

Over one hundred professional educators in the Denver metro area 

provided valuable input into the development of this management component. 

It was through their cooperative and persistent work that a functional, 

component and task analysis of special educational programs was accom-

plished. The major functional breakdowns, goal statements, performance 

objectives and related task descriptions included in the manual were 

constructed based on their knowledge and perceptions of an effective 

public school special education program structure. It was then left to 

the project staff to design a method and the tools by which these objectives 

and tasks could be used as a base for program monitoring, evaluating and 

planning. 

Criteria for Development 

During this developmental period the project staff and the volun-

teer participating educators were guided by certain basic criteria deemed 

essential if the evaluation-management system was to be widely used in 

school districts. First, the results needed to be applicable to special 

education programs regardless of size, location, characteristics of 

student population or organizational pattern. Thus, the objectives and 

tasks identified needed to be at a level not so specific as to be inappro-

priate for any given district, and yet specific enough to allow evaluation 

to occur. Emphasis was placed on identifying those components which 



could be considered commonalities in the operation of special education 

programs in any school district. This focus on commonalities between 

programs would also provide a basis for obtaining comparable feedback 

information from several school districts if it were eventually considered 

to be appropriate and desirable. 
/ 

A second criteria was related to the practicality in implementing a 

quality control management process. Concern was expressed that such a 

process might be unwieldy by being too complex or too time-consuming. 

Therefore, care was taken to design a procedure which would make the 

process and content clear and visible, would not require undue amounts of 

time, and would provide a foundation for more effective and efficient 

planning which the director could not acquire without such a management 

tool. 

That the application process, as well as the content, remained 

flexible enough to accommodate idiosyncrasies of individual programs, was 

a third basic criteria for development. For example, tasks to carry out 

any given objective could vary widely between programs, the number of 

objectives expected to be accomplished might be different, or the individuals 

assigned responsibility for accomplishing certain tasks might be in very 

different roles. It was also considered important that the extent to 

which any administrator wished to apply the management process could 

vary. That is, if the process were fully applied the information accumu-

lated for planning purposes would be more specific than if it were only 

partially utilized. The latter procedure, however, would result in a 

degree of valuable information not presently available to the administrator. 



The Performance Objectives and Task Analysis 

The three broad program areas, Administration, Special Education 

Program Development and Support Services, were analyzed in order to identify 

the major functions and necessary components of each. The schematic 

breakdowns for these broad program areas are shown in Figures 1, 2, and 

3. Goal statements were written for each of the major functions, and 

specific performance objectives were written at the component level. 

The order in which the component objectives are presented depicts a logical 

sequence of their occurrence in operational procedures. 

So that the accomplishment of the performance objectives could 

be monitored, it was necessary to proceed through a task analysis of 

each of the objectives. Wherever possible, these too are, generally 

speaking, sequentially ordered. 

The goal statements and performance objectives for each of the 

major functions, followed by their respective tasks, are presented 

in the Appendices. They should be studied thoroughly before any 

attempt is made to proceed into implementation of the management 

process which is based on these objectives. Each objective has attached 

to it a method for evaluating the degree of its accomplishment. This 

procedure will be explained later in this section. 

The Special Education Management Chart 

The Special Education Management Chart, which accompanies this 

manual, was designed to be that specific tool making the process of im-

plementation practical, valuable and visible. The chart serves many 

purposes, some of which are listed here. 

1) It can facilitate attempts to educate various groups about 



Figure 1 
FUNCTIONAL AND COMPONENT ANALYSIS 

OF 
SPECIAL EDUCATION ADMINISTRATION 

Broad Program Area Major Functions Components 
(Objectives) 

I. Management-Planning 

I. Research 
II. Development 

III. Collection-Monitoring 
IV. Analysis 
V. Planning 

II. Contracted-Cooperative 
Services 

I. Analysis-Preparation 
II. Implementation 
III. Evaluation 

III. Interfacing: Special 
Education-General 
Education 

Administration 

IV. Funding-Budgeting 

I. Analysis 
II. Communication 

III. Facilitation 
IV. Evaluation 

I. Identification 
II. Initiation 

III. Allocation 
IV. Evaluation 

V. Legislative Interaction 
I. Analysis 

II. Initiation 
III. Communication 
IV. Evaluation 

VI. Personnel Recruitment 
and Development 

I. Analysis 
II. Organization 

III. Communication 
IV. Evaluation 



Figure 2 
FUNCTIONAL AND COMPONENT ANALYSIS 

OF 
SPECIAL EDUCATION PROGRAM DEVELOPMENT 

Broad Program Area Major Functions 

I. Referral-Intake 

Components 
(Objectives) 

I. Identification 
II. Assessment 

III. Analysis 

II. Mini-Staffing I. Collection 
II. Analysis 

III. Cooperative-Programming I. Implementation 
II. Planning 

Special Education 
Program Development 

IV. Staffing 

V. Placement 

I. Communication 
II. Recording 

III. Synthesis 

I. Implementation 
- II. Initiation 

VI. Special Educational 
Programs 

VII. Evaluation 

I. Observation 
II. Analysis 

III. Planning 
IV. Implementation 
V. Communication 

I. Assessment 
II. Analysis 

III. Communication 

VIII. Re-staffing I. Reviewing 
II. Recommending 



Figure 3 
FUNCTIONAL AND COMPONENT ANALYSIS 

OF 
SUPPORT SERVICES 

Broad Program Area Major Functions 

Support 
Services 

I. Consultive Services 

II. Instructional Materials 
Services 

III. Volunteer-Community 
Services 

Components 
(Objectives) 

I. Identification 

II. Coordination 

III. Implementation 

IV. Evaluation 

I. Assignment 

II. Organization 

III. Dissemination 

IV. Evaluation 

I. Identification 

II. Stimulation 

III. Participation 

IV. Evaluation 



the special education program, how it is organized and what 

it requires to carry on the program. 

2) It can assist the principal and his building staff in under-

standing the special education program and their roles in the 

operation of that program. 

3) It provides the special education director a means by which 

he can quickly declare priorities in objectives and tasks and 

make these visible to all school staff. 

4) It provides a mechanism for assigning task responsibilities 

as related to agreed upon performance objectives from which 

job descriptions can be meaningfully written for the staff. 

5) It provides a systematic way to audit the accomplishment of 

the program objectives and identify weaknesses in the program 

operation. 

6) It utilizes a self-evaluation approach on the part of all 

staff members assigned task responsibilities. This approach 

allows for individual learning experiences to occur, threats 

to individuals regarding evaluation to diminish, and planning 

for program changes to be a cooperative venture. 

The Special Education Management Chart is a 30 x 30 mylar wall-

chart presenting the major transactions which need to occur in a school 

district in order to effectively provide services for students who have 

special needs. The Chart is divided into three sections, one for each of 

the broad program areas: Administration, Special Education Program Develop-

ment and Support Services. Each section contains circles which represent 

the major functions of that broad program area. Within each circle 

(function) the component performance objectives are identified with one 



word, and the specific tasks are listed under each component in abbreviated 

form. One of these circles is presented in Figure 4. It represents the 

Contracted-Cooperative Services function in the Administration area. 

Arrows are drawn around the inside and outside edge of each circle 

to indicate the on-going circular flow of operation and information. 

Each function begins with input tasks, continues through process tasks 

and requires an output which in turn acts as feedback information as the 

circular operation continues. The administrator should study the chart 

in its entirety, following study of the written version of goals, objec-

tives and tasks, until this circular operational flow is conceptualized. 

Particular attention should be given to the Special Education 

Program Development section of the chart where the circles representing 

all major functions together make up one larger circular pattern of 

operation. That is, the arrangement illustrates the path through which 

a student proceeds beginning with his referral to special education until 

he exits from that program. (Refer to Figure 5). 

Three specific instructions are written across the top of the 

chart. These instructions are to be followed at given times during the 

implementation process, which will be identified and explained in the 

section of the manual on Implementation. They will be briefly described 

here. 

The first instruction, A, is as follows: 

A. What are the high priority tasks? Color code 
these tasks. 

This suggests that after reviewing all tasks listed on the chart, the 

administrator determine, alone or cooperatively with his staff and his 

superiors, what the high priority tasks will be for the coming year. He 



II 
IMPLEMENTATION 

1. Submi t prog alternatives, obj 's & 
criteria to superiors ANALYSIS-

PREPARATION 2. Obtain approval fo r a service 
delivery 

3. Distrib/discuss obj 's & cri teria w / 
approp agencies & /o r dist 's 

1. Study stud needs not served & 
any previous recomm's 

4. Determine preferred plan 2. Specify obj 's wh ich need to be 
met 

5. Agree w/ agency or dist on 
specific obj 's, etc. 

3. Prepara eval cri teria fo r determ-
ining accomp of obj 's 

6. Draw up contract & /o r 
agreement 

4, Determ needs not econom or 
prac for dist to provide 

7. Obta in approval for contract 
& /o r agreement 

5. Investigate local publ ic or pri-
vate agencies & services 

8. Sign contract or agreement 6. Ident i fy alternative plans for 
del ivery of service 

9. Designate local supervisor of 
prog, specify performance obj 's 

7. Project cost & effectiveness of 
alternative plans 

10. Estab advisory or review board 
& performance obj 's 

11. Schedule/attend reg mtg's w / 
local staff , etc. review prog 

EVALUATION 
1. Wri te stud progress on obj 's report 

more than once during yr 
2. Review reports 

3. Determine discrepancy b t w n obj 's 
& results for contracted services 

4. Determine discrepancies b twn 
obj 's & results for coop services 

5. Recommend needed modi f icat ions 
or change in delivery o f service 

6. Submi t f inal eval report on deliv-
ery of services to superiors 

Figure 4 

CONTRACTED-
COOPERATIVE SERVICES 



Figure 5 
Decision and Action Sequence 

for 
The Development of a Student's Special Education Program 

II 
Mini-Staffing 

I III 
Referral-Intake Cooperative Programming 

VIII 
Re-Staffing 

Evaluation 

IV 
Staffing 

Placement 
VI 

Special Education Programs 



should color code these tasks directly on the chart with a colored flow 

pen drawing a line diagonally through the listed task. Any other preferred 

method of visibly identifying the priority tasks on the chart could 

certainly be used. 

The director must determine role responsibilities for each task. By 

placing the number, or initial, of that group as listed below the in-

struction, on the small black line immediately to the left of each task, 

role responsibilities become clearly visible and immediately related to 

the accomplishment of particular objectives. Additional groups or in-

dividuals can, and should, be added to the list on the chart. More than 

one of these groups, or individuals, may be identified beside any single 

task. 

By following this method, it is felt that declaring role responsi-

bilities will be accomplished by the director with greater efficiency and 

will have more meaning to staff members than has generally been the case. 

It can be done by the director alone or cooperatively with appropriate 

staff members or superiors. The identified responsibilities are then to 

be transcribed by a clerical person onto job description forms, one for 

each of the various roles. The job description form will be presented 

later in this section. 

The second instruction, B, asks: 

B. Who is responsible for the task? Place the 
number to the left of the task. 

Staff 
4. Special Ed 

Instructional Staff 
5. Psychologist 
6. Nurse 

1. Special Ed Director 
2. Principal 
3. Regular Instructional 

7. Counselor 
8. Social Worker 
9. Doctor 
10. Therapist 
11. Instructional Aide 
12. Clerical Staff 
13. Accountant 



The third instruction, C, is as follows: 

C. Was the task accomplished? How well was it 
accomplished? Rate the degree of accomplish-
ment. Place the rating number to the right of 
the task. 

Toward the end of the school year, it is recommended that each 

task be rated, preferably by the director and his staff members together, 

as to how effectively it was accomplished. The rating number, based on 

the above scale, should be recorded on the black line directly to the 

right of the task on the chart. Once all individual tasks within a 

component have been rated, the numbers can be averaged to provide an 

over-all rating of accomplishment for that component objective. Thus, 

in the written version of the special education goals and objectives 

following this section, under the column marked "Evaluation" it states 

that the performance objective will be evaluated using this procedure 

with the Special Education Management Chart. It also declares that the 

minimum level of acceptance for the accomplishment of an objective is an 

average rating of 4. 

The above procedure for obtaining evaluation information useful 

for making decisions about a program, is based on a self-evaluation 

approach. In this case, "self" could mean an individual, or a group where 

each member contributes to the accomplishment of a given objective. Such 

an approach decreases the threat of evaluation by focusing on the accom-

plishment of the program objectives and tasks, not on individuals and 

their assigned tasks. 
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The Job Description Form 

Following the procedures described in the above section, the 

task responsiblities for every staff member will be identified on the 

Special Education Management Chart. In addition, it is recommended that 

every staff member be given a form on which his particular responsibilities 

are itemized. By providing staff members with such a form, the administrator 

will be assured that individual staff members are cognizant of what is 

expected of them and that much ineffective communication will be alleviated. 

A job description form has been designed and is recommended for this 

purpose. It is included in this section as Form 1. An example of a 

completed first sheet of an individual's job description is presented as 

Form 1(a). 

Across the top of the form, information regarding the position, 

i.e., Psychologist, Itinerant Speech Teacher, Special Education Director, 

Secretary, etc., and the placement, i.e., Howard Junior High, Resource 

Learning Center Mobile, Administration Building, etc., should be recorded. 

The name of the individual staff member for whom the form is being com-

pleted and his supervisor's name must be filled in. 

The next step calls for a secretary to transcribe abbreviated 

names of the functions and objectives to the first column on the form and, 

in the second column, their related tasks which the director has indicated 

are a responsibility of the person in the named position. 

The director will then review the forms, record dates for when 

the tasks are expected to be started and completed, and write in the 

competencies required in order to do the tasks. It may be more efficient 

if the director attaches required competencies to his written list of 

all tasks related to the special education objectives prior to the school 



Form 1 
JOB DESCRIPTION FORM 

Position: Staff Member: Dates: 
Initial 

(sig.) 
Review . 

Placement: Supervisor: 

(sig.) 
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 Function-

Objective TASK DESCRIPTION 

Est. Date 

REQUIRED 
COMPETENCIES 

In-Service 
TASK 
RESULT Comment 



Form 1(a) 
JOB DESCRIPTION FORM 

Position: EH Teacher, Itinerant Staff Member: Anne Simms Dates: 
Initial 8/10/73 

(sig.) 
Review 6/20/74 

Placement: Abner, Baker, Clem Elem. Schools Supervisor: H. C. Junter 

Function -

Objective TASK DESCRIPTION 

1. ADMINISTRA-
TION: 

1, Man.-Plan 

3. Collect- 1. Record data on students 
ion of for needs, progress, 
inform. census 

3. Record data on materials 
and equipment 

8. Record self-evaluation da-
ta on objectives and tasks 

4. Analysis 3. Assist in identifying 
of Inform. 4. student, staff, materials, 

5. equipment, facilities, 
needs 

6 . 

9. Discuss/modify the recom-
mendations for above 

Est. Date 

S
ta

rt
 

Co
mp
. 

Di
sc
re
p 

9/1 6/15 
72 73 ok 

5/5 5/12 ok 

REQUIRED 
COMPETENCIES 

An understanding of systematic 
procedures, evaluation, needs 
assessment 

Ability to organize efficiently 
for gathering systematic infor-
mation on students 

An understanding of how to in-
terpret info, recorded; how to 
identify objective discrepan-
cies 

Ne
ed
ed
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c In-Service 
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TASK 
RESULT 
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year. 

Needs 
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on effec. 
testing 
proced. 
for meas. 
prog, on 
object-
ives. 



year. In this way, the secretary could simply transcribe the competencies 

and task descriptions on job description forms at the same time, eliminating 

handwriting by the director. 

Prior to the school year, the supervisor should schedule individual 

conferences with his staff members to thoroughly discuss the content of 

that person's job description form. During the interview, task and date 

expectations should be thoroughly reviewed. Checks should also be placed 

in the appropriate column to indicate where in-service is needed by that 

individual. The staff member and supervisor both sign the form and record 

the date of this initial interview in the top right corner. 

Toward the end of the year, individual conferences should again 

be held to review what has been accomplished. The staff member and his 

supervisor should discuss and record any discrepancies between the esti-

mated dates for task completion and the dates when they were actually 

completed. It is recommended that during this conference most of the 

time be spent in discussing the degree of effectiveness with which tasks 

were accomplished, and in posing process alternatives so that mutual 

recommendations can be made for change to occur where it seems needed. 

If this change takes place during the next year it should then lead to 

greater effectiveness in task accomplishment and, therefore, improvement 

in the special education program in general. Space is provided on the 

form to rate the task accomplishment, arrived at together, and to write 

recommendations where change is needed. The date of this review conference 

should be recorded in the space provided at the top of the form. 

If the administrator feels that individual conferences are too 

time consuming, it is recommended that he request each individual staff 

member to rate himself on his job description form and return the form to 



the program administrator for review toward the end of the school year. 

Another approach might be for the administrator to request that the 

individual staff members bring their forms to an end of the year staff 

conference where all tasks will be discussed together and an over-all 

rating of accomplishment arrived at for the tasks and placed on the 

Special Education Management Chart. It might be wise to schedule three 

staff conferences for this purpose devoting one conference to each of the 

three broad program areas -- Administration, Special Education Program 

Development, and Support Services. An up-to-date duplicate copy of each 

individual person's job description form should be kept in his file in 

the district personnel office. 

Regardless of the alternative approach selected for gathering the 

evaluation information using the job description form, it will be most 

valuable to the program director to use in preparing an annual summary 

report of the special education program, as well as in making plans for 

the following year regarding such things as selection of new teachers, 

assignments of staff responsibilities, acquiring needed resources, dis-

tribution of resources (staff, time, money), establishing new priorities, 

in-service programs and organization of information gathering procedures. 

Annual Summary and Initial Planning Form 

Form 2 is recommended for use in preparing the special education 

annual summary information obtained through the application of the quality 

control management process described in this manual. When the summary of 

evaluation information is used by the director, alone or cooperatively 

with members of his staff, to make and write on this form recommendations 

for change, the first steps toward effective planning for the following 



Form 2 

ANNUAL SUMMARY AND 
INITIAL PLANNING Rating: Date: 
Broad Program Area: Administration 

Special Education Administrator: 

Administrative Supervisor: 

Objectives 
% of Tasks 

Accounted For 
Average Rating 

on Tasks 
Major Function 

-Rating- Recommendations 
I. Research 

II. Development 

III. Collection 

IV. Analysis 

V. Planning 

I. Management 
Planning 

I. Analysis 
Prep. 

II. Implementa-
tion 

III. Evaluation 

II. Contracted-
Coop Services 

I. Analysis 

II. Commun-
ication 

III. Facilitation 

IV. Evaluation 

III. Interfacing: 
Special Edu-
cation-General 
Education 

(sig.) 

(sig.) 



Objectives 
% of Tasks 
Accounted For 

Average Rating 
on Tasks 

Major Function 
-Rating- Recommendations 

I. Analysis 

II. Initiation 

III. Commun-
ication 

IV. Evaluation 

IV. Legislative 
Interaction 

I. Identifica-
tion 

II. Initiation 

III. Allocation 

IV. Evaluation 

V. Funding-
Budgeting 

I. Analysis 

II. Organization 

III. Commun-
III. ication 

IV. Evaluation 

VI. Personnel 
Recruitment 
and Develop-
ment 



ANNUAL SUMMARY AND 
INITIAL PLANNING 
Broad Program Area: 

Rating: Date: 
Special Education Program 
Development Special Education Administrator: 

Administrative Supervisor: 
(sig.) 

(sig.) 

Objectives 
% of Tasks 

Accounted For 
Average Rating 

on Tasks 
Major Function 

-Rating- Recommendations 

I. Identifica-
tion 

II. Assessment 

III. Analysis 

I. Referral-
Intake 

I. Collection 

II. Analysis 

II. Mini-
Staffing 

I. Implementa-
tion 

II. Planning 

III. Cooperative 
Programming 

I. Communica-
tion 

II. Recording 

III. Synthesis 

IV. Staffing 



Broad Program Area: Special Education Program Development (continued) 

Objectives 
% of Tasks 

Accounted For 
Average Rating 

on Tasks 
Major Function 

-Rating- Recommendations 

I. Implementa-
tion 

II. Initiation 

V. Placement 

I. Observation 

II. Analysis 

III. Planning 

IV. Implementa-
tion 

V. Communica-
tion 

VI. Special 
Educational 
Programs 

I. Assessment 

II. Analysis 

III. Communica-
tion 

VII. Evaluation 

I. Reviewing 
II. Recommending 

VIII. Re-Staffing 



ANNUAL SUMMARY AND 
INITIAL PLANNING Rating: Date: 
Broad Program Area: Support Services 

Special Education Administrator: 
(sig.) 

Administrative Supervisor: 
(sig.) 

Objectives 
% of Tasks 

Accounted for 
Average Rating 

on Tasks 
Major Function 

-Rating- Recommendations 

I. Identifica-
tion 

II. Coordination 

III. Implementa-
tion 

IV. Evaluation 

I. Consultive 
Services 

I. Assignment 

II. Organization 

III. Dissemination 

IV. Evaluation 

II. Instructional 
Materials 
Services 

I. Identifi-
cation 

II. Stimulation 
III. Partici-

pation 
IV. Evaluation 

III. Volunteer-
Community 
Services 



school year occur. 

To begin summarizing the evaluation information which the program 

director recorded on the Special Education Management Chart following his 

receiving of input from the individual conferences and/or group conferences, 

a secretary should average the ratings under each component objective. 

This average rating should be written in the appropriate column on the 

form, across from the name of the objective. The ratings so recorded 

for each objective can then be averaged together to provide a rating for 

each major function and placed in that column on the form. 

It is important for the secretary to then figure the per cent of 

tasks under each objective for which the rating can be applied. In other 

words, under the major function of Management-Planning for the first 

objective, Research, nine specific tasks are listed. If only six of 

these were priority tasks for which ratings were then given and averaged, 

the per cent of tasks accounted for would be 67%. Suppose at the beginning 

of the school year the program director had added three tasks to the 

nine already listed on the chart and declared as priority tasks eight of 

the original and two of the added ones. The averaged rating would then 

apply to 84% (ten out of the twelve) of the specified tasks. 

The two figures, per cent of tasks accounted for and the average 

rating, must be considered together when making inferences for change 

and statements about how well an objective was accomplished. For example, 

a 95% rating on a given objective with only 33% of the tasks accounted 

for does not necessarily mean this objective was accomplished more effec-

tively than if the same objective would have had a 50% rating with 90% 

of the tasks accounted for. Very different recommendations would be made 

in such situations. The first may call for a recommendation that more 



tasks must be accomplished next year to increase effectiveness in that 

area. In the latter situation, a recommendation may be that some tasks 

be eliminated in order to place more effort behind those of highest 

priority, or a recommendation made of specific processes which will lead 

to more effective accomplishment of the same tasks. 

Once the forms for all three broad program areas, Administration, 

Special Education Program Development and Support Services, are completed 

with the figures for the ratings and the per cent of tasks accounted for, 

the program administrator should begin a thorough study of this information. 

In doing so, he should constantly refer to the major goals of the program, 

the performance objectives and the specific tasks. In addition, he 

should consider the input received from his staff members and the recom-

mendations arrived at cooperatively through the use of the procedures 

required by the job description forms and the management chart. 

After the program administrator has carefully completed making 

his recommendations for change in the process leading to accomplishment 

of the special education program objectives, he should sign the form and 

enter the date of its completion. A copy should then be presented to 

his immediate supervisor for review, follow-up suggestions and signature. 

As appropriate for the particular school district, copies of the report 

may be provided to the superintendent, the school board and/or the 

special education staff members. Form 2a shows an example of a summary 

form as completed for the broad program area, Administration. 



Rating: 20.0 Date: 7 - 1 5 - 7 4 

Special Education Administrator: Evelyn Barker 
(sig.) 

Administrative Supervisor: E.J. Peterson 
(sig.) 

% of Tasks Average Rating Major Function 
Objectives Accounted For on Tasks -Rating- Recommendations 

I. Research 78 4 I. Management- Will restructure collection procedures. 
Planning Improve in-service--hold earlier in year 

II. Development 82 3 (Sept.); add more tasks in Collection--
gather information on materials, facilities, 

III. Collection 55 2 and time and cost by program. Will improve 
tasks in Analysis by so doing. 

IV. Analysis 90 2 

V. Planning 100 4 3.0 

I. Analysis- 70 4 II. Contracted- In 1973-74 
Prep. Coop Services Need to add tasks under Implementation; Prep. 

specifically, draw up contracts/agreements. 
II. Implemen- 55 4 and establish an advisory board. Improve 

tation task no. 1, 3 and 4 under Evaluation; must 
have better progress reports on students 

III. Evaluation 83 3 3.7 and related to specific objectives. 

I. Analysis 86 2 III. Interfacing: Will observe more in schools; carry out 
II. Communi- Special Edu- attitude assessment of staff; will schedule 

cation 80 2 5 cat ion-General regular times to meet with principals; will 
Facilitation Education hold 2 workshops for General Educators on 

III. Facilitation 86 1 students with special needs. 
IV. Evaluation 2.1 

78 3 

ANNUAL SUMMARY - 1973-74 
INITIAL PLANNING 
Broad Program Area: Administration 



Broad Program Area: Administration (continued) 

% of Tasks Average Rating Major Function 
Objectives Accounted For on Tasks -Rating- Recommendations 

I. Research 83 5 IV. Legislative Did well in this area, cut down time in 
Interaction 1973-74 spent on legislation; distribute 

II. Initiation 100 5 to other functions. 

III. Communica- 100 5 
tion 

IV. Evaluation 70 4 4.8 

I. Identifica-
tion 100 4 5 V. Funding- Will organize methods to obtain cost by 

Budgeting programs during the year; obtain consul-
II. Initiation 80 3 tant help. 

III. Allocation 100 4 

IV. Evaluation 85 3 3.6 

I. Analysis 100 3 VI. Personnel Will construct more complete job descrip-Analysis 
Recruitment tions for staff and spend time discussing 

II. Organization 67 2 5 and Develop- with each individual 2 times in year; 
ment organize in-service of more value to all 

III. Communica- 100 2 5 teachers—Special Ed. and General Ed. 
tion 

IV. Evaluation 88 3 2.8 



Section III 

IMPLEMENTATION PROCEDURES 

The logical sequence of steps which is considered important for 

implementation of the quality control management process and for obtaining 

the most beneficial results, will be presented in this chapter. The 

implementation itself will not, however, produce the desired results and 

may not seem worth the effort it requires unless a certain amount of 

preparation occurs prior to any beginning attempts to utilize the process 

or the materials. This preparation stage alerts the program director to 

check for certain readiness factors and do what he can to see that they 

exist. 

Readiness Factors 

The readiness stage should focus on the initiation or nurturing 

of certain factors in relation to the director himself, his superiors, 

his immediate staff, the entire school staff and the community in general. 

In other words, it is assumed that if a certain climate and certain 

attitudes exist which would appear to be conducive to successful imple-

mentation, then greater benefits will result. 

One of the first and most important factors which must exist 

prior to implementation is a level of understanding, by those responsible 

for the implementation and decision-making, of the general concepts upon 

which good management is built and thrives. The director, and other 

responsible persons, should see 1) systematic organization as better 



than sporadic, unplanned activity, 2) that thorough planning must precede 

the initiation of tasks and follow the completion of tasks, and be based 

on feedback accumulated during and at the end of the process, 3) infor-

mation gathering as the essential tool for evaluation and planning, 4) the 

uncovering of weak or unsuccessful areas of operation as necessary and 

desirable for improved programs to occur, and 5) goals and objectives 

as necessary to guiding the conduct of activities, to demonstrating 

accomplishments and to justifying change. 

If these concepts are accepted and understood it should lead to 

a commitment on the part of the staff toward implementing a systematic 

management process and toward maintaining and nurturing that process 

until it becomes an integral part of the entire program. Chances 

for successful implementation will be directly proportional to the 

level of understanding of the management process and the degree of 

commitment to its requisites. 

Another readiness factor is the existence of open communication 

as a climate that surrounds the school system. If this does not exist, 

the administrative staff in the district should take the lead in establish-

ing open channels for communication. The professional staff, the volunteer 

staff, policy setting boards, the students and the residents of the com-

munity should all have communication channels which they are not only 

aware of but are provided specific opportunities to use. In this way, 

the climate surrounding the school becomes one of give and take as well 

as understanding and acceptance since all of these groups become partici-

pants in the process of providing effective educational programs. Open 

communication means that when information is requested it is willingly 

given, when weaknesses are uncovered they are accepted as challenges 



rather than criticisms, when change is recommended it is received with 

an open mind, and when new ideas are implemented all parties work together 

to provide the best opportunity for success. These are some of the 

readiness factors identified as crucial to consider, and a first step to 

the implementation of the management process. 

Implementation Steps 

1. Hang the Special Education Management Chart on the office wall. 

2. Study the manual, with particular emphasis on the goals and objectives, 

the forms, and the chart until a thorough understanding of the process 

and the content is achieved. 

3. If it would be helpful, request consultation from the developer of 

this process. 

4. Modify the objectives, on a limited scale, by adding to, deleting 

or rewording. It is recommended that this not be done extensively, 

particularly the first year, so that the systematic procedure as 

designed becomes fully understood. 

5. Review resources available and estimate those needed for implementation. 

6. Alert superiors to your intention to implement and, if appropriate, 

obtain approval to do so. 

7. Provide informative material, either written or orally, about the 

process, its benefits and results to all staff members as appropriate. 

8. Work to establish readiness factors, i.e., understanding of systems 

and evaluation concepts, commitment to the process and to follow-

through, open communication, etc. 

9. Develop a time-line for all related activities and estimate the 

time required by the director and other staff members. 



10. Make specific plans as necessary and mobilize resources to begin. 

11. Study the special education objectives and specific tasks again as 

written in the manual; declare the priority tasks for the school 

year by placing a diagonal line with a red flow pen through the 

priority task on the wall chart. 

12. Write additional tasks on the chart adding them to the appropriate 

list. 

13. Considering all staff members, assign task responsibilities following 

instruction B at the top of the chart. Add positions to the list 

under B as needed. Either numbers or initials may be used to 

identify the role position beside the task. 

14. Have the secretary produce copies of the job description form in-

cluded in this manual. 

15. Request that the secretary prepare a job description form for 

each staff member by transcribing the objectives and tasks from 

the chart to the appropriate forms as assigned by the director. 

16. Review the job description forms and modify where necessary. Enter 

the estimated start and completion dates for all tasks. 

17. Determine the required competencies for the assigned tasks. Record 

these on the job description forms. 

18. Schedule individual conferences with all staff members responsible 

to the special education director. 

19. Hold conferences reviewing the job description form together. In-

dicate on the individual's form where in-service is desirable. 

Review the special education goals and objectives with the staff 

member. See that the form is signed by the director and individual 

staff member, and dated. 



20. Request that the secretary duplicate a copy of the completed form 

and give it to the individual staff person along with a set of the 

special education goals and objectives. 

21. Place the original job description form, as now completed, in the 

individual's personnel file. 

22. Obtain extra wall charts, if possible, and request that the secretary 

bring them up to date by transcribing the priority tasks and task 

assignments from the director's chart to the copies. 

23. Meet with the principals to explain the special education program 

structure and the various task assignments, using the wall chart as 

an aid in the discussion. Discuss where they and members of their 

building staff have a part in the special education program, indi-

cating those specific tasks assigned to them. Encourage their 

participation in this management process. Request that the principals 

hang a copy of the chart in their office and use it to educate and 

stimulate their building staff, as well as their parents, regarding 

the special education program. 

24. Provide the principals with job description forms on which are 

listed tasks for which their assistance is requested and needed in 

order to effectively provide a program for students with special 

needs. Obtain agreement regarding these responsibilities. 

25. Follow the same process, as with the principals, with other personnel 

who are not directly attached to the special education staff, i.e., 

regular instructional staff, aides, business office staff, outside 

cooperating agency personnel, etc. 

26. Avail oneself of every opportunity to speak of the management process 

to superiors and groups associated with the school, i.e., PTA, school 



board, teacher organizations, etc. 

27. Hold initial special education staff conference and review thoroughly 

the goals, objectives and management chart. Discuss their respon-

sibilities in the process. Take time to discuss each task separately, 

what it means, how it could be accomplished, etc. Use several staff 

meetings for this purpose if necessary. 

28. Monitor initiation and progress of the tasks on a sample basis 

during the year. Refer to the chart often so as not to overlook an 

area. 

29. Receive input from the staff toward the end of the year on the 

effectiveness of task accomplishment. Do this either by scheduling 

individual conferences or by holding three group meetings, one 

devoted to each of the three broad program areas. Either way, arrive 

at ratings on task accomplishments cooperatively. If time does 

not permit obtaining specific task ratings, arrive at ratings at the 

objective level only. Take time, however, to discuss each task 

separately, how it was accomplished, what might have been done, and 

what are some recommendations for improvement. 

30. If the alternative selected is to hold group meetings, request that 

the individual staff members use a self-evaluation process recording 

ratings on their job description forms and return these to the 

director's office by the end of the school year. 

31. Review all input received on the effectiveness of task accomplishment 

and determine the final rating to be recorded on the chart. Place 

the individual job description forms, as received from the staff 

members in their respective personnel folders. 

32. Request that the secretary make copies of the Annual Summary and 



Initial Planning forms in the manual. 

33. Instruct the secretary on the methods for averaging the ratings on 

the chart, figuring the per cent of objectives accounted for and 

recording these on the annual summary forms. Request that this 

be done. 

34. Study all summarized information referring often to the goals, 

objectives and specific tasks. 

35. Review the recommendations for improvement in the approach to various 

task accomplishments which were received from staff members on their 

job description forms and in group meetings. 

36. Determine the recommendations and plans for next year considering 

such things as new priority tasks, alternative approaches to tasks 

ineffectively accomplished, competencies not achieved by staff 

members, etc. 

37. Record these recommendations and the plans for next year on the 

Annual Summary and Initial Planning forms relating them to the 

objectives and major functions of special education. 

38. Sign and date the form. 

39. Review the evaluation summary information and the recommended plans 

with one's immediate supervisor. Request that the supervisor sign 

the form. 

40. Make duplicate copies of the completed Annual Summary and Initial 

Planning forms. 

41. Distribute, along with written or oral explanation of the content, 

to persons as it is felt appropriate, i.e., superintendent, school 

board, staff, etc. Use the information, along with information 

obtained through application of other components in the Evaluation-



Management System described in other manuals, as a basis for making 

a scheduled end of the year report to the school board and/or to other 

school related groups. 

42. Clean off the ratings written on the management chart. 

43. Begin the process again for the new school year by modifying job 

assignments and tasks as needed, and by considering evaluation and 

planning information from the previous year. 



SECTION IV 

RECOMMENDATIONS 

The quality control management process along with the content 

designed specifically for special education, as presented in this manual, 

can assist the special education director and other staff members in many 

ways. The process itself, not the content, can be utilized in a way where 

one could schematically represent, clarify the functions and objectives 

and monitor the operation of any educational program area. The potential 

for its application seems limited only by our creativeness. 

Some of the following suggestions and recommendations for using 

the management process have been mentioned previously. However, they are 

important enough to warrent reiteration in this section along with addi-

tional recommendations which may help the user in the application of the 

process and the materials. Each recommendation should be considered indi-

vidually, the extent to which it is appropriate and complementary to a 

given school situation should be determined, and plans to follow through 

should be made. 

1) The quality control management process and materials should 

be made available by the special education director as a 

resource to all school district staff members. The wall 

chart should be hung on a wall in the office of every district 

principal and used with and by the principal, staff and parents 

to further their understanding of what the special education 

program provides for students, how it is carried out and 

AO 



what the staff (including the principal and the regular 

instructional staff) responsibilities are for assisting in 

the accomplishment of the special education program objectives. 

2) The structure and content presented should be used as the 

beginning of a systematic management process from which a 

creative administrator and staff can build procedures and 

content which is of most value to that particular district. 

This can be done by supplementing the procedures and mate-

rials already developed with specific content and methods 

unique to that given district. 

3) The wall chart should be hung on a wall in the special edu-

cation director's office and used to constantly monitor the 

accomplishment of identified tasks, and to demonstrate to 

administrative superiors, staff and visitors what special 

education must do to provide services to students needing 

special assistance. 

4) The chart and forms should be used to assist in identifying 

high priority tasks, assigning tasks to various staff members 

and assisting in a self-evaluation process. If followed 

through, such procedures should lead to well defined job 

descriptions, improved communication and non-threatening 

learning experiences for all staff members. 

5) Staff competencies which directly relate to the special 

education program and the student objectives are identified 

through the utilization of the quality control management 

process. This information should be used by the administrator 



in hiring professionals who have these desired competencies. 

6) The information gathered on staff competencies required by 

the program and student objectives should be offered to, and 

used by, the higher education teacher training institutions 

to assist them in structuring training programs which would 

equip their graduates with the required skills and compe-

tencies. In this way, it is more likely that skill areas 

where competencies are currently in demand in order to accom-

plish the special education programs and student objectives, 

will be taught. 

7) It is recommended that the quality control management process 

and its materials be used by higher education personnel as 

resource material in their training programs. It is crucial 

that teachers, as well as administrators, be trained in 

current management technology which is applicable at the 

student and classroom levels as well as the highest admin-

istrative level. Training in such areas as classroom structure 

and management, program evaluation, process evaluation, infor-

mation gathering and utilization, and systems analysis, should 

be considered. 



Appendix A 

GOALS, OBJECTIVES, AND TASK ANALYSIS 

-ADMINISTRATION-



EVALUATION 
OBJECTIVE How How Well 

Major Function: I. Management-Planning Goal Statement: Given the needs and existing constraints within the 
educational system, the Special Education administrator will employ 
a systems analysis approach to decision-making which will lead to 
the identification of alternatives and improved planning of the 
special services. 

I. Research: The administrator will determine the information needs he must 
supply for local, state and federal levels of decision-making and recom-
mend a process to his superiors for obtaining that information. This 
will be completed in cooperation with other school districts and agencies 
prior to, and early in, the school year. 

II. Development: The administrator will employ such methods as needed to 
determine the goals of the program and the operational objectives, and 
to establish evaluation procedures and job descriptions. He will 
develop and establish organized methods for collecting the pertinent 
data and for monitoring related activities. 

III. Collection-Monitoring: The administrator will collect that information 
needed for planning, evaluation and research efforts, which shall 
include data on students, staff, equipment, facilities and the 
community. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Research is 
an average task 
rating of 4. 

Minimum level 
of acceptance 
for Development 
is an average 
task rating of 4 

Minimum level of 
acceptance for 
Collection-
Monitoring is an 
average task 
rating of 4. 



EVALUATION 
OBJECTIVE How How Well 

Major Function: I- Management-Planning (Cont.) 

IV. Analysis: The administrator will analyze the data gathered, identify 
the needs for students, staff, equipment-materials and facilities, 
prepare cost-effectiveness reports and utilize this information to 
recommend alternatives and/or modifications in programs as the need 
demands. 

Planning: The administrator will utilize the data gathered to prepare 
next year's plans for programs and processes and will submit these 
plans for approval as well as inform the staff of all revisions made. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Analysis is 
an average task 
rating of 4. 

Minimum level 
of acceptance 
for Planning is 
an average task 
rating of 4. 



I 
Research 

Review current goals, objectives, 
data and previous recommendations 

Determine local information needs-
building, program, district levels 

Review information needs for state & 
federal levels - note duplication 

Determine priorities for information 

Seek consultation in mechanics and 
process for obtaining needed data 

Discuss above tasks with other dis-
tricts, state agencies, higher 
education institutions 

Identify alternative processes with 
cost and efficiency of each 

Recommend process for data collection 

Cooperate with districts & state 
agencies in final process 

Management - Planning 

II 
Development 

Specify criteria for programs, 1. 
staff, facilities 

Develop systematic management 2. 
plan 

Develop performance based evalua- 3. 
tion; plan for programs, students, 
staff, etc. 

Develop materials and visual aids 4. 
to explain management and evalua-
tion processes 

Discuss and plan the organiza-
tional process and contents 

5. 
Establish time-lines for data 
reports 

6. 
Consult with/acquire approval 
from superiors of process 

7. 
Assign responsibilities 

8. 
Prepare/distribute materials to 
staff for data reports - check 
for duplication 9. 

Mobilize resources and train 
staff to follow procedures 10. 

Schedule needed meetings, 11. 
visitations, events 

III 
Collection-Monitoring 

Record/collect data on students 
for needs, progress, census 

Record/collect data on staff -
needs, accomplishment, status 

Record/collect data on materials 
and equipment - demand, quantity, 
quality 

Record/collect data on facilities 
adequacy for student needs, 
appropriate for integration,avail-
ability for research, observation, 
training 

Record/collect data on program 
time and cost 

Record/collect data on community 
needs, attitudes, agencies, etc. 

Record/collect follow-up data 

Record self-evaluation data on 
performance objectives and tasks 

Monitor collection/assist where 
necessary 

Log time and cost for collection 

Acquire data on population trends 
and projections for the community 



IV Management-Planning 
Analysis (continued) 

1. Summarize all data 1 

2. Study all quantitative and qualitative 
data 2 

3. Identify student needs - discrepancies 3 
from objectives 

4. Identify staff needs - discrepancies 4 
from objectives 

5. Identify materials, equipment needs - 5 
discrepancies from objectives 

6. Identify facilities needs - 6 
discrepancies from objectives 

7. Study program cost data - relating 7 
to effectiveness data 

8. Write recommendations for next year's 8 
objectives, programs, staff, facilities, 
cost, etc. 

9 
9. Present/discuss/modify the recommendations 

with staff 

10. Write recommendations for policies 
and procedures relating to programs 

V 
Planning 

Outline years plans to carry out 
recommendations 

Project broad plans for 5 years 

Present/discuss with administration 
and board 

Acquire approval for plans, budget, 
policies and procedures 

Outline plans for needed modifications 
in management process 

Distribute information to staff, 
community, etc. 

Complete state, federal, local 
reports utilizing above information 

Decrease duplication of collection 
of same information 

Increase efficiency in collection 
and reporting of information 



EVALUATION 
OBJECTIVE | How | How Well 

Major Function: II. Contracted- Goal Statement: Given specialized student needs which are not 
Cooperative Services expediently provided for within the existing constraints of the 

school system, the administrator will make provisions for services 
either through contract with an external agency or by establishment 
of and/or participation in an inter-district cooperative program. 

Analysis-Preparation: The administrator will explore and project the cost 
and effectiveness of alternative plans for the delivery of services as 
needed by district students but not economically feasible for the 
district itself to conduct. 

II. Implementation: The administrator will implement the approved plans by 
formulating contracts with the engaged agency(s) and/or written agreements 
with the cooperating district(s) which specify the program parameters, 
objectives, evaluation plan, time constraint, cost involved, role 
responsibilities and the person having directive authority over the 
program. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Analysis-
Preparation is 
an average 
task rating of 
4. 

Minimum level 
of acceptance 
for Implementa-
tion is an 
average task 
rating of 4. 



EVALUATION 
OBJECTIVE I How | How Well 

Major Function: II. Contracted-Cooperative Services (Cont.) 

III. Evaluation: The administrator will submit to his superiors an 
evaluation report on the delivery of services provided through 
contract and/or cooperative agreements. The report will contain the 
results of formative and summative evaluation based on student 
progress, identification of any discrepancies from program objectives 
and recommendations for future delivery. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating of 
4. 



Contracted - Cooperative Services 

Analysis-Preparation 

1. Study student needs not served and 
any previous recommendations 

2. Specify objectives which need to be met 

3. Prepare evaluative criteria for deter-
mining accomplishment of objectives 

4. Determine needs not economical or 
practical for district to provide 

5. Investigate local public or private 
agencies and their services 

6. Identify alternative plans for delivery 
of service, i.e., agency and/or cooper-
ative inter-district program 

7. Project cost and effectiveness of 
alternative plans 

II 
Implementation 

1. Submit program alternatives, objec-
tives, and criteria to superiors 

2. Obtain approval for a service 
delivery 

3. Distribute/discuss objectives 
and criteria with appropriate 
agencies and/or neighboring 
districts 

4. Determine preferred plan 

5. Agree with agency or district on 
specific objectives, time element, 
evaluative criteria, cost and 
responsible person 

6. Draw up contract and/or agreement 

7. Obtain approval for contract and/ 
or agreement 

8. Sign contract or agreement 

9. Designate local supervisor of pro-
gram, specify performance objectives 

10. Establish advisory or review board 
and performance objectives 

11. Schedule/attend regular meetings 
with local staff, agency staff and/ 
or cooperating school staff review-
ing progress 

III 
Evaluation 

1. Write student progress on objective 
reports more than once during year 

2. Review reports 

3. Determine discrepancy between 
objectives and results for 
contracted services 

4. Determine discrepancies between 
objectives and results for district 
cooperative services 

5. Recommend needed modifications of 
change in delivery of service 

6. Submit final evaluation report of 
delivery of services and students 
served, to superiors with recommen-
dations 



EVALUATION 
OBJECTIVE How How Well 

Major Function: Interfacing: 
Special Education-
General Education 

Goal Statement: Given the need to improve and/or maintain 
effective working relationships between special educators and 
general educators in the district, a plan will be constructed 
and carried out for this interfacing so that the means for 
accomplishing the program objectives will be enhanced. 

I. Analysis: The administrator will identify strategies for promoting 
and/or maintaining effective interfacings between special and general 
educators after gathering and appraising indicators of present actions 
and attitudes. 

II. Communication: The administrator will communicate with his staff and 
other appropriate school staff about the alternative strategies so 
that needed modifications will occur, specific objectives will be 
written and approval of plans will be granted. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Analysis is 
an average task 
rating of 4. 

Minimum level 
of acceptance 
for Communi-
cation is an 
average task 
rating of 4. 



OBJECTIVE How 
EVALUATION 

I How Well 

Major Function: III. Interfacing: Special Education - General Education (Cont.) 

III. Facilitation: The administrator will set up an environment, carry 
out specific activities and stimulate staff members to maintain 
an open, accepting and cooperative atmosphere so that interfacings 
will be positively affected and change will occur where needed. 

IV. Evaluation: The administrator will obtain feedback from various 
sources to determine the degree of accomplishment of the related 
objectives and share the results and proposed alternative plans with 
appropriate school staff members. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Facilita-
tion is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating of 
4. 



Interfacing: 

I 
Analysis 

1. Study any previous 
recommendations 

2. Study assessment data 

3. Observe working rela-
tionships in schools 

4. Discuss/record needs 
with principals 

5. Observe/discuss atti-
tude of students toward 
Special Education 

6. Assess procedures/effect 
of sharing of equipment, 
facilities, programs, 
etc. 

7. Identify areas and strat-
egies for improvement 

II 
Communication 

1. Discuss/modify need 
areas 

2. Discuss/modify strategies 

3. Determine objectives for 
year 

4. Write report to superiors 
on need areas and strat-
egies 

5. Obtain approval of plans 

III 
Education-General Education 

III 
Facilitation 

1. Prepare articles for 1. 
school newsletters on 
Special Education 
services 

2. 
2. Cooperate/assist prin-

cipals in operation of 
Special Education 3. 

3. Participate/assist local 
education organizations, 
i.e., PTO, curriculum 4. 
committees, teacher 
associations, etc. 

4. Invite/encourage General 5. 
Educators to attend Special 
Education meetings, class-
rooms, staffings, in-
service 6. 

IV 
Evaluation 

Record number/type of 
complaints from General 
Education staff 

Record number/type of 
support staff complaints 

Record shared activities 
between Special and General 
Education staff 

Record number/type of 
requests for Special Educa 
tion consultive services 

Question/record General 
Education staff knowledge 
Special Education programs 

Share feedback results 

5. Conduct programs or work- 7. 
shops for General Educa-
tors on Special Education 8. 

6. Provide consultive ser- 9. 
vices to General Educators 

7. Demonstrate appreciation 
for cooperation to 
General Educators 

Identify areas for improve 

Propose alternative plans 

Report results to superior. 



BROAD PROGRAM AREA: ADMINISTRATION (Cont.) 

OBJECTIVE How 
EVALUATION 

I How Well 

Major Function: IV. Legislative 
Interaction 

Goal Statement: Given the information on existing needs for special 
education services, recommendations for effective enabling legisla-
tion, strategies for promotion of that legislation and an analysis 
of the impact on the district's programs will be prepared and 
reported to the district's educators and other concerned groups. 

I. Analysis: The administrator will analyze and be cognizant of the 
legislation related to the student with special needs and of its 
impact on the district's programs. 

II. Initiation: In cooperation with his colleagues and superiors, the 
administrator will establish priorities for new legislation and 
plans of action for promotion of that legislation. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Analysis 
is an average 
task rating 
of 4. 

Minimum level 
of acceptance 
for Initiation 
is an average 
task rating 
of 4. 



OBJECTIVE 
EVALUATION 

How | How Well 

Major Function: IV- Legislative Interaction (Cont.) 

III. Communication: The administrator will provide the necessary statistics 
to support legislative requests and will avail himself of opportunities 
to inform legislators, educators and other concerned groups about 
proposed and current legislation relating to students with special 
needs. 

IV. Evaluation: The administrator will submit a report to his superiors 
and staff on the impact any new legislation has on district plans 
and on recommendations for future strategies in this area. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Communica-
tion is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating of 
4. 



r 

IV 
Legislative Interaction 

I 
Analysis 

1. Study previous recommen- 1. 
dations for legislation 

2. Study/assess laws and 2. 
legislation relating to 
Special Education stu-
dents and educational 
programs 3. 

3. Analyze proposed legis-
lation and impact on 
educational programs 

4. 
4. Discuss needs in legis-

lation with local repre-
sentatives-state and 
federal 

5. Discuss needs in legis-
lation with professional 
colleagues, advisory 
boards, staff 

6. Attend informative pro-
fessional, community, 
and state legislature 
meetings 

II 
Initiation 

Establish priorities for 1. 
legislation 

Determine strategy for 
promotion of new legis- 2. 
lation 

Harmonize legislation 
priorities and strategies 
with colleagues in other 3. 
districts and state level 

Present plans to staff 
and superiors 

III 
Communication 

Interpret proposed legis- 1. 
lation, with supportive 
statistics, to legislators 

Interpret proposed legis- 2. 
lation to community 
groups, professional or-
ganizations, board, staff 

3. 
Publicize needs for leg-
islation-school newsletters, 
local papers, T.V., radio 4. 

6. 

7. 

IV 
Evaluation 

Identify discrepancy between 
plan and new legislation 
passed 

Identify impact of district 
strategy on legislation 
passed and failed 

Identify impact on district 
programs of new legislation 

Recommend areas for future 
legislation 

Recommend modifications in 
strategies for promotion 
of legislation 

Report results to district 
administrators and board 

Report results to concerned 
groups and staff 



BROAD PROGRAM AREA: ADMINISTRATION (Cont.) 

OBJECTIVE How 
EVALUATION 

How Well 

Major Function: Funding - Budgeting Goal Statement: Given the financial requirements to carry out the 
district's Special Education program plan, funds will be acquired 
from various local, state and federal sources, effectively allocated 
and distributed, and accounted for by program. 

I. Identification: The administrator will identify the financial needs 
of the special education programs and alternative sources for 
acquiring those funds. 

[I. Initiation: The administrator will initiate various strategies for 
acquiring funds and will assist the accounting office in the 
preparation of procedures for allocating and accounting for the 
funds received by program. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Identifi-
cation is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Initiation 
is an average 
task rating of 
4. 



EVALUATION 
OBJECTIVE How How Well 

Major Function: V. Funding - Budgeting (Cont.) 

III. Allocation: The administrator will supervise the allocation and Assessed by task Minimum level 
distribution of the special education program funds according to ratings on the of acceptance 
established priorities. Special Education for Allocation 

Management Chart. is an average 
task rating of 
4. 

IV. Evaluation: The administrator will submit to his superiors a report Assessed by task Minimum level 
which contains program cost information and alternative recommendations ratings on the of acceptance 
for the acquisition, allocation, distribution and/or accounting Special Education for Evalua-
procedures where a need for change is indicated. Management Chart. tion is an 

average task 
rating of 4. 



V 
Funding - Budgeting 

I 
Identification 

1. Review previous recom-
mendations for funding-
budgeting 

2. Identify state, federal, 
local, private sources 
of funds 

3. Identify/itemize program 
needs from data and eval-
uation reports 

4. Determine financial needs 
of all programs 

5. Determine programs eligi-
ble for funds from out-
side sources 

6. Study proposal writing 
requirements 

II 
Initiation 

1. Determine strategies for 
acquiring funds 

2. Promote/write proposals 
requesting program funds 

3. Project financial needs 
for five years 

4. Prepare to account for 
funds in PPB format 

5. Clarify procedures and 
guidelines for receiving 
and allocating funds 

III 
Allocation 

1. Determine priorities for 
allocation of funds 

2. Allocate funds received 

3. Distribute funds and/or 
approve expenditures 
following district 
policy 

IV 
Evaluation 

1. Record numbers and types 
of proposals both written 
and funded 

2. Arrange for audit report 
on special funds 

3. Report cost of Special 
Education by programs 

4. Record problems or com-
plaints of staff due to 
distribution of funds 

5. Recommend modifications 
or changes in strategies 
for acquiring funds 

6. Recommend alternatives 
in allocation and dis-
tribution procedures 

7. Submit above information 
to superiors and board 



EVALUATION 
OBJECTIVE How How Well 

Major Function: VI. Personnel 
Recruitment and 
Development 

Goal Statement: Given the needs for special programs and the 
existing constraints, plans will be made and carried out for the 
hiring of needed personnel and the improvement of staff competencies 
where the need demands. These plans will be modified annually 
based on staff and program evaluation outcomes. 

I. Analysis: Based on a yearly needs assessment, the administrator will 
prepare alternative plans of action for acquiring the personnel needed 
to accomplish the program objectives and for improving staff compe-
tencies where the need demands. 

II. Organization: The administrator will systematically organize and 
appropriately assign job responsibilities. He will organize the 
specific plans for in-service programs and inform the staff of these 
plans. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Analysis 
is an average 
task rating of 
4. 

Minimum level 
of acceptance 
for Organiza-
tion is an 
average task 
rating of 4. 



OBJECTIVE How 
EVALUATION 

I How Well 
Major Function: VI. Personnel Recruitment, and Development (Cont.) 

III. Communication: The administrator will screen and interview applicants 
in cooperation with the personnel department. He will hire staff 
needed providing them with adequate information about such things as 
district policies, their job descriptions and due process. 

IV. Evaluation: The administrator will identify and report recommended 
areas for change in the procedures for recruitment and development of 
staff, based on a systematic gathering of staff and process 
evaluation information. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Communica-
tion is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating 
of 4. 



Personnel Recruitment and Development 

1. Review/study needs infor-
mation collected and past 
recommendations 

2. Gather information on 
new methods/materials 

3. Observe/discuss needs 
with staff in classroom 

4. Visit higher education 
institutions to analyze 
training programs and 
graduates available 

5. Determine personnel 
needed and criteria for 
selection 

6. Determine need areas for 
staff improvement 

7. Discuss needs and plans 
with personnel office, 
staff, superintendent 

II 
Organization 

1. Complete task analysis based 
on identified functions 

2. Write new job descriptions 
based on T.A. and required 
competencies 

3. Review/update all job descrip-
tions 

4. Advertise for needed staff 

5. Determine assignments 

6. Discuss/determine in-service 
plans based on needs 

7. Determine credit hours avail-
able to staff for in-service 

8. Project in-service costs 

9. Acquire approval for in-
service programs 

10. Inform staff of in-service 
programs 

11. Inform/motivate staff about 
professional conventions, 
programs, classes, etc. 

12. Establish procedures for 
training special aides 

III 
Communication 

1. Interview/screen 
applicants 

2. Hire staff needed for 
competencies required 

3. Provide/review policy 
manuals and job 
description to staff 

4. Discuss/resolve 
personnel problems 

5. Attend/assist in 
grievance meetings 

6. Inform personnel of 
due process 

7. Schedule/conduct in-
service programs 

8. Schedule/conduct 
training sessions 
for aides 

IV 
Evaluation 

1. Review hiring/firing 
procedures with super-
iors and personnel 
office 

2. Evaluate staff based 
on job descriptions 
(T.A.) 

3. Record number of staff 
asking questions on 
policies, job responsi-
bilities, due process, 
etc. 

4. Record number of staff 
attending in-service 

5. Record implementation 
of skills or methods 
taught at in-service 

6. Summarize and analyze 
evaluation data 

7. Identify areas of 
weakness 

8. Report results and 
decisions for change 
to superiors 



Appendix B 

GOALS, OBJECTIVES, AND TASK ANALYSIS 

-SUPPORT SERVICES-



BROAD PROGRAM AREA: SUPPORT SERVICES 

EVALUATION 
OBJECTIVE | How | How Well 

Major Function: I. Consultive Services Goal Statement: Given the educational needs of the students, 
their programs will be enhanced with the utilization of direct and/or 
indirect service from the various disciplines (medical, social work, 
psychology, etc.) as appropriate. 

I. Identification: The administrator will provide materials to all Assessed by task Minimum level 
instructional staff, ancillary staff and administrative staff about ratings on the of acceptance 
the policies and procedures for acquiring consultive services from Special Education for Identifi-
district personnel or from an outside agency, and the availability Management Chart. cation is an 
of such service. average task 

rating of 4. 

II. Coordination: Process objectives for the utilization of consultive Assessed by task Minimum level 
services will be followed by all district staff. The objectives will ratings on the of acceptance 
specify procedures for requesting assistance, making arrangements with Special Education for Coordina-
outside agencies, determining evaluative criteria for the service Management Chart. tion is an 
provided, obtaining parent permission and reporting the results. average task 

rating of 4. 



OBJECTIVE How 
EVALUATION 

I How Well 

Major Function: I. Consultive Services (Cont.) 

III. Implementation: Consultive personnel will carry out the special 
objectives set for the student, communicate with and interpret 
recommendations to the instructional staff, the staffing committee 
and the parents, assist in the integration of support program 
objectives and the student's educational program, and submit a 
report of the results as required. 

IV. Evaluation: The administrator will report the results of a 
systematic evaluation of the consultive services provided during 
the year, based on accomplishment of the student and service 
objectives, and make recommendations for change as needed.. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Implementa-
tion is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating of 4. 



Consultive Services 

1. Study identified needs 
of students, recommenda-
tions for support staff 

2. Identify areas where 
various disciplines are 
needed to support educa-
tional staff 

3. Provide staff informa-
tion on support staff 
available 

4. Determine procedures 
for obtaining assist-

5. Inform staff of 
procedures 

II 
Coordination 

1. Request assistance from 
support staff in school 

2. Contact/arrange for ser-
vices of outside agency 
as needed (welfare, 
vocational rehabilita-
tion, etc.) 

3. Determine performance 
objectives for support 
staff 

4. Specify time element, 
evaluative criteria for 
assistance 

5. Obtain parent permission 
for service-testing, 
therapy, diagnosis, etc. 

6. Construct reporting pro-
cess and record forms 
for support staff to 
maintain 

III 
Implementation 

1. Review all available 
reports on student 

2. Obtain needed student 
information-observe, 
interview, screen, etc. 

3. Determine students, pro-
gram, performance objec-
tives related to support 
staff 

4. Coordinate with report 
to staffing committee 

-Carry Out Program For 
Student-

-5. Psychological testing 

-6. Achievement testing 

-7. Special Educational 
diagnosis 

-8. Specialized therapy 
(mental & physical) 

-9. Counseling (student) 

-10. Counseling (parents) 

-11. Health service 

IV 
Evaluation 

1. Record numbers and type 
of services provided 

2. Record time required to 
obtain service and results 

3. Summarize recommendations 
made and use of in educa-
tional program 

4. Record/summarize evaluation 
results of students 
completing service 

5. Record number of parents 
consulted with about 
service and attitude 

6. Record requests for 
support service; number 
satisfactorily completed 

7. Report results to staff 
and superiors 



Consultive Services 
(continued) 

III 
Implementation 

12. Re-assess student on 
objectives 

13. Report to staffing com-
mittee on results, 
recommendations 

14. Integrate results of 
support program with 
students educational 
program 

15. Construct an on-going 
evaluation process to use 
after service is completed 

16. Maintain student records 
on service and results 

17. Share meaningful informa-
tion with staff and 
parents 



BROAD PROGRAM AREA: SUPPORT SERVICES (Cont.) 

EVALUATION 
OBJECTIVE How How Well 

Major Function: II. Instructional 
Materials Services 

Goal Statement: Given the objectives of the Special Education program 
and the existing student needs, materials, equipment, operating 
instructions, inventories and procedures for purchasing or obtaining 
for temporary use materials and/or equipment needed, will be provided 
to the staff efficiently and effectively so as to facilitate the 
accomplishment of the students' objectives. 

II. 

Assignment: Priorities for acquiring needed materials and equipment 
will be assigned as determined through an assessment of those 
available either in-district or by loan or rental from an outside 
sources. 

Organization: Materials and equipment will be obtained, inventories 
and storage organized, operating instructions or directions prepared 
and systematic requisition and disbursement procedures formulated. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Assignment 
is an average 
task rating of 4. 

Minimum level 
of acceptance 
for Organiza-
tion is an 
average task 
rating of 4. 



EVALUATION 
OBJECTIVE How How Well 

Major Function: II. Instructional Materials Services (Cont.) 

III. Dissemination: The staff will be informed of the materials and 
equipment which are available, and will be trained in the utilization 
of items when needed. 

IV. Evaluation: An assessment will be made yearly of the effectiveness 
of the materials, the equipment, the training, the procurement and 
the requisition and disbursement procedures. The results and 
recommendations for needed change will be reported to instructional 
and administrative staff. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Dissemi-
nation is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating of 4. 



Instructional Materials Services 

Assignment 

1. Study previous recommend-
ations and current 
inventory 

2. Obtain list from staff of 
materials and equipment 2. 
needed for programs 

3. Study catalogues of new 3. 
materials and equipment 

4. Discuss with company con-
sultants, the materials 
and equipment available 

5. Identify state, regional 5. 
sources of materials and 
equipment for temporary 
use 6. 

6. Discuss with other dis-
tricts possibility of 
cooperative purchase 7. 

7. List materials and equip-
ment needed, projected cost, 
estimated number of students 
using it, lifetime of 
object, etc. 

8. Prepare alternatives for 
acquiring materials, equipment 

9. Obtain information on repair -
frequency, time, cost 

II 
Organization 

Set priorities for mater- 1. 
ials and equipment to be 
purchased based on pro-
gram objectives 2. 

Determine most efficient 
source 3 . 

Purchase or set up proce-
dures for temporary pro-
curement 

Organize space for stor-
age and/or location 

Prepare inventory of 
available materials 

Prepare directions or 
operating instructions 
(where necessary) 

Prepare requisition and 
disbursement procedures 
for staff 

III 
Dissemination 

Distribute inventory to 1. 
the staff 

Inform staff of 
procedures to follow 2. 

Train staff in use of 
materials or equipment 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

17 
Evaluation 

Record percent of materials/ 
equipment requested and 
the availability 

Record percent of materials/ 
equipment available and 
not used 

Record staff using mater-
ials/equipment 

Determine efficiency of 
requisition/purchase system-
time element 

Record percent of staff 
trained in usage, and 
problems occurring 
following use 

Record attitudes of staff 
to system, availability, 
service 

Review inventory and 
records with media spec-
ialist for recommendations 

Make recommendations for 
changes 

Report remits to staff 
and superiors 



OBJECTIVE 
EVALUATION 

How | How Well 

Major Function: III. Volunteer- Goal Statement: Given the needs of the special education program. 
Community Services assistance from individual volunteers, and other community sources, 

will be mobilized to enhance the educational program provided for 
students with special needs. 

I. Identification: The policies and organizational procedures for the use 
of volunteers and/or other community participation in the special 
education program will be written following the identification of 
potential sources and the appropriate areas where they might assist. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Identifi-
cation is an 
average task 
rating of 4. 

II. Stimulation: The needs in the special education program where community 
assistance seems desirable will be communicated to the district population 
in order to stimulate interest in the program. Prior to utilizing 
volunteers, they and the school staff will be trained in how to 
effectively work together. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Stimulation 
is an average 
task rating of 4. 



OBJECTIVE 
EVALUATION 

How How Well 

Major Function: III. Volunteer-Community Services (Cont.) 

III. Participation: The staff will participate in and provide information to 
professional and local community groups and businesses so that 
cooperative plans for service to students with special needs will be 
promoted. 

IV. Evaluation: The administrator will submit a yearly report to the 
special services staff and the district administrative staff containing 
evaluation results of the use of volunteers and other community 
services and the role of the staff in utilizing such services, as well 
as recommendations for future plans. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart, 

Minimum level 
of acceptance 
for Participa-
tion is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Evaluation 
is an average 
task rating of 
4. 



III 
Volunteer - Community Services 

Identification 

1. Study any previous 1. 
recommendations 

2. Identify Special Educa-
tion areas where groups 2. 
or individuals may effect-
ively participate 

3. 
3. Identify potential sources 

for volunteers - community, 
students, agencies 

4. 
4. Research techniques in 

volunteer training, use 
of volunteers, types of 
programs, etc. 5. 

5. Plan/write policies, 
guidelines, and organi-
zational framework for 
volunteer program 6. 

6. Identify groups where 
communication may have 
a beneficial impact 
(service, professional, 7. 
business) 

II 
Stimulation 

Organize local advisory 
boards for Special 
Education 

Invite press to observe 
programs, workshops, etc. 

Invite agency representa-
tives to staffings, work-
shops, etc. 

Write articles for local 
newspapers on Special 
Education services 

Inform businesses, service 
organizations, and/or 
individuals of opportuni-
ties for service 

Inform staff of local 
organizations they might 
provide assistance to or 
belong to 

Selectively recruit appro-
priate volunteers 

Organize/direct training 
of volunteers 

III 
Participation 

1. Speak to local organiza-
tions on Special Educa-
tion services 

2. Join professional and 
local community groups 

3. Visit agencies and 
businesses to discuss 
delivery of services 

4. Provide programs or 
exhibits on request 

5. Review policies and 
guidelines with 
volunteers 

6. Match volunteers to 
priority needs and 
places 

IV 
Evaluation 

1. Record number and type of 
requests for special 
programs, speakers, etc,. 

2. Record special projects 
completed 

3. Record number and type of 
local organizations staff 
members belong to 

4. Record feedback on 
interest/cooperation from 
agencies and businesses 

5. Record stability record 
of volunteers 

6. Record attitudes of teachers 
and students using volun-
teers 

7. Record need areas in which 
volunteers have assisted 

8. Discuss results and 
recommend future plans 

9. Report results to 
superiors 

9. Organize/direct training of 
staff in utilization of vol-
unteers and procedures for 
obtaining services ^ 



Appendix C 

GOALS, OBJECTIVES, AND TASK ANALYSIS 

-SPECIAL EDUCATION PROGRAM-



OBJECTIVE 
EVALUATION 

How | How Well 
Major Function: I. Referral-Intake Goal Statement: The student with special needs will be identified, 

the information will be gathered on that student and a mini-
staffing scheduled before program implementation occurs. 

I. Identification: The special needs of the students in the educational 
program will be recognized with 75% accuracy by the staff working 
with them, and those students will be referred for special services 
within a 45 day period after their start in school. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Identifi-
cation is an 
average task 
rating of 4. 

II. Assessment: The student's position on the academic and developmental 
learning continuums will be established and appropriate diagnostic 
tools will be used to compile needed assessment data as judged by the 
staffing coordinator, for 80% of the students referred. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level of 
acceptance for 
Assessment is an 
average task 
rating of 4. 

III. Analysis: The compiled data will be interpreted and a mini-staffing 
will be scheduled by the responsible person to be held within a 3 
week period following referral. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level of 
acceptance for 
Analysis is an 
average task 
rating of 4. 



I 
Identification. 

1. Study data on student 1 

2. Write performance objectives for 
student 2 

3. Work with student on his objectives 
3 

4. Screen student using reliable 
instrument 

4 
5. Review referral procedures to 

Special Education 
5 

6. Suggest/determine diagnostic informa-
tion needed on student 

7. Make referral to Special Education -
enter data on inventory form 

3. Give form to principal 

9. Communicate with parents - obtain 
cooperation and information 

I 
Referral - Intake 

II 
Assessment 

Observe student and record specific 
valuable information 

Evaluate student on progress toward 
accomplishment of objectives 

Give student standardized achieve-
ment/aptitude tests 

Give student needed educational 
diagnostic tests 

Give student needed psychological 
tests 

III 
Analysis 

1. Interpret observational data 

2. Interpret objective data 

3. Interpret standardized tests 
and educational diagnostic 
tests 

4. Interpret psychological 
measures 

5. Compile data in meaningful 
form 



EVALUATION 
OBJECTIVE How How Well 

Major Function: II. Mini-Staffing 

II. 

Goal Statement: Given all available data on an individual student 
who has been referred, the mini-staffing team will make a 
preliminary decision on whether or not the student could benefit 
from a full staffing and a special program, or from special 
consultation to his regular classroom teacher. 

Collection: The staffing coordinator will gather all information 
currently available from the student's teacher, the student's cum 
folder and any other valuable sources, and compile this information 
in a report to be used by the mini-staff team no later than 3 weeks 
following the assignment to the staffing coordinator. 

Analysis: The mini-staffing team will analyze all appropriate student 
information and recommend either a full staffing, special services 
consultation to his regular classroom teacher or no special service. 
The team will recommend student activities and objectives for the 
classroom teacher if special consultation is also recommended. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Collection 
is an average 
task rating of 
4. 

Minimum level 
of acceptance 
for Analysis 
is an average 
task rating of 
4. 



II 
Mini-Staffing 

I 
Collection 

1. Study referral information on student 

2. Gather in and out of school information 
3. Report on all information to principal 

and regular teacher 

II 
Analysis 

1. Study reported student data 

2. Determine problem(s) identified now 
3. Decide on full staffing or consultation 

with teacher if appropriate 

4. Recommend student activities and 
objectives for class teacher 

5. Assign appropriate consultant(s) to 
work with teacher, (proceed to 
Cooperative Programming III) 

6. Schedule temporary placement for 
student and staffing 

7. Assign appropriate coordinator for 
staffing responsibility (proceed to 
Staffing IV) 



EVALUATION 
OBJECTIVE How | How Well 

Major Function: III. Cooperative Goal Statement: Given that the mini-staff team determined that 
Programming consultation to the student's regular teacher could help the 

student, the appropriate specialist will be assigned to consult 
with the teacher and assist her in implementing the recommended 
student activities and objectives. 

I. Implementation: Given the decision made by the mini-staff team, the Assessed by task Minimum level 
consultation and special program for the student will begin no later ratings on the of acceptance 
than 2 weeks following the mini-staffing. Special Education for Implemen-

Management Chart. tation is an 
average task 
rating of 4. 

II. Planning: Along with the consultation provided by the specialist, Assessed by task Minimum level 
the classroom teacher will utilize the recommended objectives and ratings on the of acceptance 
activities from the mini-staff team in designing a special program Special Education for Planning 
for the student. Management Chart. is an average 

task rating 
of 4. 



I 
Implementation 

1. Clarify consultant and teacher roles 
(objectives) in special programming 

2. Study recommendations of objectives 
and activities 

3. Discuss alternatives for student 

4. Inform and discuss with student's 
parents the alternatives 

III 
Cooperative Programming 

II 
Planning 

1. Determine plan of action-frequency of 
consultation 

2. Set specific objectives for student as 
related to the identified problem 

3. Determine time limits for accomplishment 
of the evaluative criteria 

4. Obtain needed special equipment or 
materials 

5. Set schedule to carry out activities 

6. Inform/discuss with parents the specific 
plan 



EVALUATION 
OBJECTIVE I How How Well 

Major Function: IV. Staffing Goal Statement: Given all available data on an individual student, 
the staffing will determine the dimensions of that student's 
needs and recommend a program to meet those needs. 

I. Communication: The information gathered on the student, formally and 
informally, relating to the student's status on the school program's 
educational objectives, will be presented for interpretation and use to 
the staffing committee at the time of the scheduled staffing. This 
staffing will occur no later than 2-3 weeks following the mini-staffing. 

II. Recording: The assessment information will be obtained from all 
appropriate staff members and compiled by the coordinator such that 
the staffing committee will analyze and utilize the information in 
determining the dimensions of the student's needs and in recommending 
his special program objectives. 

III. Synthesis: The staffing team's recommendations for the student's 
placement program and objectives will be meaningfully and system-
atically compiled so an to present to the. assigned teacher, as well 
as to other appropriate staff members, a written plan for implementation. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Communi-
cation is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Recording 
is an average 
task rating 
of 4. 

Minimum level 
of acceptance 
for Synthesis 
is an average 
task rating 
of 4. 



I 
Communication 

1. Assign staff members responsibil- 1 
ity in staffing 

2. Inform staffing participants of 2 
time, place, data required 

3 
3. Gather needed data for reports 

4. Write report following specified 4 
procedures 

5. Send report to staffing coordin- 5 
ator 

6. Summarize/make available reports 6 
to staffing participants 

7. Discuss reports openly (staffing) 

8. Discuss alternatives in placement 
and programming 

IV 
Staffing 

II 
Recording 

Record reports available and 
complete at staffing 

Record attendance 

Record conflicts and decisions 
made 

Determine/record student's 
primary need, secondary need(s) 

Determine/record degree of 
severity of needs 

Record recommendations for 
placement, student objectives, 
and support services 

III 
Synthesis 

1. Compile information for 
assigned teacher 

2. Review information reported 
for completeness 

3. Place information in student's 
folder 

4. Send placement plan report to 
appropriate staff 

5. Assign person responsible for 
placement and follow-through 



OBJECTIVE How 
EVALUATION 

I How Well 

Major Function: V. Placement Goal Statement: It will be determined whether or not there are 
existing resources to meet the student's needs, and if not, a 
program which is available will be utilized, or a new one 
initiated when possible. 

I. Implementation: The intake and/or staffing data will be utilized by the 
coordinator, as well as a review of the current programs available, in 
order to make arrangements for the student to receive the appropriate 
services as recommended by the staffing committee. Any necessary 
arrangements with support services such as therapist, transportation 
arrangements, tuition, etc., will be made. This will be accomplished 
for at least 80% of the students. 

II. Initiation: The ombudsman (coordinator) will communicate the program 
decision to the parents, the student's current instructional staff and 
receiving school personnel. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Implemen-
tation is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Initia-
tion is an 
average task 
rating of 4. 



I 
Implementation 

1. Study recommendations for placement from 
staffing 

2. Determine alternatives for class program 

3. Determine alternatives for support services 

4. Consider priorities, time, cost, etc. 

5. Check out services and program for space, etc. 

6. Decide on placement, support services, 
transportation 

7. Schedule placement and transportation with 
previous and receiving school personnel 

8. Record placement, location of student and 
support services arranged (If exit from 
special services, proceed to 9) 

9. Assign person responsible to gather follow-up 
assessment information on student on regular 
basis 

V 
Placement 

II 
Initiation 

1. Discuss program plan with receiving 
school personnel 

2. Discuss program plan with receiving 
support personnel 

3. Communicate with parents and student 
about program plan 



EVALUATION 
OBJECTIVE How How Well 

Major Function: VI. Special Educational Goal Statement: Having established the child's level of functioning, 
Programs his competencies, and needs, the appropriate methods, materials and 

resources will be utilized to facilitate the child's progress in 
meeting the educational objectives set for him. 

I. Observation: Observational techniques to record and describe the 
behavioral and cognitive aspects of the child's functioning will be 
utilized when appropriate, or at least three times a year. 

II. Analysis: A summary description of the student's position in the 
academic and developmental sequences, using observations, records, 
tests, conferences, and interdisciplinary reports, will be compiled. 
This description will be available in the student's record. 

III. Planning: The goals and objectives for the instruction of the 
student will be set up, studied, and discussed with the student. 
These goals and objectives will be available in written form in 
the student's cum folder for all students being served. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Observation 
is an average 
task rating of 4. 

Minimum level 
of acceptance 
for Analysis 
is an average 
task rating of 4. 

Minimum level 
of acceptance 
for Planning 
is an average 
task rating of 4. 



OBJECTIVE 
EVALUATION 

How I How Well 

Major Function: VI. Special Educational Programs (Cont.) 

IV. Implementation: The physical learning environment, the methods and the 
materials to be used to instruct the student will be studied and 
arranged appropriately to carry out the student's program, as judged 
by the coordinator, instructional staff and principal. These will 
also be documented in writing beside the goals and objectives in the 
student's cum folder. 

Communication: Information concerning each student's progress will be 
shared with the student and with significant others in the educational 
community. This should include all instructional staff, principal, 
immediate program supervisor, school board, and parents. The accom-
plishment will be judged by the coordinator and staff involved. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Implemen-
tation is an 
average task 
rating of 4. 

Minimum level 
of acceptance 
for Communica-
tion is an 
average task 
ratin, of 4. 



3. Determine materials, equipment 
needed 

4. Determine physical environment 
structure 

5. Determine methodology to employ 

6. Determine time and methods for 
reporting to parents on progress 

I 
Observation 

Observe student's functioning 
levels 

Observe specific problem areas 

Observe/record student capabil-
ities on continuums of objectives 

Special Educational Programs 

II 
Analysis 

1. Study recommendations and program 
plan objectives from staffing 

2. Study observational information 

3. Determine possibilities in class 
or time schedule 

III 
Planning 

1. Set student's specific objectives-
academic and developmental 

2. Organize specific recording and 
assessment procedures for 
student progress on objectives 



Special 

IV 
Implementation 

1. Carry out program plan for remediation or 
compensation in the following areas: 
- physical 
- speech 
- language development 
- English deficiency 
- intellectual functioning 
- behavior 
- perceptual 
- vision 
- hearing 
- other 

2. Carry out program plan for support services 
in the following areas: 
- counseling 
- health 
- psychiatrics 
- medical 
- physical therapy 
- welfare 
- vocational rehabilitation 
- other special therapy 
- other 

Educational Programs 
(cont.) 

V 
Communication 

1. Schedule/attend regular communicative sessions 
between instructional and support staff 

2. Report regularly to parents 

3. Consult with specialists as needed 



OBJECTIVE I How 
EVALUATION 

I How Well 

Major Function: VII. Evaluation Goal Statement: Frequent systematic assessment of the student's 
position on each academic and developmental continuum will occur 
to determine the effectiveness of the program and to determine any 
need for a change in services and/or a restaffing. 

I. Assessment: The instructional staff will gather data about the student's 
progress utilizing both informal and formal diagnostic techniques and a 
variety of resources such as observations, teacher made tests, 
standardized tests and discussions with the student. This progress 
report must relate to the objectives set for the student as recommended 
by the staffing committee and be compiled at the end of the school year 
prior to making recommendations for restaffing. 

II. Analysis: The method of reporting the student data will be consistent 
for all staff and will be used to determine effectiveness of the 
program, to suggest program modifications, or to suggest restaffing. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Assessment 
is an average 
task rating 
of 4. 

Minimum level 
of acceptance 
for Analysis 
is an average 
task rating 
of 4. 



EVALUATION 
OBJECTIVE | How | How Well 

Major Function: VII. Evaluation (Cont.) 

III. Communication: The staff will inform appropriate persons or agencies 
of any change in the educational approach of the program. This 
information should be made available to medical personnel, educational 
personnel, parents, those involved in the restaffing and be placed in 
the student's cum record. Feedback information will also be presented 
to the instructional staff coming from these various sources. 
Accomplishment will be judged by the coordinator, instructional staff 
and principal. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Communica-
tion is an 
average task 
rating of 4. 



VII 
Evaluation 

I 
Assessment 

1. Record/report on progress of 
student systematically 

2. Assess student according to 
systematic plan on objectives 

3. Gather data using observation, 
formal and informal diagnostic 
techniques, discussions, 
standardized tests (as approp-
riate) 

II 
Analysis 

1. Review previous degree of 
severity of student's primary 
and secondary needs 

2. Analyze current status 

3. Study all data gathered 

III 
Communication 

1. Inform all instructional and 
support staff, and agency 
representatives of results 

2. Inform parents 

3. Request re-staffing of 
student 



OBJECTIVE How 
EVALUATION 

I How Well 

Major Function: VIII. Restaffing Goal Statement: Utilizing the results of the evaluation indicating 
the necessity for change in the recommended program, the student's 
needs will be reassessed and alternative programs prescribed 
when necessary. 

I. 

II. 

Reviewing: All previous and current data relevant to the student and 
his educational program will be studied and again interpreted in light 
of recent progress made by the student. This will be done by the 
special program coordinator within 4 weeks after the request made by 
the student's teacher. 

Recommending: An alternative program will be recommended in writing 
when appropriate for the student. The process of implementation of the 
educational program thus begins again. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Assessed by task 
ratings on the 
Special Education 
Management Chart. 

Minimum level 
of acceptance 
for Reviewing 
is an average 
task rating 
of 4. 

Minimum level 
of acceptance 
for Recommend-
ing is an 
average task 
rating of 4. 



VIII 
Re-Staffing 

I 
Reviewing 

1. Schedule re-staffing with staff and agency 
representatives 

2. Prepare reports for re-staffing 

3. Attend re-staffing 

4. Discuss assessment information with 
appropriate staff and agency representatives 

5. Determine current degree of severity of 
student's primary and secondary needs 

II 
Recommending 

1. Recommend placement plan for student and 
specific objectives 

2. Assign responsible coordinator to follow-
through with student 

3. Report recommendations and results -
place in student's folder 
(Re-cycle to Placement) 




