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Introduction

This document is the companion document to the PROGRAM DATA
ANALYSIS PLAN FOR COLORADO SPECIAL EDUCATION. Although the PROGRAM
DATA ANALYSIS PLAN (PDAP) was designed to stand alone as a usable
document in assisting program managasrs to bring data to bear on their
program management information requirements, the present document is
- intended to provide the supplementary background to the PDAP which
will enable the prospective user to coﬁpare his own Special Education
‘Program to that of Colorado and to gain some understanding of the
process to be followed in the development of a PDAP tailored to his
own needs. - Thus, this document includes a déscription'of the Special
Education Program in Colorado and a "'Process Guide" explicating ﬁhe
process to be followed in the development of a Program Data Analysis
Plan. 1In additioﬁ, the document serves as a final reportbfor the
Colorado Phase of the developmental prbject, in that the Process
Guide documents in detail the procedures involved in PDAP design
and is based direéfly uponrthe process foliowed in the PDAP

developed by Scientific Educational Systems, Inc.

Synopsis of Previous Related Work

The PDAP Project developed as the 3econd phése‘of a study in.
support of State-level educational management performed by Scientific
Educational Systems (SES) for the Ohio Department of Education,
Division of Research, Planning and Evaluation, which acted as agent
for the Joint Federal/State Task Force in Evaluation.1 The PDAP
Prcject is an extension of the work of two prior studies, the earlier
of thch was the Master Data Analysis Plan (MDAP)Z. The MDAP was a
study of reporting and énalysis requirements for the Bureau of

Elementafy and Secondary Education's (BESE's) mandated reporting to

1 These activities were funded by the U.S. Office of Education

through the Division 6f Intergovernmental Statistics, National

Center for Educational Statistics under Contraet No.OEC-0-71-1930(284)
2

Specifications to meet BESE Mandated Reporting Requifements,
Progress Report #3, Washington, D.G.: SES, September 1970.
(Contract No. OEC~-0-70-2406) : o L

Master Data,Analyéis Plan to Meet BESE Mandated Reportihg
Requirements: Progress Report #4, Washington, D.C.: SES,
October 1970. (Contract No. OEC-0-70-2406) '
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Congress. .This Plan developed specific reporting requirements for the
BESE Program.Planning and Evaluation Unit and defined the analyses of
Federal data necessary to meet the requirements,

SES then undertook a second study to develop a State-~level Data
Analysis Plan (SDAP) subject to several limitations in scope, as defined
by‘the User's Guide Committee of the Joint-Federal/State Task Force3.
First, it was determined that the effcrt should be confined to the SEA
activities related to program management. (The term "program management"
was defined to exclude SEA internal managemsnt and legislative and policy
. planning.) Secondly, because of the need to enhance the generalizabillty

of the product of the project, the development of a generic model,

State- level data.analysis plan was determined to be necessary. 'This
generic model analysis plan was to be developed on the basis of the
common program management information needs of several SEA's rather
than those of only one. In‘addition, it would be construced at a level of
generality that would allow other SEA's to use it as the core of their
own analysis plans, constructed on the basis of their own needs.

The SDAP-Mooel I which resulted was a combination of three ma jor

components: First, a list of program management information requirements

(questions for yhich answers _are needed in order to manage SEA programs)
for fifteen programs found to be common to three SEA's; second, the set
of data elements necessary to provide the required information (not tied
to specific forms or response options; and thus applicable to several
8BEA's); and third, the linkage of the data elements to the information
requirements through the specification e¢f the data analysis procedures
necessary to answer the program management questions. This analysis
plan, then, illustrates the type and extent of data anelysis required
to answer generic questions necessary to the support of program manage-
ment activities. It forms a sound basis for the analysis of any one or
more wf the fifteen programs covered in any state.

From the generic model SDAP, work has now progressed to the develop-
ment of specific Program Data Analysis Plans (PDAP's). The purpose here
is twofold. First, applying the SDAP Model-I to a specific program in a

speC1f1c state affords the opportunity both to refine and to illustrate

3

" The Development of a Model State Data Analysis Plan (SDAP) Phase 1I.
Final Report (Part I. Overview and Detailed Developmental Process;
Part II. The Model I.SDAP; Part TIII. The SDAP Data Compendium),

i;;z;; Spring, Md. SES s, December 1971 (Contract No. OEC-0-71-1930
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the Data Analysis Plan approach to the support of ‘educational management.

Second, application of _the Model, in the form of a PDAP, provides directly

usable results for any SEA which undertakes it, Present work will further

enhance the utility of the PDAP concept by preparlng PDAP's for applica-
tion in three states (two of these for the same program). The Special
Education program in Colorado has been analyzed and is the subject of the
PDAP for which this document is a companion, Vocational Education PDAP's
for Connecticut and South Carolina are also being prepared. These PDAP's
will be of immediate use to these States in prnviding the information
needed to make program management decisions,

In summary then, it can be seen that the present PDAP work is a
natural extension of the concept of defining data support to management,
app11ed to the more spec1f1c level of the 1nrormation needs of a single
program in a single state. 1In SDAP, the program management ‘information
questions were derived from the commonalltles of management information

needs across several programs and states., In PDAP, progr&m managers were

. asked to describe their owp informatlon needs which were subsequently

| EKC

wll Toxt Provided by ERIC

formulated into Management questions. The data elements in SDAP were those

.elements, in general terms, necessary to answer the general management

questions. The PDAP data items are specific items and options found on
existing forms that when analyzed will specifically answer the management
questions. The general level &nalysis of the SDAP is replaced in PDAP
by statements of statistical manipulation and formulations of data from
the actual forms. A '

These characteristrcs of the PDAP mean that it can servedas the
specification for manual data processing or computer programming. Thus,

the PDAP is a working document intended to be of d1rect ut111ty to the

program manager in bringing information to bear on his managerial

responsibilities.

Synopsis of Projeet Proceduggg

AIn general the procedures which were followed are those uhlch are
detailed in the Process Guide Section of this report, and to repeat them
here would be superfluous However, a summary of these procedures ‘is
perhaps in order, The procedures followed are outlined in Exhibit 1
below. It may be seen that the initial process focuses on the identifica-

tion of the ﬂpeclflc management requirements of the program. This was

~3-



Exhibit 1

Sequence for the Development of a
Data Analysis Plan for a Specific State and Program

SDAP Model I

NESDEC and
SDAP N

l Detailed SEA Program Review and

Analysis; Complete Program Uverview
Describing Functions & Info. Flow

%

Questions

Detailed Analysis of Management Process and
Information Requirements;

Identification of kev decision points and
critical management questions; detailed inter-
views; construction of highlv specific informa-
tion requirements in detail linked with duties
performed by each staff member .

/

Detailed analysis of data streams; com-
plete identification of relevant data
items to the response option level

Specification of data analyses;
censtruction of preliminary PDAP
and idgntification of missing data

/

Collection of supplementary field data as
necessary and revision of PDAP and draft

Process Guide

Implementation Process Guide

Detalled treatment: of the
process involved in applying
SDAP Model I to a specific
program in a specific SEA
for first and last PDAP's

only

[€)

Field verification of PDAP; revision

as necessar¥ and review and revision
of Process Guide :

o e

Final PDAP

Specification of analyatic
process necessarv to apoly
specific data values at the
response option level to high-
ly specific management infor-
mation needs for this program,

in this_ SEA




done by starting with the SDAP Model I as the organizing baéis for the
effort, feeding in the policy questions developed by the New England
School Development Council, and soliciting the inputs of program managers
at all levels. Careful analyses df these inputs permitted the statement
of an initial set of management information requirements which was then
discussed several times with program personnel. -At the same time
comparably specific material was collected regarding the data bearing
upon the program, and all relevant forms were collected and analyzed.
The interface of these two sets of specific elements was accompllshed by the
painstaklﬂg review of all possible data elements for each of the infor-
mation requirements, followed by the explicit formulation of analytic
‘procedufes to be followed in applying the data to the answering of manage-
ment informatioﬁ questions. Finally, these were again rechecked with

program personnel for accuracy and validity.




Program Description

In order to make the PDAP developed for Sperial Education in Colorado
of maximum ﬁossible usefulness, it was decided.to describe the program in -
considerable detail. Thus, Directors of Special Education and Administra-
tors in other states will be able to judge the similarity of the Colorado
progfam to Special Educatioun in their own states. 1In this manner they may
decide how muzh of the Colorado PDAP may be directly applicable to fheir
own programs; and judge the extent of additional work which may be required
to adapt the PDAP and/or the SDAP Model I tc their own programs, following
the procedures described in the Process Guide found in the next section of this

document.

1

Overview

‘Purpose aund Authdrization,

The purpose of Special Education in Colorado "is to provide each
handicappe& child with the educational assistance he needs, so that despite
his handicap he may pursue to the best of his ability Ehe'general goals of
education that have been established for all children".ﬁv |

The basic State 1egislation enabling the pfovision of
Special Education services in Colorado is the Handicapped Chiidren's
Educational Act (HCEA) of 1965,as amendes in 1969,1971 and 1972. Uynder
this authorizing legislation, services are presently provided for children ’
who are aurally handicapped, visually handicapped, physically handicapped,
educationally handicapped, educable mentally handicapped, and/or speech
hapdicapped. A new definitipn of the areaé in which services will be
providgd is being prepared, based on learning disabilities related to
“receptive, integrative and expressive processes of the learner. This
new definition should provide for a more effective identification of the

population to be served

State Level Management and Organization

To work toward the achievement of this purpose at the State
level, the Special Education program is managed by the Pupil Services

#

Special Education for Handicapped Children: 'Review of the Act and
@ Synopsis of 1970-71. Denver: Colorado Department of Education,

]ERJ!:‘January 1972.

IToxt Provided by ERI
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Unit (PSU) in the Colorado Department of Education (CDE). The Pupil
Services Unit is charged with the ragponsibility for managing state and
Federal programs for the handicapped children in public schools in
Colorado. Programs outside of the public schools which are provided by
the State are managed by the Department of State Institutions.

The PSU has operated as one of several units under the Associate
Commissioner of the CDE. During the Defiod of this study it has functioned
under the direction of a unit director, and has been divided into two
branches, Management Services and Program Services, with the following
responsibilities, respectively.

For Management Services:

a. Provide assistance to school districts in establishing and
moaitoring data and irformation systems that meet Local and State needs
and are compatiblc with the total systems beingiuéed.

b. Administer ESEA, Title VI-B. This *ncludes assisting
districts in writing propcsals, providing consultation to districts con=~
ducting projects, coordinating with other unit, departmental and agency
activities, and monitoring projects. (Since the completion of the Colorado
PDAP, Title I-~313- -Administration has been added to PSU's responsibilities.)

¢.' Process program approval, re1mbursement, and other such
forms for the administration of the Handicapped Children's Educational Act.

d. Coordinate with Program Services the receiving, reviewing
and approving of district plans.

e. Monitor the certification and endorsement of Special
Education personnel that ace employed by districts.

f. Set up and run a system‘for processing, analyzing, and using
data, ' |

g. Prepare unif budgets,

h. Monitor the fiscal aspects of existing progtams. 7

i. Monitor Progress toward the attainment of nbjectives.

i. Facilitate inter-cnit cooperation and communication.

k. Facilitate inter- -departmental cooperation and Lommunication.

Eor Program Services: ‘

a.  Provide Leadershlp to school districts in programming for
handicapped children. )

b. Provide leadership to school districts in developing a

' comprehensive plan to meet the needs of handicapped children.

EKC - - -7-
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c. Prévide leader. . school districts in implementing
a comprehensive plan. For exéméle, setting up procedures for conducting
identification studies of handicappéd children.

d. Assist districts in providing continuing edﬁcationkprograms
for their personnel.  This includes conducting special study institutes,
-granting.of summer traineeships, and assisting in Local school district
inservice, | |

e. Assist school districts in developing and maintalning an
' evaluation system. SpeCLal emphasis will be given to disseminating and
" implementing the' ESEA, Title III model for evaluation.

£. Provide leadership Ln‘coordinating efforts of institutions
of higher education,
' g Provide coordination with other agencies that provide funds

and services to.handicapped children such as:

(1) ESEA, Title III

(2) Vocational Education

‘(3) Vocational Rehabilitation

(4) National Institute of Mental Health

(5) Developmental Diszabilities Council

(6) Mountain Plains Regional Deaf- Bllnd Center

h. Administer Learning Disab111t1es grant.

It should be noted that the structure of the PSU has been
evolving to meet changing management needs as they arise. Although
Management Service activities were formerly primarily clerical and
administrative, and Program Services consisted primarily of services
supplied by technical consultants, these distinctions are blurringu
under the pressures to provide a more effective, functional and
systematic approach to the prbvision of needed serviées; Each con-
sultant continues to be the resident expert in his specialty area, but
consultqnts are now expected to plan for providing mahagement and program
services which cut acroés the handicap specialty areas. .The PSU staff
will work with LEA's to assess their needs for Special Education
services, and help them develop individual district plans for providing

'thése services, These district plans will then become part of a
larger State plan for Spécial Education,

The PSU is adding the Guidance and Counselihgluﬁit and the
Federally sponsored ''Deaf-Blind" project to its Special Education



responsibilities. It should be remembe -ed, however, that the PDAP
development did not deal with these latter activities,

Modes of Service5

The services. provided for handicapped children in the‘public
| schools are those implied by the list of responsibilities of the PSU given
earlier. They are educational in nature, although related services such
as assistance in vocational placement (WOrk Experience and Study programs)
are provided The continuous madical and related services are provided by
other agencies.
Educational services can be provided in four modes: (1) in self-
contained classrooms where handicapped children receive all of their instruc-
, ‘tion from a 3pecial Education‘teacher, separated from the other children in:
the school; (2) in resource- rooms where handicapped children go for gpecial
instruction from a Special Education teacher, though they return to the
regular classroom and receive the remainder of their instruction with the
other children, (3) by an itinerant Special Education teacher who v1sits
- the school periodically and provides instruction in a resource room; and (4)
in the home or hospital setting .where an itinerant Special Education teacher
pProvides instruction for children who cannot -attend classes in the ‘school
building. ‘
The program description provided here deals only with those
,services which are managed at the State level by PSU. There are some
additional services available in Colorado, which are not. covered here.
Educational services for more profoundly handicapped children are provided
in State-operated schools and Community Centers for the Mentally Retarded
and Seriously Handicapped. These schools are managed at the State level by
the Department of State Institutions.’ Decisions are made at the Local
levels between public school officials and officials from these State-
operated schcols regarding whether the profoundly handicapped child would
most benefit from the public school or one of the schools managed through
the Department of State Institutions. Serv1ces are also provided through
the Deaf/Blind project, which is a special, Federally funded regional endeavor

dlrected out of Colorado,

Administrative Procedures for the Special Education Program,
Denver, Colorado, Department of Education' January 1970.

-9-




Applications »
Colorado ivided into 181 Local Education Agencies (LEA's),

The LEA's apply ‘or fi :s under the HCEA through the CDE to provide services
to handicapped chiidren in their districts. Some smaller school districts
contract with other districts to provide these services or join with other
districts in a larger administrative unit known as a Board of Cooperative
Services (BOCS). There are 18 such BOCS's. ‘

The LEA's submit applications for approval ol these services,
On the application, LEA's report staff to be employed, the services to
be provided and estimated costs. The PSU checks the staff named on the
application for the'proper endorsement and certification, and for com-
pliance with other guidelines. PSU'then approves the program, and makes
two prepayments of funds to the LEA's based on estlmates of anticipated
legislative appropriation. LEA's can claim reimbursement for 80% of
salaries of personnel applied to Special Education services, 50% of
transportat1on cost for handicapped chiluren and 100% of foster home -
maintenance care costs for children who live and attend Special Education

classes in a district other than their home districts.

Funding '
Typically, the Legislature has provided less than full funding

for Special Education services. .Thus in the f1na1 analysis generally,
LEA's are relmbursed for roughly 50% of the cost of providing services.
The remainder of the costs are made up through Federal, Local and private
contributions. . Funds may come from a variety of Federal sources inciuding
Titles I, II, III, VI of ESEA, Title III NDEA,- Indian Education, Migrant
Education, Model Cities, NIMH, Vocational Education, and Vocational
Rehabilitation. Vocational education and vocational rehabilitation funds ‘
are obtained for the Work Experience and Study Program (WES) for secondary
school handicapped children. The Department of Education cooperates with
the Colorado Department of Vocational Education and Colorado Department of
Vocational Rehab111tation in managing this program. Each department

contributes funds to the program.

=10=-.




Determination of Eligibility for Service

The LEA's provide diagnoses of children suspected of being
handicapped to.. srmine their eligibility for educational services
accc Fe @ <hildren who are suspected of being educationally
handicapped a parent's or guardian's permission must be obtained prior
to diagnosis. A special committee designated by the Local Board of
" Education arnd approved by the PSU determines whether the handicap
condition of the child meets eligibility standards for provision of
service. ‘Each committee for the handicap areas generally consists of
a school administrator, a regular teacher, a supervisor or teacher in
the handicap category, a psychologist, a social worker, and a physician,
The committees are coordinated by the Director of Special Education or
another school administrator. These procedures and the standards for
eligibility for services in each handicap area are fu11y described in

The Adminlstrative Procedures for the Special Education Program.

Under the recent amendments to the HCEA, the State has
committed itself to assuring that every handicapped child in Colorado
receives educational services by 1975. To work toward achieving‘this
goal, PSU is- surveylng the entire State to identify every child with a
learning disability handicap. In addition, it will determine the cost
of assuring that every handicapped child receives appropriate and
adequate educational services. Therefore, PSU must identify every child
who 18 now receiving service either through public programs supplied by
~State (HCEA), Local or Federal .funds as well as those supported by

private funds. It must also identify those who are not receiving services.

Detailed Discuesion of PSU.Functions
' For those Special Education managers requiring more detail about

the Colorado Program, the remainder of this Program Description is

--foecused on functional details.

The responsibilities of the PSU can be gronped into a number of
functional areas of program management covering both State and Federal
programs. These are: Program Monitoring, Program Approval, Certification

and Endorsement, Program Reimbursement, Program Development, and Program

“11-



Evaluation. Federal and State programs have separate reporting require-
ments and information needs, but in practice the planning aad provision
of adequate Special Education services require close coordination of.
Federal and State programs. The functions of State program management,
and the information requirements and data needed for management purposes,
are discussed briefly below. Manégement of Federal programs is discussed

in a concluding section.

Program Monitorihg'

The function of monitoring the State programs in Special_Eduéation

consumes a large portion of the time spent by program managers in PSU.

The principle which guides the monitoring of on-going State programs is

to allow the LEA's considerable flexibility in managing their own programs.
At State level, general supervision of the conduct of these programs and .the
collection of data regarding on-going programs is required. Data are used to
provide a baseline from which to plan for future services. (The collection
of a large segment of these data is also mahdated under the provisions of thé
1972 amendment to the HCEA for determining the status of Special Education

in Colorado. )

The main concern of the Management Services Branch of PSU is theb
development and operation of an information system which will provide the
unit with the’ information required to monitor, develop, and evaluate its
programs. The specific duties and responsibilities of the PSU in regard
td”ppoviding data for prdgram monitoring include: . s

1. Design a system which will provide personnel, pupil, costs,
and revenue statistics as may be required by the Department.

2.° Coordinate the Pupil Services Unit data system with central
CDE systems. )
- 3. Assist LEA's in the collection and reporting of data.

4, Analyze and report data information in a format conducive
to the neéds of the Unit and the Department. '

5. Maintain a time line of activities, responsibilities ard
costs on a fiscal year basis which will be updated quarterly.

6. Submit quarterly progress reports of activities scheduled
for completion during the quarter being reported.

7. Submit a yearly cost and revenue analysis of Special’

Education programs.

-12-



The primary requirements for information are in the
areas of revenue, EOst, pupils, personnel, and resources. PSU
requires such data’'with reference to specific programs attributable
to particular functional aspects of the program which are: administra-
tion, diagnostic services, Instructional Materials Center services, and
othér supporting services which exist in the Special Education area:
PSU requires revenue and cost data for actual delivery'proérams which
include the 'six basic categories of Special Education: ‘Aurally
Hendicapped, Visualiy Handicapped, Speech Correction, Physically
Handicapped, Educable‘Mentally Handicapped, and the Educationally
Handicapped. Aleo needed are data on programs such as home-bound, home-
hospital, WES; and the like. .

. In addition to requiring the types of data mentioned earller
on the kinds of programs just described it is extremely important,
particularly in light of the recent HCEA amendment, to be able to collect
data in terms of the method of delivery of the services: itinerant,

resource, and self-contained.

Program Approval

Inkorder to ‘qualify for State support (reimbursement), the
LEA must submit a form to the Pupil Serviees Unit, entitled "Application
for Approval of Special Education Services”. The form presents a list
of the personnel in the appropriate direct cost categories, and also the
number of such perSOnnel, and their salaries. '

The specific duties and respons1b111ties of PSU regardlng approval
and re1mbursement 1nc1ude the follow1ng . .

1. Screen and make recommendations for the approval or dis-
approval of all personnel and salaries claimed for reimbursement under the
Handicapped Children Educatlonal Act. X

2. Review the auditing and recommendations for the approval
or disapproval of transportation, Home-Hospital, Home Instruction and
other reimbursable items under.the Handicapped Childfen Educational Act.

3. Review and monitor program quality as defined by State
laws or Department regulations.

4.  Give assurance that Federal revenue used in conjunction
with State revenue does not ‘exceed the Local expenditures for which those

funds were allocated.

-13-




5. Give assurance that Local applications for reimbursement
" are’in compliance WIth the Handicapped Ch11dren Educationa] Act regardlng
the limitations of reimbursement.

6. Advise local agencies regarding the laws and *egulations
governing programs for handicapped children.

' | 7. Maintain a close relationship with other Department Units
relative to teacher certification, legal interpretations and data.

SEA approval of the LEA program in effect requires the acceptance -
of the LEA program with respect to personnel qualifications, endorsement
and certification. Certification means: that the applicant has met the
general requirements for teaching in Colorado. There are¢ two kinds of °
certificates: (1) an A certificate signifies certification for the
first five years; and (2) 2 B certificate signifies. ten years certifica~-
tion thereafter. The teacher must be cert1f1ed and also endorsed as
qualified in one of the six Special Education areas. . Endorsement means
that the ind1V1dua1 has satlsfled a course of study in one of the six
SpeC1a1 Education areas in an institution of higher education which meets
the joint approval of a series of review committees including representa-
tives from institutions of higher education, LEA's, the SEA, PSU, 'andvthe
cert1f1cat10n unit in the CDE. The sequence of instruction is then

reviewed by an advisory group and approved by the State Board of Education,

Certification and Endorsement

One of the duties of the Pupil Services Unit in this area is
to aid teachers who are changing from teaching in the regular classroom
to teaching in the Special Education classroom to achieve the necessary
certification,

Several problems may arise in obtaining endorsed personnel in
Special Educatlon._ For example, many districts have a need for teachers
in a particular area, but cannot find a qualified ones. They write request-
ing a letter of approval from the Pup11 Services Unit for a designated
individual to fill a position on a temporary basis. This letter comes
to PSU where it is examined and approved requiring that the teacher for whom
a letter of approval is granted get nine quarter hours of relevant pre=-
paration during the ensuing year (from September to September). If the
teacher does not obtain the required nine quarter hours during the -ensuing
year, the letter of approval is cancelled. The letter of approval must

be renewed each year until, through the accumulation of sets of nine

~14-



quarter hours, the teacher reaches a point where an fnstitution of
higher education will endorse him iu the regular iashion.

The Pupil Services Unitmmust check with the certification
unit to determine the certification and endorsement status of the
individuals listed on the zapplication form.. In many cases, the certifica-
tion unit file contains oy the endorsement and not the information as to
whether the teacher is ‘working in that particular endorsed area at the
kime. A further pmublem is that the computer file may not be suitably
updated in time to Be of use in this: ‘Process. As a consequence, some
members of the Pupilis Services Unit keep their own card file. Other
problems which bear on the updating problem and the review of the
a@pprovals is that in some cases, teachers may: ‘fail to get the nine
frours and 31mply move to anather district and:zask for a new letter of
approval without havimg completed the required nine hours. _

Other activiities melated to certification not directly related
to approval of programs are the basic:Tesponsibility of the Certification
Unft of CDE. The Pupil Serwices Unit: is only involved in the actual
awarding of certificatfon #n the rare-event that they are asked to review
the credentials of an put-mf-state temcher transferring into Colorado.
All regular certification axctivities:are handled by the certification
unziit:,

Program Reimbursement

The fiscal monitorFmg fumction of PSU is mainly concerned with
the prow@ssing of flow-through monies: from-the State's Handlcapped Children's
Educatlonal Act (HCEA) to the LEA's at the: - ‘Present time. These flow-through
monies are handled in the foxrm of reimbursements only. Because of the
requirement for‘reimbursemenm, only selected data have been collected
related to this process. The data which womld be necessary for complete
accountsbility, for example, are not needed for reimbursement and, therefore,
have not been collécted. _ ’ .

' Under reimparsement:provisions of HWCEA, the LEA's can be reimbursed
for direct expenses, firect chamges for certain categories of personnel.
These categeries inclisde LEA-1ewel.personn§$%ﬁﬁich are Director of Special
Education, Supervisors, Teachers, Speech @arrection personnel, Special
Teachers, Special Edugdtion Transpoxmtatiom, Fsychologist, Social Worker,

Psychiatrist, Home-Bowsad instruction, and Péster-Home maintenance. Certain
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LEA expenses are not reimbursable under the provisions of the .present law.
These include equipment (except for Home-School equipment), materials, aides,
clerical and secretarial support, administrative operation at the SEA level,
physical and occupational therapist, school nurses and the like. Retirement
cost under the PERA, (Public Employee Retirement Act) is zlso not included.

The major 11m1tation on reimbursement is that no LEA should derive
more than 100% of its Special Education salary costs from sources’ outside
of the LEA itself. Although there is ro state reimbursement for excess
costs per se, it has been determined that a reimbursement of 80% of the
previously described allowable direct costs are within a percent or so of
the so-called excess costs of‘Special Education. Excess costs of Special
Education are defined as the cost of educating a child in a Special Educa-
tiom program which exceeds the cost of educating a normal child in a
.parallel general education program., The LEA then makes up the additionai
cost: of Special Education from a variety of sources, some of which include
ESEA I, Vocational Educatlon funds, Vocational Rehab111tation funds, NIMH,
ESEA Title VI, ESEA III, and Local and State funds.

The determination of re1mbursement fundlng ‘under the Handlcapped
Children's Educational Act requires three steps.

1. Projection of Need. A projection is necessary since

-relevant, timely data are not available to meet the 1eg1slat1ve schedule.
The projection is typlcally,based on figures which are two years old. The
basic process requires the Plotting of number of personnel going back
several years_and'extrapolating a(curve to predict the number of personnel
which may be expected in particular categories for the ensuing year- for
which the pr0jectidn is inteuded. The number of personnel projected is
then multiplied by the average salary for that category times a factor of
5% predicted growth per year. Thus, for example, since the data for the
last year are uot available and data are being projected for the next
"year, the averages would be multiplied by 5% twice to make up for the two-

year lag.

2, Legisletive Appropr@@mion. The legislative: .appropriation
has histdrically increased from y;;} to year. The Legislature is asking
what 1mprovements in Special Education can be expected for the add1t1ona1
monies which are being’ requested over and above the previous year's
request. This is @& very difficult question to answer, but PSU must

attempt to gather relevant data,
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A major thrust of the Pupil Services Unit's evolving
responsibilities and activities concerns the problem of desigring a
dara collection system, including the required report forms, to meet
the requirements which have been imposed by the three recent Legis-
lative Acts (PPBS, Comprenensive Planning, and Accountability), as
well es the current "Mandatory'Act” on educating the handicapped,
House Bill 1060. 1In the Past, budgets have been prepared by LEA's
and by the SEA in'a line item fashion in accordance with the OE
Handbook 1II, Financial AccOunting,for Local and State School
Sysrems, 1966. These line item budgets were quite satis-
factory as a basis for the reimbursement procedure in which the

Pupil Services Urit has been engaged in recent years. The data

"collection system and forms have not, however, provided the data

which will be nécessary to meet the objectives of cost accounting

by pupil and program cost accounting which will be required in the
context of the new legislation. The new system must meet these needs.
In psssing, it might also be mentioned that the present Colorado law
mend?ées a full treatment of Special Education problems by 1976, . It
is also_estimeted rhat only approximately 50% of Special Education’
children are being serVed at the present time. This'would'angur a
substantial increase in the Special Education effort in Colorado, if
the mandate is implemented. ' ’

3. Allocation ofn{ppropriations. Since the final deter-

mination of total reimbursable claims cannot-be made until the year is
over, and since monies are needed during the year, a prepayment is
necessary. The Pupil Services Unit distributes approximately 80% of
the appropriated funds to the LEA's around January of the school year.

They then must encumber the remaining 20% by 30 June in order to avoid the

problem of having unencumbered funds hanging over into the succeeding fiscal

year. The maJor problem which arises in this process is the fact:that

‘the reimbursement claims are not received until ‘around August following the

school year and may not be processed by the Pupil Servicés Unit until sometime
around September, Therefore, eéncumbrance of the remaining 20% in June
must be on the basis of estimates derived from previous years' expenditures

and any other information that may be available which bears on the topic.
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Discrepancies are then made up by making appropriate adjustments in

the prepayment for the next year.

Program Development

Under the impact of the recent Colorado legislation on
Comprehensive Planning, Accountability and Programming, Planning and
Budgeting, PSU devotes a major portion of its program development
effort to meeting the requirements of this legisiation. The main
responsibility of the PSU in terms of development involves planning
and budgeting for the establishment and continuation of Special
Education programs. In this effort, emphasis is being placed upon -

planning and management by objectives, 1nc1ud1ng assistance to the

dlstricts in the development of written objectives for thelr Special

Education pregrams Through workshops such as those recently conducted
by PSU in 37 districts. At the same time work continues on the refinement
of the objectlves of the PSU itself..

In general, the program development activities of the PSU
include planning and budgeﬁing, technical consultation, aﬁd coordina-
tion with other_agéﬁcies. -Specific duties and responsibilities may be
summarized as follows:. :

1. Identify pOpulétion of handicap children needing services.

2. Develop and revise State'Guidelines for Planning Special

Education Programs in LocalrEducation Agencies,

3. Develop a planning instruction which may be used by
LEA's in complylng with the State Guidelines.

4, Review and evaluate all plans submitted by LEA's.

5. Provide consultative services to LEA's requestlng
assistance in the planning of Special Fducation programs.

6. Submit recommendations for approval or disapproval of
LEA plans with supportive documentation to the Director of the Pupil
Services Unit,

7. Establish criteria for the approval of Special Education

plans and amendments.

8. Develop a8 process by which the Department will develop
district plans for those LEA's failing to develop their own plans by 1974,
9. Submit quarterly progress reports of activities scheduled
for completion during the quarter being reported. ‘ ‘
10. Provide technical conﬁpltatién in the areas of Special

Education.
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11. Participate in the school improvement process eoncerned
‘with planning and accountability. ' |

12. Provide in-service training to meet specific needs for
information.

13." Develop a State-wide plan for a Special Education
Instructional Materials Center network that will provide for the needs
for material.

14. Develop State guidelines for the development of Local or
regional Instructional Materials Center.

15. Assist the Department in the dissemination of Special

Education materials and information.

Planning and Budgeting. In the planning area, Colorado is

responsible for deVeloping a State Plan which is based on the various

plans which are required from the LEA's as a prerequisite for funding.

Further, a comprehensive plan for Special Education is required from

each district by 1974._ Each district which does not submit a plan for

provision of Special Education services by that time must be provided
with a plan by the CDE, prepared by PSU. Other planning activities
take place in the context of the program approval and budgetiug
processes.

PSU is responsible for budgeting for its Special Education
program.' The budget preparation for CDE is coordinated by the
Division for Management Services. The entire CDE budget becomes part
of the Governor's Budget. The development. and implementation of the

Governor's Budget goes through.the four stages below.

) Stage 1 involves the preparat1on of the Governor s Budget.
This entails ass1sting the various State Government Agencies in’
developing budgets for their programs. The second stage is known .

as the formulation of the budget. At this stage, the Governor's

. Executive Budget office determinee the fixed commitments that have

been set up on a long term basis and, by various information

ggthering activities such as surveys of salary needs, determines

how the remaining funds should be allocated. The, third stage

involves prescntatlon of the Governor s budget to the Legislature,

supported by the testimony ‘of representatives from each State agency
and the prlvate sector within Colorado. The final stage involves

. execution of the Governor 8 budget. WOrking closely with ‘the State
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agencies, the Budget Office reviews the differences between the

budget passed by the Legislature and the budget proposed by the Governor
and translates the budget into an operational plan for conducting the
programs of the State., Individuals within the various State government
agenc1es are responsible for the funds appropriated and are charged with
the responsibility of managing the programs accordlng to the operational

plans developed,

Technical Consultation and Training. Previously, technical

consultants in PSU devoted considerable effort to transmlttlng technical
information to Special Education personnel in the LEA's. This involved
) answering requests for consultative services over the telephone, by mail,
lor on-site in the LEA' s. In line with its new emphasib and planning,
PSU now atcempts to determine the needs for LEA's for information and
assistance and then plans for meeting these needs through training,

In this regard, PSU conducts numerous in-service training
institutes, ranging from a few days to several weeks, in an effort to
meet the requirements for development and continuation ijspecial
Education services. Consultants work very closely together in
determining the needs for in-service training in all handicapped areas.
In the future the needs for training will be determined via statewide
needs assessment. ‘ ,

The specific duties of PSU regarding training require the staff
to: '

l. Conduct all in-service activities for the Unit,

2, Instruct and inform Special Education admlnlstrators,
teachers, and tra1n1ng institution personnel of the latest developments
and opportunltles_for training of professional personnel under P.L. 85-926,
as amended. s -

| 3. Coordinate ali ‘activities with the training institutions

dealing with pre-service, in-service and post-service educational efforts
in preparing specialists to work with handicapped children.

4, Assist in relating the manpower needs of the public schools
to the training institutions.

5. Prepare the State Plan for training professional personnel,

which will reflect the manpower needs in all areas of the handicapped.
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6. Assist other members of the Department in planning and

conducting in-service meetings within the Department or at Local levels.

Coordination with Other State Agencies. Two key areas in

which PSU coordinates activities with other State agencies relate to
the Special Education services to profoundly handicapped children and
to the Work Experience and Study program. The first of these involveé1
coordination with the Department of State Institutions was discussed
earlier. _
‘ The Work Experience and Study program entails close coordina-
tion with the Colorado Departﬂent of Vocational Education and Vocational
Rehabilitation. This program was-mostly designed for the. educable

mentally handicapped child. Children who are efducationally handicapped

ere now involved also, and children in physicaliy handicapped categorles
are be1ng added slowly,

The Work Experience and Study Drogram provides work experlence
for handicapped children starting with 1noschool work experience in the
10th grade and out-of-school work experience in the 11th and 12¢h grade
Teachers who work in the Work Experlence and Study program must  have e1ther
an EMH or EH endorsement. The agreement was put into effect by 1egislat10n
in 1968 entitled "Vocational Education Amendments".

Finally, of course, the PSU works closely with CDE in the
preparation and subﬁission of the budget to the Budget Office, as described

.above.

Program Evaluation

At Present, State supported programs in Speeial Education are.
not evaluated on a formal programmed basis._ Consultants have gathered
. and disseminated some informat1on regarding the effectiveness of varlous
instructional pregrams, techniques, and materials for educating d1fferent
types of handicapped children. Data are gathered regarding the amelioration
rate among handicapped chiidren. (A ch11d is "ameliorated" if he returns
to the regular instructional program.)
) . Recently PSU like other‘divisions of CDE was charged with
meeting accountability for the services being provided. In 11ne with -
this, a research project funded under Title III is worklng toward

development of a local level evaluation system for Special Education.

R
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The work up to now in the project has involved'development of a cost benefit
model which is being applied in a small field test in a Colorado school dis-
trict. The project involves identification of educational objectives in- |
cluding objectives of individﬁal pupils. Thesé objectives are arranged in

a sequence to represent a developmental continuumlin each of six areas. The
areas are: physical, speech/language human qualities, vocational/avocational,
civic responsibility, and cognitive. As part of this project; assessment
techniques were developed to determlne which of the objectives students had
achieved at some specified criterion level. Thus, a particular Special
Education program in a specified district could be evaluated in terms of the
percentage of cbjectives on each of the continua achieved by a particular
percentage of children.

Other work, which is presently on-going, relates te development

'of ways of classifying information which flows within a school as well as

the functions and roles that are performed by members of the school system.
The purpose here is to identify and be able to classify areas of cost so
that they can be labeled in terms of the class of function or role being per-
formed 'in the school system. ' Four functions have been identified. These’
are: administrative/fitancial, specialized program development, supportive
programs, and facilitizs. Work has progressed on this phase of the project
to the point where objectives have been written for each of these four func-
tions. Under these various functions, the roles of educators in performing
the functions are identified. These roles are-then specified in terms of
the objectives which the individuals who fill these roles are attempting

to accomplish. The final level involves identification of tesks, indicafing
how one goes about‘accomplishing the objectives. The model involves an
analysis of input, precess, and output. The lnput‘involves the information
with which the individual fulfilling the tole starts in order to achieve his

objectives. The process part involves what the indivtdual would do to ac-

.complish his obJectives. And, f1nally, the output involves that which is

achieved.

A program,plann1ng, and budgeting procedure has been prepared -
which gets at the cost per child per program per classroom. for the Special

Education services. The Management Services division of CDE is concentrating

on implewenting a budgeting system which will permit PSU and others to
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describe program objectives at the State lfVel, plan for ﬁhe budgeting of
‘the objectives, schedule and accomplish the objectives, and periodically
assess the entire program. The PDAP add?esses itself to the information
required to perform an evaluation of the Special Education program in

Colorado.

Federal Programs

Most of the Federal involvement in Special Education in Colorado
is through the Elementary and Secondary Education Act, Title VI. However,
some Federal funds from Titles I and III are available for Special Educa-
tion. When the PDAP was developed only Title VI monies were managed by the
Pupil Services Unit wblle the Title IIT and Title I monies were managed by
units other than PSU within the CDE. Since that time, the management of
Title I has beeﬁ shifted to PSU

The responsibilities of the consultant in charge of Title VI in-
volve the general moﬁitoring and reporting of the Federal pfogram, includ-
ing Title VI~B, VI-D and VI-G. His responsibilities cover the collection,
analysis, publication and dissemination of data such as cost, revenueé, and

'student and personnel data.

He Qorké at both State and Local levels in the monitoring process.
He prepares reports on the expenditure of the funds and thé ways in which
the programs are édhering to the Federal Regulations. This involves the
use of contractual forms, vouchers, end-of-year reports, financiai reports

and reports on how equipment and 5up§1ies are being handled.

Although Title VI-B accounts for most of the funds, the PSU is
presently directing a project funded under Title VI-G out of the Bureau
of Handicapped, U.S. Office of Education entitled, "Child Service Demonstra-
tion Projéct.” It is one c¢f eight such grants funded by USOE for work in
learning disabilities. The purpose of the present grant in Colorado is to
attempt to replicate what has already been done in a model center in the
Sﬁate. 'At‘presentg’ﬁhey'aré‘training.twd four-ieacher teams. The,purpose
-then, in following yeérs,is t&attempt to multiply the effect of this
training by Having these teacher teams each train two’other teacher teams,
.In addition to this training, training packages are being developed and

maintained at the Instructional Materials Center in Greeley, Colorado.
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_Fifteen percent of the Title III funds and 15% of the USOE dis-
cretionary funds must go by regulation to Special Education programs. The
Special Programs Unit of CDE works ‘very closely with the Pupil Services
Unit in the development of researc.: projects and demonstmstion projects
under Title III for Special Educatson programs, The following is a

description of the process:

1. Each year the needs in Colorado for educating handicapped
children are determined The Special Programs staff works very closely
with the staff of the Pupil Services Unit in the identification of these

needs.

2. These needs are communicated to the LEA's and proposals
are solicited from them. During this part of the process, the Special
Programs staff works closely with the LEA's in developing their proposals.
The LEA's must send a letter of intent to the Special Programs Unit indi-
cating that they wish to submit a proposal.

3. Proposals are then submitted by an October 1 deadline.

4. The Special Programs Unit then sends the proposals to outside
readers who are knowledgeable in the various areas of handicap and/or
knowledgeable in research ahd design., These readers meet and discuss the

various proposals before they submit their final evaluations.

5. A Title III Advisory Council then reviews the proposals and
makes final recommendations to the State Board of Education. This Advisory
Council is made up of a wide scope of membershlp. The Special Programs
Unit nominates people for positions on the Advisory Councilland'theSe must
be approved by the State Board of Education as well as the U.S. Office of
Education. The recommendations from the Board are also thenvreviewed by
the Pupil Services Unit and the Special Programs Unit. Since it is a re-
quirement that 15% of the Title III projects deal with Special Education,
the Pupil Services Unit must verify to the USOE the labelllng of Special
Education Projects by Title III monitors.

6. The Special Programs Unit then writes the grant award to the

successful LEA's and the projects are initiated.

7. Under the direction of the Special'Programs Unit, an annual

on-site evaluation is performed for each project,
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8. The various ipieces of information concerning the project
including the evaluation and report of the tezm and the proposal for con-
tinuation funding are submitted to the Advisory Council for recommendation

regarding funding for the following year,

The ESEA Title I-313 funds set aside for the handicapped go to
educational programs for handicapped children in state Instituions. The
Department of State Institutions has been designated as an LEA for the re-
ceipt of these funds. This Department is in charge of such areas as
mental health and the treatment of the deaf, blind, mentally retarded, and
the delinquent.

The Title I consultant has the responsibility for reviewing
applications, monitoring programs, and for deQeIoping budgets for the pro-
gram. He pays visits to the 1nstitutions to see if they are following
the objectives specified in the applications. 1In connection with his

‘duties as fiscal manager, the Title I consultant has devised a survey forﬁ
which is used to determine the number of children in the institutions. This
is, of course, necessary for the per pupil assignment of funds. The

Title I consultant sends out guidelines describing what should be included
in the evaluation report, Eaeh institution submits an annual evaluation

report on its Title I project.
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Process Guide

This :section is = "process guide' which describes the development
cef a Program Data Ansfiysis Plan (PDAP) in support of the: management of
a4 state lewel educatimmal program. It.explains what a PDAP is, and
presents & desrriptiom-of how one might prepare a PDAP for any program
at the Stmtre:sfducatiom Agency level. ' The guide is generally based on
the backgrwmnd. experience SES has gained through its earlier work in
developing:data analysis plans. Specifically, it is based on the PDAP
development which has been performed for the Colorado Special Education
program as managed by the Pupil Services Unit in the Colorado
Department of Education. '

The purpose of the "process guide" is to detail the procedures
which may be followed in developing a PDAP. 1In this manner, it is
hoped that interested parties in various SEA's or elsewhere may use
the development of the PDAP for Special Education in Colorado as a
model to guide simllar developments in their own situations. It
would be expected that such persons would have access to the PDAP
itself as well as the present document., However, in the event that
this should not be true, Appendix A to this document provides some
detail as to the format and ugage of the PDAP. This involves some
duplication of the material which is found in the introductory section
of the PDAP itself. This duplication seems ' necessary to make both
documents of optimal usefulness.

Ideally, the SEA in the State of "X" should engage in the
following process, First,iit should obtain from the U.S. Office
of Education, or from Scientific Educational Systems, Inc.,

Volumes I and II of "The Deve10pment of a Model State Data Analy31s

_Plan (SDAP)." These documents should be reviewed in order to galn

full understanding of the Data Analysis. Plan concept, and to choose
the programfs) for.which the . development would:be undertaken. Then,
the pressmtr dmcumenir :should be carefully reviewesl, If Special
Educaticar s @p be:diealt with, ‘the program descriEption should be
studied o @esmmrminexthe degree of:similarity (amd thus wcarry-over)
between'ﬁhewpnqgramd&n Colorado and that in States "X." ‘The process
guide secmxonwﬁbelodm should be reviewed- to detenmine the nature and

level of aififort-requifred for the development ‘the procedures (or
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adaptations of them) to be followed; and the extent .to which outside
capabiiities may be required to meet the requirements. Next, the PDAP
for Colorado Special Education should be examined very carefully, for
carryover if Special Education is to be treated, and for format, scope,
and usability, in all cases. Finally, if a decision is then reached

to go ahead, the procedures outlined below should form a good basis for
the development of a PDAP in State 'X," even in content areas other than

Special Education.

What.Is a PDAP?

Every SEA is responsible for a series of related activities or
.programs through which it delivers money or services to the educational
"consumers of the state. Additionally, every SEA has a variety of managerial
responsibilities associated with such programs. The Data Analysis Plan
concept focuses on the identification-of those items of information which
a manager needs to meet his managerial responsibilities; on the available
data SOurces; and on the ways in which such data can be put together or
treated to provide answers to the information needs. The PDAP does this
at a very specific level. It is a working document, -intended to be of
direct utility to the program manager. It is complete and specific enough
to serve as the specification for either manual OoT automatic data
Processing routines necessary to manipulate collected data to.answer
management questions. ,

~ The core pOrtion of the PDAP is an exhaustive chart showing the

management gpestions, analyses, and data required for managing the

program. The PDAP also Lontains, as an appendix, a list of the items
comprising the data universe upon which it is based. Each PDAP
should have as a back-uo document, a comprehensive program description
such as the one comprising the preceding section of the present document.
There are three columns in the PDAP chart. The first column con-
tains the management questions the second, the analysis statements and
formulations, and the third, the data items utilized The columns were
Aarranged in this order to illustrate the concept that the analysis
bridges the gap between the management questions and the data items.
An overview of how elements in each of these columns were derived is
provided below. A detailed description of the process by which ‘these

elements were derived is presented 1ater in this section.;
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In the discussion be}ow, the three columns are addressed in this
order ; management quescions Eirst;.data items next; and analyses last.
The management questions are discussed first gince they are derived
first, in order to identify the information needs of management. The
data items are discussed next because as the PDAP is developed the
analyst, after identifying the management questions, must next determine
the data thch are available on existing data forms to help answer the
questions. The analyses are discussed last since the analyses réquired
to convert the data into an answer can only be specified after the

questions and data are known.

Management Questions

. Management questions are those questions which the program
manager asks in order to gather information neeessary to run his program.
Once the data are collected and analyzed, the resulting information is
used to answer the question, thus facilitating the management decision-
making process.

- The msnagement questions identified for Special Education in
Colorado were exhaustive and complete (see the PDAP). They were derived
from extensive interviews with program managers in Colorado, as well
as from analysis of the 8pecis1 Education program, existing data,
legislative requirements, job descriptions snduduties, forms and
documentation. :Special Education’progfsm~managers reviewed their job
description with 1n£erviewers. Managers werefasked to indicate the
information which they needed to perform each duty.

Next, the managers.were‘asked to relate these information
needs to general level questions derived from the previously .developed
Model State Data Analysis Plan and from NESDEC (New England :School
Development Council) policy questions. The SDAP questions represented
the general information needs of managers of Special Education.
Similarly, the NESDEC'questions werésdevelopéd to repnesent policy
concernsvéf state level mansgers, in the present case. related to
Special Education. These general leVel SDAP and NESDEC questions were
used in an overall structure for the final set of PDAP. questions.

(It should be noted, however, that while the SDAP questions are not

essential to the development of a PDAP, the SDAP model‘was based on
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the generic characteristics of 15 programs found to be common to several
SEA's. It thus forms an excellent basis for PDAP development for any of
the programs shown in Exhibit 2.

SES staff also made a thorough review ef other written material
which described the managerial process in Special Education in Colorado,
including information which served as input to the decision-making
process and information which resulted from the process. The informa-

tion needs were then converted into management questions.

Data Items
Once the management questions were developed, SES staff searched

existing State and Federal data collection forms used for Special Education.
This was done in order to locate the data which, when analyzed, would
answer the management questions. The "data items" column specified the
exact location of data to be used in the analyses. It identified the
exact items, options and cells from Colorado and Federal forms where
required data were to be found. Where no data Qere presently available

on Colorado or Federal forms, this fact was indicated.

Analyses

In the middle column, were placed the analyses of the data that
would yield the answers to the management questions. The analysis statements
consisted of a verbal statement of the analysis and, in most cases, a
symbolic and mathematical formulation. Where no data were available,
only a verbél‘statement of the analysisz was provided The data analyses

were written to provide a specific and direct answer to each management

i .. qQuestion-which-was posed. ‘
When completed, the entire PDAP with management questions, data
.and analyses was reviewed with Pupil Services staff of the Colorado
Department of Education to assure its accuracy. Based on this review,

such revisions 48 were necessary were made.

The PDAP Process)'Step-by-Step

The deyelppment of the Colorado BDAP upon which this process guide
is based required a perjiod ofﬂnoughly*five months. The developmental
strategy employed involved five periodic visits to Colorado, gererally
by :a. two-man team. -Additional analytic work at the SES office ut1lized
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EXHIBIT 2

COMMON PROGRAM DESCRIPTIONS

Bilingual Education Program

NDEA Title IIIA Program

Migrant Program

Management of General State Grants Program
School Assistance in Federally Affected Areas
Transportation Grants Administration Program
School Library Program

Driver Education Program

Vocational Education Services Program

Drug Abuse Program

Special Education Program

ESEA Title III Grant Management Program
Compensatory Education'Prdgram

School Food Services Program

Adult Basic Education Program.
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one or two analysts and one or two typists. The PDAP process described
below 1is the procedure suceessfully followed by SES staff in developing
the Colorado PDAP for Special Education. Where experience suggests a
change in procedure, suitable modiricatfions have bdeen suggested. The
step~by-step process foliowed by the SES team involved eight basic
phases: |

1. Plan and prepare for PDAP development.

2, Develop program description,

3 Review description and identify information requirements,

4 Develop management quesFione

5. Prepare PDAP chart.

6. Review PDAP,

7 Revise PDAP.

8 Verify final PDAP and prepare for final production.

The Specific steps to be followed in each of these ma jor developmental

phases are described below.

1. Plan and Prepare for PDAP Development

1.1 Plan Strategy (Objectives and Procedures for Study).

To assure the most effective use of available staff and time,
“develop a management plan prior to initiating the study. This plan should .
supply guidance but should be flexible enough to permit alterations in the
developmental strategy as necessary.\ The key elements and steps in such 5
management plan may be derived from the step-by-step describtion of the

developmental procedure given below.

1.2 Obtain Necessary Clearances.

_ It ié highly important that all those personnel in the chain of
command be aware of the study development and its purposes, usd;fﬁf o
inciuding the Chief State School Officer. It may not be necessarys to
secure formal clearance from all such persons, but it is imperatiwe that
the unit director for the program being studied, or his superior,zmake it
known to all concerned that the development of a PDAP for this prugram has

active approval and that cooperation of all staff is urged.

1.3 Collect Available Overview Documentation..

The effort involved in this step will vary depending on:the -

amount of data available from previous similar efforts such as SDAP'and



the degree of-familiarity of the analysis team with the ofganization to be
studied. The analysis team should get or devise an organization chart.
They should review documentation which describes the general functions and
goals of the organization, the program to be studied, and the units
responsible. It is important that the analysts should assure that documen-
tation which they collect is the most récent available, updated as

necessary.

2. Develop Program Description

The tasks descrlbed here are performed during the initial round of

interviews and ;1format10n gathering activities.

. 2.1 Brief Appropriate Personnel on the Purposes and Plan of the
* PDAP Development,

It is quite important that the étaff of the organizational
unit for which the PDAP is being developed understand thepurboses of the
PDAP and the plan which will be followed for its developmenf. These
personnel are critical to the developmental process since it is from
them that the information needs will be identified, and in turn it is
their information neeéds which fhe PDAP must serve. Therefore, these
personnel should be briefed thoroughly on the purposes and plan for
the PDAP development. This task can probably best be handled by
meeting with the key personnel in the organization, disseminating a
written description of the PDAP study to all staff and then explaining

..the study . individually to each staff member as they are intexviewed the
first time. It is 1mportant that all questions be answered to the

satisfaction of the staff members.

2.2 Identify all Staff to be Interviewed and Interview Them,
| During the initial round of information gathering;.analyéts
will identify all appropriate memﬁers of the unit to be interviewed.
Generally, this will involve all professional persbnnel in the unit
being studied. As these interviews are conducted, analysts will
learn of others within the unit as well as personnel outside the
unit who should be interviewed. Interviews with those outside the
unit will be discussed in a later part of th;é section. |
Analysts must use their judgment in con&ﬂcfing'interviews.

Obviously, some interviews will,bé more productive than others, and
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it may be difficult to determine in advance which will be most valuable.

Within the time available the analyst should determine how much useful

information he can get from the interviewer and not extend the interview

any longer than necessary. Generally, it is probably better in most

cases to conduct several hour long interviews than one marathon interview.
The first round of interviews are intended to introduce the

unit's staff to the study and to gather from them:

&. Their structural position within the organization;
b. Their purposes and functional roles;
c. Identification of individuals with whom they interact;

d. General information which flows between them and those

with whom they work;

e. Written joB descriptions, data forms and other

documentation.

The principles of effective interviewing techniques camot be
dlscussed in detail here. However, the interviewer should be a trained,
skillful analyst/interviewer. He must assure the staff member of the
importance and validity of the study being conducted. He should focus
on the benefits the staff member may expect as a result of the study,
and attempt to mitigate the personal threat which is often perceived by
interviewees in such situations. .He must ask important queétions in an .
effective manner, and be skillful at probing for the full picture in
response. _ | “ | :

Varibus techniques are available for recording interviews.

SES found it effective to take notes during interviews, and then at the
end of the interview day to tape record.a summary and review of the
interview. The level of detail to be recorded from the interview can'be
determined by the analysts. It obviously is better to tape more detail
than is needed and throw out material later. Once transcribed,‘thé
notes on the interviews provide-thé critical record needed for describ-
ing the program and writing the management questions. This method is
'particularly effective when working with. lengthy interviews since it would
require great effort to get the pertinent details from a direct tape
recording of the interview session. Fairly long interviewing times were
sometimes necessitated by the complexity and amount of detail entailed.
"The. practice of recording a summary of the interviews on the same day

in which the 1nterviews were conducted was found to be effectlve in
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prbducing little loss with respect to comprehensiveness, This procedure
made up for the disadvantage of not having tape recorded interviews. It
was also felt that the absence of a tape recorder during the interview
itself was influential in producing a cahdid discussion of some sensitive
issueg, . '

It is important that this process take plaée the same day,"
however, before interview notes get "cold" and layered over with subsequent

interview material.

2.3 Gather Documentation.

The PDAP analyst must always be alert to collect all relevant
documentation. Those staff members with whom the analysts will be worklng
may fail to provide all pertinent documents since they work with these
documents daily and may overlook their importance to the PDAP study.
Thus, it is Crltlcal that the PDAP analyst listen carefully and doggedly
request any documents, forms, etc., that may be mentioned. He‘must also
probe for the existence of other documentation which has not been mentioned
but which may prove relevant. Although the analysts may collect some
irrelevant documentation this way, it is Particularly important to get
whatever is available since the relevance of some documentation may not
be clear until later in the PDAP development.

The types of documentation which shouldvbe gathered include:

a. Purposes of the program

(1) Relevant legislation (State and Federal);
(2) State plan for program activities;
(3) Other documents describing obJectiveS' and
(4) Guidelines for evaluation of programs.
b. Functions of the organization
(1) Job descriptions including an elaboration of duties
performed and amount of time devoted to each duty, if possible; and
(2) oOther documents which describe fhe functions of the
'orgénization. | |
c.  Procedures ~
(1) Documents describing administrative procedures such
as administrative guidelines for applying for funds. under the program;
(2) Forms used to transmit information within the system;
and

(3) Documents describing evaluation procedures.
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d.  Program description
(1) Documents describing the scope and size of the
program (Number of staff, studentsg, programs, etc,)
e. Reports
(1) Federal, State and other internal program Treports
f.  PPBS and cost-effectiveness documents bearing on the

program

2.4 Interview Other Personnel Outside ﬁhe Unit.

'The same general rules apply to interviews with these
individuals as apply to interviews with personnel within the unit where
the study is being performed. However, the key purpose of these jnter-
views is to gather their views of the interactjons which they have with
the staff of the unit being Studied. The analyst should collect encugh
information about the total functlons of these other personnel ts place
the interaction with the study unit in Context, but need not be exhaustive
in most cases. The types of Organlzatlons in which these other personnel
may work may vary widely, Then interviews may be conducted with personnel
in the: . 4 ‘

1. Planning unit (including ZPBS)

2. Office of top administration (such as the Commissioner,
Assoclate Commissioner, or other officialg under whose jurisdiction the
study unit falls)

3. Information systems unit

4. Certification unit

5. -lHénagement Services unit

6. Teacher Education unit

7. Evaluation and Assessment unit

8. Budget Officers in and out of the Department of Education
1nc1ud1ng the Governor S Budget Office |

9. LeglslatiVe branch (legislators and their staff) ”

10.  Program unjts in LEA's | N

11.  Teachers and other staff

12.  Office of 3pec1a1 prOJects having a bearing on the study

13.  Units which may. adminlster Federal programs inv01V1ng

the study unit

14, Other appropriate state ageﬁéies such as:  Department of

Vocational Education Department of REthllitatlon, Department. of State

oS R e e B

Institutions, Department of Welfare and Social Services, etc.
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15, State Board of Education
16. Local Boards of Education
In addition, analysts may wish to interview recipients of services
(students and parentS) Again the utility of interviewing any one of the

1nd1v1duals referred to above must be determined by the analysts,

2.5 Analyze Documentation and Interviews and Write Program Description.

The amount of information required‘before beginning analysis and
the development of the program description will vary with PDAP studies. For
clarity of presentation, the process is described here as two steps.
HoWeQer, in reality these two steps may involve several iterations of each.

Theseriterations will involve going from more general information
and description to more specific information .and description, 'Additionally,
analysts may wish to divide a particularly large program and perform these
steps on each segment of the program separately. The reader snould be
cautioned that when the latter approach is used the 1nformat10n gathered
separately must be integrated for the entire program from time to time.

The purpoae of the analysis of the irformation which has been
collected is to organize it and extract from it the purposes, functions, .
procedures and-decision-making processes involved in the program administered

by the atudy unit. The description deVe10ped should explicate in detail the

information flow into, out of, and through the study‘unlt. To serve this

purpose, the description highlights the information flow, but in total
it includes: ,

a. Legislative authority for program.

b. Purposes and goals

c. Functions

d. Procedures

e. Decision-making processes

f. Information flow

Ultimately the program description provides a vehi.:e for the study
unit staff to review the PDAP deve10pment backgroundunderstanding for project
staff to use in developing management questions and analyses, and a basis for
other SEA's to. use in judging the sim11ar1ty of their programs to that for
which the PDAP was developed

3. Review Description and Identify Information Requirements f

3.1 Review'Description with Staff

Prior to finalizing the. program description, each member of the
study unit staff and others interviewed should review that segment of the
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document to which they contributed and offer revisions as needed. If an
effective job has been done in describing the program, .staff members will

gain confidence in the study as well as new underStanding of :ts purposes.

3.2 Discuss Job Descriptions with Study Unit Staff and Gather More
Detail as Needed.

Focus in on the job description for each staff member. Carefully
elaborating his specific-duties is importart to the process since it is the
statement of each duty to which the analyst will later need to relate infor-

mation needs.

3.3 Have Each Staff Member Identify the Information Needs Related to
Each of His Duties. .

Working with one duty at a time, each staff member should be asked

- to identify that information which he requires to perform each of these

duties. This ptocedure will work mor e smoothly with some individuals than
others. Some program managers are more accustomed to thinking in terms. of
‘”gathering and analyzing information as part of their jobs than are others,

e.g., a program manager whose duties are statistical in nature rather than
consultative witl be more accustomed to thinking in terms of information
requirements. It is wise to enter each interview with a notion of some
information requirements which the manager has for each duty.  When the

manager seems at a loss to identify information requirements, the inter-

viewer might suggest a possible requirement to prime the manager 'y thinking

This procedure of course must be used judiciously so as to avoid leading

the manager, too nuch, The basic principle must be remembered that the
interviewer-analyst is asking the manager to tell him what his information
requirements are. He is not asking the manager to confirm the interviewer's
suspicions of what the manager's information requirements are.,. One method found
effective in tracing the flow of information involves the use of a form analysis
sheet. This data collection method allows the 1nterviewer to identify the

source date of submission persons who prepare and receive forms and,. most
importantly, the use (if any) to which each data item:is put. This method is

dan excellent one for incoming not so obvious information requirements.

' 3.4 Relate Available General Level Management Questions to Duties.
The New England School Development Council (NESDEC) policy -
questions and Model I State Data Analysis Plan (SDAP) questions provide

general level management questions for program management at the SEA level.

As such, they can act as one source for classifying at a later time the
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specific level PDAP management questions which are developed as a product
of the study. This classification process is described in more detail
later in this process guide., To aid in the later classification process,
it may prove useful at this point to have each program manager review
the relationship of each of the SDAP and NESDEC questions to each of his
duties.

3.5. Collect Additional Information.

Further discussion with program managers may uncover additional
relevant forms and documents, These should be collected and analyzed as

needed.

4, Develop Management Questions

4.1 Review Information Requirements.

Next the analysts will review the information requirements which
have been_identified,'consolidate similar requirements, and develop a

comprehensive set of a11'information requirements.

4.2 Write and Review Management guestions. : el

Select a sample of ths information requirements end write each
in the form of a management question. Prior to wfiting management questions
for all information requirements, it is wise to review a sample set of
questions with the entire analysis team. Although relatively‘simple,
the conuersion of the information needs into questions is important.
It is at this point that the analysts develop‘theqfirst of the three
elements which make up a PDAP. This element, the menagement questions,
is the most important of the three elements of the charc. It is closest

to the heart of the function’of'the program manager. As such it is his

‘entry into the chart. If the management questions Trepresent what’he

needs to know, he is con91derab1y more - likely to use the PDAP than if

they do not. Additionally, the management’ questions must withstand the

test of time. The other elements, the data items and analyses are more
likely to change as forms end other d&ta'sources change. But the ‘manage~
ment questions will stay the same until the. informat1on requirements change.
It is obvious from analyzing program management, that information needs are
much less likely to change significantly over time than forms and other

data sources,

~38-



Thus, great care must be exercised in writing management
questions. They must:

4. Reflect the information needs (most. critical);

b. Be as simply and understandably stated as possible;

c. Be sufficiently Precise to permit the development of
data analyses relating the data to the question. ’

' The review of the analysis team should help in this process.
Of course, whether the questions meet these requirements can only be
determined after review by the program manager (discussed later), " The
analyst must be careful not to allow the data items and forms to.
~dictate the management questions, since in many .areas data items are not

used by managers and do not represent information needs. The data items
on. forms can best be used to aid in clarifylng an information requ1rement

which was not adequately expllcated earlier,

4.3 Review Legislation, Forms and Other Documentation for Additional
-Sample Questions.

By this time the analysts will be knuwledgeable about the
1nformation requ1rements of the study un1t in general. However they
will slso want to review legislation, forms, etc.. which have been
collected for additional sample management questioms. This procedure

is followed in the 1nterest of developing a comprehensive set of questlons

4.4 Write Additional Management Questions.
| Once the analysiq team is satisfied that :the sample management
-questions are adequately written, the remainder of'the information require-~
ments can be converted to questions. These management questions can be
written one or two per page, on- large sheets (about 11" by 17"), in a
column labelled "management questions.' Space is left for two other
columns. for the analysis and data 1tema to complete: ‘the: PDAP chart. |
Preparing the chart with a small number of questions per sheet allows
for sorting questions into whatever arrangement:ﬂe51red As the analyst
is developing management questions, an. organization for the questions may -
suggest itself However at this point, the questions should be placed in
v:an order which will permit the efficient review of the questions by each
program manager. - o
The final organization of the questions must wait for later

discussions with program managers, and will likely be along the 11nes
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of the functihﬂSHPerformed‘hy”the different _program managers. The final
organizatiom:.:0f ‘PDAP questions used in Colorado is shown under Section 7,

below.

5. Prepare PDAP Chart

Attention turns now to identifying data items and writing analyses
for the management questions. 1In order to represent the content and loca-
tion of the data items found on Colorado Special Education forms, the SES
analysis team developed a simple but effective system of notation used to
permit the statement of the analyses themselves. This system is described
in the introduction to the FDAP, and is also reviewed in some detail in
Appendix A of the present document. It should be noted that this, or a similar

system, is essential to the format of a PDAP if ir is to be a usable document,

5.1 Annotate Forms in Accordance with System of Notation,

The forms used for collecting data constitute the basic data

element universe within which the analysts locate data- items and develop
" analyses. 1In preparation for using these forms, they should be annotated in

accordance with the system for representing data. In most cases, this
involves assigning item numbers to items on the formS'which do.not carry
numbers and labedfme: the columns :and rows of:matriceszom formswhich are
not ‘labeled. A szmmglie. of thisaannotation is shown fmTFigure 2. appearing
intAppendix A o EhFs:‘document.

5.2 Prepmﬂﬁﬂkna‘Item List,
In arcoomdamce with the.data representation system, preEpare a
campkete list off @ata ftems used:-pn- all forms:collected. The data item
list :should eventwmlly 'be includedd: for reference as a part of thesPDAP,

probably as an appeendix. The basic rules and ;procedures used in. preparing
this list for Colmemdo were as follows-

‘The data list provides the location of ‘the data used to
provide the answers to the management questions in the PDAP.
This 1nformat10n was gathered from every Colorado Special - :
Education form and those Federal and - State forms utilized- by
Colorado Special Education. Each "data item" is the specific
location (1tem 1dentification) of a specific datum ‘that is to
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NIN's 1. - All items not numbered on the form were designated NIN (no
item number) and assigned a number.

Matrices 2, All groups of items appearing :in matrix form or those: most
easily identified in matrix form were listed as columns by
rons, permitting direct access :‘to individual cells within
the matrix. |

oo

Blank 3. When a cell of a matrix appeared for which no information

pells could be gsthered, it was identified as a blank cell at the

end of the matrix. .

/ 4. The symbol / was used within items to identify response options
from which one may be chosen when the form is filled out.

(+) 5. The synbol (v) was used after an item which is answered
byvchecking or not checking.

($),(#) 6. The symbols ($) & (#) indicated :the type of informatimn re-

' quested when not immeﬂiately apparent. ,
v 7. A over an item or in the left margin indicated that the item

or items were used‘tOuanswer Oone or-more: management questions

in the'PDAP; Ttems that were mot checked were not used to
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answer'management questions.
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A chart in the‘left msrgin‘indicates,which of the items found .
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in a matrix was utilized to answer one or ‘more management

‘|questions. Matrices that were not charted or checked were

SRR

oS rnot used to answer management questions.
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5.3 Write General Analytic Stetements.

As‘with‘the writing of management questions, the completion
of the.dsta‘items‘and_analyses should'betpxepared on a sample basis and
reviewed by the analysis team. The team should ‘review the analyses.
and data item in terms of their capacity for answering the‘nanagement
. questions. These IeVLEW procedures apply to Steps 5.3 through 5.6.
The first step is to write a general analytic statement which
defines the basic parameters of the management question. The parametersr

specified will: guide the search for data items.
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5.4 Locate Candidate Data Items.
‘Locate data :items which it is believed will provide‘the data

which when analyzed will answer the management questions. This may
involve more than one set of data items. If no data items can be

" located, note this in the data item list by indicating "None available."

5.5 Evaluate andiSelect Data Items.

"Evaluate themcandidate data items in terms: of their capacity
to meet the parameters::of thefqueStion. \Select“thegggst data items.
Record this jtem in the'data items column in the famm‘specified by the
system. Record just below the data item ‘the data:iffound in the location
represented by the data item, that is, the itype of data found there. The
data items tuight specify item #15b and the data foumd there would be
*shown as "Number of students.' .

If none of the data items meets the remuirements of the- ‘manage-
ment questions, search the form again i1f this is comsidered likely to un-
cover an applxcable data.item. OtherWise, record “"None available." Note
that the type of data,, ~#uch as "Name of students" $i3: indicated even if
the data items are not#available :on existing formsﬂ (The data:needed for
the analysis was appanbnt but they were. jjust not present on existlng

forms. )

5. 6 Write ‘Specifie: Analytic Statememts and#@ormulas or .Revise.
‘ General Statement s,

For those mnnagement quemtions :for whictnidata items were

located, write speciﬁmc«analytic;statementszand.formulas. The formulas
take.the‘data itemsiﬂocated and describe:iin a very specific way how these
items are: manipulated ,,,,, :to-provide an answer to the: questions The verbal
analyticstatement should describe in words the algebraic manipulation
‘represented: by the formula.

For those. management questions for which no data items were
found, the general analytic statements should be reviewed and ‘then revised

to provide general statements of how data might be collected where

possible, and then- analyzed

‘5.7 Locate Data Items and Write Analyses for Additional Management

guestions.‘

Once the ana1y51s team is satisfied that the procedures are

producing effective answers to" the management questions, perform steps .

wll Toxt Provided by ERIC
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5.3=5.6 above for.the remaining management questions. The PDAP shouild
then be typed in draft form.

T 6. Review::PDAP

6.1 Review Applicable PDAP segment with Each Staff Member.

Return to each staff member and review with him the management

questions, data items and analyseswwhich apply: to his “functions. Explain
thoroughly the symsitem which has been developed. ‘Solicit from the program

manager  suggestioms for revisions in the::PDAP. Attention will focus ou

the: management questions. It is here-=lar the::program-manager can be of
most help.. "The data items which have:lbeen: located and the analyses which
have: beenuwriitten are likely. to be accurate and depend on the validlty of

.the:: management questions for their own=validity. = However, the manager

,Should.be -asked to review all three columns of the chart. Particularly,

the-ménagerhshould be asked to look at :the:questions for which no data
items coulid be located to indicate whether in fact data items do exist
within . tle=iforms being used. )

. TEHe: mamager should also be asked to suggest :any new management
quesitionsywhich he believes’are_missing_ Ask him to suggest possible data

items andizazgeneral analysis.

6.2 FReview Entire PDAwaith'atlLeast»One Staff Member.

‘‘Review the entire PDAP, with;at least one program manager who has
overall responsibility for the unit bexng studied Have‘himvperform the
same rev1ew as described in 6.1 above. Also dlSCUSS”hOW the: PDAP questions
should bexarranged Indicate that 1t ds important ‘tohave the questions
organizednso that . ‘program managers ‘can 1ocate the questions to which they
require answers. 1In Colorado, anmogganization.was suggested which generally

follows a clas31fication of questions'by functions of the unit.

: 7.-‘ Rev1se PDAP

. 7.1 Rev1se PDAP Content

Based on-rev1sions-suggested by. reviews; revise and/or expand

the PDAP. Add new management ‘questions as necessary, locate data items,

and. write analyses in accordance with procedures indicated in Phase 5.

[c

7 2 Reorganize PDAP Questions.'

The reorganizatiOn of the PDAP questions should be guided by .
the specifications laid out by the program manager(s) in step 6.2 and

supplemented as necessary based on the organization suggested by the




NESDEC and SDAP policy questions .and the knowledge ;gaimed by the analysts
while analyzing_the,program@maquément of the study umit:.
The PDAEwmanagementcgpestions in Coloxado ‘were:organized:into
‘seven major seetions correspandisng to the sevem areas imtw which the program
management functioms of Speciall Education in Colorado are divided. The
Eirst six of these relate to. Sitate: program managememt. .@nd the: last to
Federal program managements Inrpractice Federal and State programs are
closely coordinated; however:, these programs hawve manynseparate reportlng
rﬂquirements and information ‘newts. Separate sectiansuanewprovidaduﬁor State
and Federal programs to assure-comprehensive covetapes mf #oth areas. In
addition; management questioms smme provided for :tose arens where information
needs -overlap,
The seven sections imtrnwwhich the Collorado:questions were divided
" are:
State Program Managemenmﬁ
a. Program:Monﬁtoring
b. Program: Appmawval |
c. Program Reimbmrsement
d.'ricertifieatﬁbnmand‘Endorsement
e. Program‘Demémqpment
| £. .Program'Emﬁiuation
Federal Program'Ménagement:
8. Federal Programs (Monitoring, Development and Evaluation)
For both the State.andﬂFedersl programs,“these sections:cover the
general management process through which programs are- planned implemented,
‘conducted and evaluated . . ‘ T
Several of these seven ma jor sections are'further subdivided into
more specific areas. The detailed classification of all management questions
is shown in the 'PDAP Chart Contents "w | ‘ ‘

7. 3 Integrate SDAP and NESDEC Questions with PDAP Questions.
Review the SDAP and NESDEC questions and integrate these with the

PDAP management questions as. general 1eve1 questions subsuming the specific
level PDAP questions.. This 1ntegration process should be based on:

7 ‘a. The information gained from the association drawn
between the. NESDEC .xd SDAP questions and the information requirements
(now in the form of rDAP management questions) by the program manager,
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b. ‘The information the analyst has gained as:héghggm
analyzed the program management in the study .unit. .
In the:G@blorado PDAP for Special Education, the appliceEhles:
NESDEC and'SDAP questions -are listed at the beginning of each.:sectipm.
of the PDAP. For*eaﬁh section, these are the general management: gquilesitions ,
which are addressed by the specific PDAP management questions: T tigs

section.

8. Verify Final Draft PDAP and Prepare for Final Production.
8.1 Verify BDAP with. Study Unit Staff
Review the final draft PDAP with study unit staff :seslicimg

verification that their suggestions have been incqrporated«amﬁwemmut&
corrected. Revise as necessary. At this stage these should oxilzy fye-
minor revisions. Also review the -organization of questions witiniesy

programlmanager(s) to assure its usefulness.

8.2 Prepare PDAP in Final Form.
Prepere‘the'PDAP;in final form. The final PDAP should
including the following“items: '
| | a,  PDAP .
" b. - Data Item List (Appendix)

c. Program Description (Appendix or separate)

d. Annotated forms (Appendix or separate)

£
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Some Notes on Using the PDAP

By employing a PDAP, a4 program manager who has a need for information
can locate a question identical or comparable to his own. He can then as-
certain from the third column where the data may be found on existing State
or Federal forms, manipulate the data accOrding to the directed analysis
and arrive at the information he needs to make his decision. For example,
the program manager of Special Education in Colorado may be concerned with

planning for future development of the program ‘and have a need to know what
increases in resources will be necessary. The manager can find in the PDAP

the exact question being posed or a comparable question which will supply
the information he needs. The PDAP chart is ordered so that all questions
on a particular function are found together. The Table of Contents for the
PDAP chart lists these sections under various headings and sub-headings.
The data used in the analysjs are found in the third column and because
their specific item numbers are used in both the analysis and data column,
they can readily be found on their designated forms and actuai data, such as,
number of teachers and numbers of students can be substituted in the formula.
These data might be ‘used in analyses to determine the number of staff, and
additional budget necessary to meet the projected needs, for example.

Over a period of time, some changes in a PDAP may be required. As
State forms are changed and revised, the item number of a particular
piece of data may change. ‘This’ necessitates a change in the data element
list and ‘the analysis formula. However. the narrative analysis statement
remains the same since the logic 'of the analysis and the data required remain
the same. Only the location of the data changes.' For example the data to
answver a question regarding the number of students and number of teachers remain
the same. hOWever the location of these. data on- the form may change. Data -
element 1ists and analysis formalations will" require frequent: updating.
Management questions and narrative analysis statements will ‘need revision
only as the information needs of the organization change For example, if

reimbursement is no longer a function of the program manager, -those questions

-are no longer relevant in the PDAP. If reimbursement is carried out in a
' different functional manner, questions must be revised or written anew as
necessary. The Process Guide 1is the blueprint for such activity.'
‘ Also, the PDAP and. Process Guide can .be extremely helpful ln reVising

forms. As noted abQVe, questions for which no data are available have7been
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identified. By following the process of deriving management questions,
.asking what information is needed to make a decision and formulating it
into a question, the data needed to answer such questions become apparent.
Forms can then be constructed to gather the information.

Pinally, the PDAP has been developed so that with a little experience
it can be used by itself with only occasional reference to supporting
documents such as the Data List.. The dats item column not only gives
the data item number on the form being used but also names each datum
"being manipulated. With a lictle practice, managers can uge the chart
directly, since it is relatively simple and straightforward. ‘At the same

_ time ‘the PDAP has all the characteristics of a complete specification
for computer implementation and forms an ideal basis for an automated

management information system.
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Appendix A
Descriptiongof the PDAP Format, Contents, and Usage

The component parts of the PDAP are described in detail below for
the use of the reader not having access to the PDAP itself. The figure

_on the next page shows a sample management question, analysis and data

item set from the PDAP chart. On the page following this sample chart
is a page from the form referred to in the sample PDAP chart items.
Beside each key element in the sample chart is a reference number such

as @! ) which corresponds to the 'same number in the following narrative,

and indicates the element in the chart to which the discussion is addressed.

In addition, the same applicable reference numbers appear on the sample form

following the chart. - _
~ Each management question (::) represents a specific information
need, in this example, "What was the closing enrollment of handicapped

childfen in all Special Education?" In the data items: column@ , the
data items are in a form allowing each item to be specifically identified.'

The first position in . the data item column indicates the -Colorado Depart-
ment of Education or Federal form number on ‘which the item appears. In

the example Provided, all items _come from CDE ‘148 (::) « (The complete

]PDAP covers all relevant forms ) CDE 148 is actually a collection of

several forms. These forms within CDE 148 are indicated next in the
data item column.‘ The sample item on the chart is drawn from Form I
of CDE Form 148 @ . -

Generally, .CDE forms are not a collection of forms and so the data
item (::) in parentheses usually directly follows the form number. The
data item (::) is the entire series of symbols within the parentheses
taken together, and indicates the location on ‘the form of the actual data

to: be Substituted in the formu1a for that particular analysis. To fully

locate the data item from which data will be gathered any number of -

dimensions may be specified 'Each of the symbols within the parentheses
represents a dimension which helps locate the data item on the form.

Each dimension is set off by commas within the: parentheses. These °

“Adimensions designate where on the forms the information is to be found

wll Toxt Provided by ERIC

R\K: 148 in which the data item appears, in this example, column I, The—

ror ‘the sample data item drawn from Form I of CDE 148 ‘the first symbol

in the parentheses (::) identifies the column in the "matrix" on CDE

e e b
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o '"‘1(E:>—-—————9 Form I
Pre=school

STUDENT ENROLLMENTS IN SPECIAL EDUCATION PROGRAMS (other idemtical
: ] rages provided

for other five

program levels)

Categorical
by Service Enrollment and Transfers
Delivery :

[ ) r 10

=

Itinerant
Resource
Self-Contained
Total Enrolliment
as of October 31
New Entries after
October 31
Transfer. to Regular
Education .
Amelioration or
Intervention
Completed - '
Transfer to Qther
. Special Education.
Programs due to
Re-staffing
Enrollment

*Category of Handicap
Other

' Closing Day

)

¥
o
(¢
w
4
n
[y
o
-
Q\\

l.aurally
Handicapped

2 Edqucable Mentally
Bandicapped

3 Educationally
Bandicapped

4 Home "Hospital

5Multiple
Handicapped

6Physically
Handicapped

"Speech .
Handicapped '

8Visuall_y
Handicapped

: _ : e T 4 A _ ' T
~ **TOTAL 1 N FE . ‘ ® QO :

3

* Include, Work Expérienco-and-Study Studclts in all columns
, Study studer] .

/@ **Note: A+D+C ="D+E .~ F+GHI = I .

- CDE:148

R

/0 < Figure 2. Sample Form




second symbol (::) defines the row of the "matrix" in which the data
appear, in this case row 9. Therefore the first and second symbols
together define the cell, that is, the intersection of the column and
row, where the data are found.

It is apparent for this sample data item that there are also a
third and a fourth identifying dimension which further locas te the data
item on the form. The third . is a dimension showing 1-6 categories
and the fourth (::) a dimension showing l1-n categories. The entire
set of symbols enclosed in parentheses (I 9,1-6,1-n) (::) represents a
single data item, on the form indicated, no more, no less.

Directly following the data item designation is a verbal description
of the data represented by the symbols:

Cloeing day enrollment~(Column I)

Row of column totals (Row 9) »

All (6) program levels included (l46)
All LEA's included (1-n)

In each case, the data items are represented in this way by specify-

0068 :

ing within the parentheses the column first, row second and then those

other dimensions which uniquely locate the data with respect to tt ‘ataj
form. This specification iS‘then‘further explicated in words following each
set of symbols. . ' A

Finally, following the Specification of the location of the data item
"is the statement of the content of the data to. be found-there in brackets.
For example, for the sample data item given, ‘the datum wh1ch is contained
in. that item is -the number of students (::)— .

Number of students, then, is the actual datum which is to be

Amanipulated It is ‘the datum (::) which is entered in the location
specified by the data item (::)

For some management questions, the data item column -shows '"None
availableﬂ" In these cases, no data are available presently These
questions represent information requ1rements wh1ch the Pupil Services
C Unit is making plaus to meet.’ Since these requirements were known when
Jvthe PDAP was developed they are included in the chart. The analysis

-statements for these questlons w111 as51st Pupil Serv1ces in developing

L data collection and analyses procedures.;:

Each analys1s statement consists of a’ description in Mords ,<::>. o

. “’When the o

¥ ‘éf the' 'fé:nal&’sf.ifs | as;;‘w‘e‘l'l'v as a mathematical’ formu

items are.

“R\K:dat




containing data to be manipulated is preceded by its form number (::) .
The algebraic manipulations performed on the data are shown by the
traditional algebraic and'arithmetic symbols. No algebraic operations

are ever performed within the parentheses defining the data item, since
these define location of single units of data to be manipulated Thus
addition, subtraction, division, etc. never appear within the parentheses.
Data items are manipulated according to arithmetic or algebraic ]aws, and
operations. In our example, the summation across LEA's and across
program levels (If) appears before the form number and only the dimensions
of row and column . stay within the parentheses. Note therefore that
in this example the data item is represented only by (1,9). The symbolic
1-6 and 1-n do not appear within the parentheses since. the dimensions they
represent (program level and 7.za'! s) are being summed across. The first
analysis statement indicates that the total closing day enrollment CDE
148, Form I, (1,9) is summed across all LEA's Z and across

, LEA's
all program levels :E: Q9 . This analysis then provides the closing
Program
levels

enrcllment of handicapped children in all Special Education programs 1n
response to the first managemcnt question, o

Further rules have been'developed to handle other situations.
Within the data item each dimension is set off by a comma, and it has

already been shown that ‘when each and all of a number of categories

_within a dimension are used a hyphen appears between the first and last

category. In our example every one of all six Program levelsg ha ~been

used and this appears iu the data item as 1-6. When only certain

‘categories of a d1mens1on are used, each category is named and separated

by an ampersand, Us1ng our example it might appear thus, (I, 9, 1&2&4&6)

In the verbal statement of the data item the caLegories are again each

~named and separated by ampersands. The ampersand has ‘also been used

between data items in the analySis to indicate that an operation is to

be carried out separately for each of the data items connected in series =

I3

by ampersands. c

‘In some cases several row intersect with a common column cell in a.

‘ table on a- form. In the data item such a case is formulated thus (2 1*2*3),,;

}_with each of the rows name. and separated by an asterisk, a1d the intersecting¥w~~v

“ ey

' column designated The designation 'l 11st' is sometimes USed for a




dimension designated in the same sense as l-n. It means that the rows of
a particular table are a list of something, such as names of teachers.
When a matrix is one of several items on a form its item number followed
by a colon precedes its column and row designation within the parenthes1s
(5:1,8). Items for which no numbers were originally assigned in the forms
are designated as "NIN" and assigned a number.

Finally, when separate items are used as dimensions these items
each in a parenthesis are set off by commas following the rule for.
specif&ing dimensions. Then, the set of items specifying the dimensions is
bracketed and preceded by the appropriate form number.

The above example gives the reader an idea of the major final product
of the PDAP development study which forms the basis for the process guide

, contained herein. .




