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Self-Assessment Guidance Tool

Dear Local Education Agency (LEA),

This document is to serve as a guide for assisting you in completing your self-assessment for disproportionality in discipline rates. It is a fillable worksheet to help focus and organize your responses for a series of questions and attributes that are to be reviewed and discussed by your LEA’s review team. 

Please note: This document is designed to help LEAs complete their self-assessments in IMACS and is not required to be submitted to the Department of Elementary and Secondary Education (DESE), Office of Special Education (OSE). LEAs may choose to upload this document if they feel it would be helpful to OSE as supporting documentation. 

Selection of Schools/Buildings for Review

The self-assessment is designed to be conducted at the school or building level. LEAs are encouraged to include all schools in the review process to get a complete picture of the LEA, however, larger LEAs may need to limit the number of schools included. Considerations for selecting schools include school-level discipline rates, school-level risk ratios, special programs, or populations in schools, etc. Contact speddata@dese.mo.gov if assistance is needed in compiling school-level data. 

Review Process

The self-assessment is completed in two sections: Effective Practices and Compliance. To facilitate the review of LEA policies, procedures, and practices under the two sections, a school-level review includes main questions and attributes for consideration. For each school, indicate whether each attribute is in place and note any strengths or weaknesses. Following the school-level review, the LEA will summarize the information into an LEA-level analysis of areas of strengths, weaknesses, and root causes, and develop goals and activities that address areas of weakness. 

The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, gender, gender identity, sexual orientation, national origin, age, veteran status, mental or physical disability, or any other basis prohibited by statute in its programs and activities. Inquiries related to department programs and to the location of services, activities, and facilities that are accessible by persons with disabilities may be directed to the Jefferson State Office Building, Director of Civil Rights Compliance and MOA Coordinator (Title VI/Title VII/Title IX/504/ADA/ADAAA/Age Act/GINA/USDA Title VI), 5th Floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, MO 65102-0480; telephone number 573-526-4757 or TTY 800-735-2966; email civilrights@dese.mo.gov.


	
This document is to serve as a guide for assisting the LEA when considering and selecting individuals who can best assist in completing the self-assessment. Each individual will offer specific areas of expertise, resources, and process experience to assist in completing the Self-Assessment. 


	District and Building Administrators: Reviews board policies and discipline handbooks. 

	Administrators: (Assistant principals, etc.) Those directly involved in the disciplinary process at the building level. 

	Special Education Directors: Provides expertise in the special education process for compliance and disciplinary processes outlined with IDEA.

	Special Education and General Education Teachers: Offers input from the classroom perspective.

	MOSIS Data Managers: Assists with data reports and interpretation of data.

	Other(s): Indicate role if needed.

	List the identified building(s) for this review: 


LEA Review Team Members and Roles





DISCIPLINE: EFFECTIVE PRACTICES – POLICY

Question 1: Does the LEA have a system to support students who experience behavioral challenges?
	Discipline: Effective Practices – Policies
Attribute 1.1
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	A system of support has been adopted LEA-wide and is guided by an LEA leadership team. Building implementation is guided by a building leadership team and evidenced using consistent evidence-based practices, tools, and resources for behavioral supports by all educators.  
	
	Current building and LEA-level discipline policies, student handbooks, behavior and/or discipline interventions, strategies lists, and initiatives, such as Schoolwide Positive Behavior Supports (SW-PBS), etc.

For each building, review current discipline policies, student handbooks, teacher trainings, behavior and/or discipline interventions, strategies, and initiatives, such as SW-PBS, etc.




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	








Question 1: Does the LEA have a system to support students who experience behavioral challenges?
	Discipline: Effective Practices – Policies
Attribute 1.2
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	The LEA leadership team has determined the types of data related to behavior (office referrals, detention, in-school and out-of-school suspensions, etc.), collected regularly, and analyzed to determine an area of focus. (NOTE: Each building collects, analyzes, and supplies building-level behavioral data to the LEA leadership team as part of this analysis.)

	
	Discipline records including offense, length, and duration of suspensions, race, and type of suspension.

Review office referrals disaggregated by building, offense, length, and duration of suspensions, race, special education, regular education, 
in-school suspensions, detentions, out-of-school suspensions, long-term suspensions, etc. Look for patterns among subgroups, buildings, reasons for discipline, etc. 

Review LEA processes as to how often this information is reviewed, who reviews it, and what decisions are made based on the data. As part of this review, identify strengths and weaknesses of what is currently in practice. You will use this information later.




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	








DISCIPLINE: EFFECTIVE PRACTICES – PROCEDURES

Question 2: Does the LEA ensure common professional development for all staff on evidence-based behavioral supports?
	Discipline: Effective Practices – Procedures
Attribute 2.1
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Using data analysis, the LEA leadership team has determined a multi-year plan for professional development and implementation. This plan is guided and carried out by building leadership teams.



	


	LEA’s professional development calendar, frequency of trainings, and topics of training directly related to behavior.

Review the LEA calendar for what professional development is provided as it directly relates to behavior. Are trainings a “one-time” annual training, or are they conducted periodically throughout the school year? Review for each building in the LEA. Also, consider who attends these trainings. What strengths and weaknesses are identified?




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	







Question 2: Does the LEA ensure common professional development for all staff on evidence-based behavioral supports?
	Discipline: Effective Practices – Procedures
Attribute 2.2
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Using the implementation plan, educators LEA-wide receive professional development on evidence-based practices that offer increasing levels of behavioral support, beginning at the universal level. Each building ensures all educators are trained.


	
	Professional development calendar and topics and data collected for implementation of learned strategies.

Are the professional development trainings evidence-based, such as SW-PBS? Are the trainings provided by qualified individuals? Are there buildings that may require additional training? 




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	










Question 2: Does the LEA ensure common professional development for all staff on evidence-based behavioral supports?
	Discipline: Effective Practices – Procedures
Attribute 2.3
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Behavioral data regarding student performance at all levels (classroom, building, and LEA) are collected and analyzed regularly to make ongoing adjustments (training, coaching, and/or technical assistance). Building-level feedback regarding this data is provided to the LEA leadership team.

	
	Disaggregated discipline records and building level discipline procedures.

Review office referrals, reasons for suspensions, grade levels by building, ethnicity, and special education students compared to general education students, etc. Are there any noticeable patterns indicated in the data? If so, what other trainings might need to be provided? Do teachers fully understand how to conduct behavior analyses to determine possible triggers for behaviors? Do special education staff understand how to conduct Functional Behavior Assessments (FBAs)? Review the types of assessments that are included in special education evaluations, strategies used in the classroom, etc.  




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	








DISCIPLINE: EFFECTIVE PRACTICES – PRACTICES

Question 3: Does the LEA implement and monitor practices learned from professional development on evidence-based behavioral supports?
	Discipline: Effective Practices – Practices
Attribute 3.1
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Educators implement evidence-based behavioral supports on which they have been trained with regular monitoring to ensure staff demonstrate proficiency using these practices beginning with universal-level supports. LEA and building leadership teams ensure that implementation and monitoring occur regularly.
	
	Review the data pulled from the previous questions.

Review the data pulled from the previous questions. Review how teachers are aware of and implement behavior intervention plans. Are behavior initiatives such as PBS being implemented consistently and with fidelity? Are there other initiatives or strategies that need to be reviewed? What multi-tiered systems of supports for behavior are in place? What strengths and weaknesses are noticed?




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	









Question 3: Does the LEA implement and monitor practices learned from professional development on evidence-based behavioral supports?
	Discipline: Effective Practices – Practices
Attribute 3.2
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Decision-making rules are in place LEA-wide and followed to determine provision of behavioral support to include reteaching at the universal level, when to begin more targeted support, duration, frequency, movement to a different level or type of support, integration back into classroom work with no support, movement to referral, etc. Building leadership teams ensure consistent implementation of these rules at individual building levels.

	
	Review documents related to classroom observations.

How does the LEA-level administration ensure that behavior initiatives and discipline practices are consistent and implemented with fidelity across all buildings in the LEA?



	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	









Question 3: Does the LEA implement and monitor practices learned from professional development on evidence-based behavioral supports?
	Discipline: Effective Practices – Practices
Attribute 3.3
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Data are collected regularly and analyzed to inform future decision-making. Building-level feedback regarding this data is provided to the LEA leadership team.

	
	LEA’s professional development calendar, frequency of trainings, and topics of training directly related to behavior.

What on-going professional development is offered? What additional professional development needs to take place? What data is collected and reviewed? Who is the data shared with and how often is this data shared?




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	









DISCIPLINE: EFFECTIVE PRACTICES - DISTRICT SUMMARY ANALYSIS

Provide an analysis from the LEA’s perspective about current policies, procedures, and practices related to the academic and/or behavioral system of support. Your analysis MUST INCLUDE detailed information in the following areas: what policies, procedures, and practices were reviewed; were strengths and weaknesses identified from each attribute; what specific data was reviewed? Additional information can be uploaded using the Assignment Uploads feature in IMACS.  

	District Response

This section will
1. Summarize current policies and procedures reviewed by the LEA, along with current practices that are associated with the discipline process, the evaluation process for special education, and implementation of LEA-level and building-level initiatives for behavior. 
2. Discuss identified strengths with current practices and professional development provided LEA-wide. Identify any need for additional trainings or resources for teachers and staff. 
3. Identify specific weaknesses that could contribute to the disproportionality for discipline for the specific areas flagged. 
4. Reference the LEA data to support the above requirements. 
5. Discuss needed professional development areas identified in the weaknesses. Consult with your local RPDC to schedule trainings with compliance and improvement consultants. 

The Five Whys (5 Whys) is a strategy the LEA may use to further narrow down the root causes of the disproportionality. Five Whys is a problem-solving method that explores the underlying cause-and-effect of problems. The primary goal is to determine the root cause of a defect or a problem by successively asking the question “Why?” The number ‘5’ here comes from the anecdotal observation that five iterations of asking why is usually sufficient to reveal the root cause.

How to complete the 5 Whys:
1. Begin with a specific problem. What is it that you are having an issue with? This can also help the team focus on the same problem.
2. Ask why the problem happened and write the answer down below the specific problem you listed in step one.
3. Keep asking “why” to each of the successive answers you write down until you reach the root cause of the problem.
4. Again, this may take more or less than five “whys.” Make sure your team sees eye-to-eye with each of the questions being answered as well as the final root cause.


	District Response
	












DISCIPLINE: EFFECTIVE PRACTICES - SMART Goals and Activities
	Goal Description: The LEA will write a goal(s) to address each identified weakness and/or root cause of the disproportionality in discipline. For example, if the LEA has found weak practices in conducting the appropriate assessments for FBA or effectively implementing behavior plans, a goal should include these areas for improvement. 

Each identified weakness above needs to be addressed in a goal and/or activity. Add as many goals as necessary, and there should be more than one goal.

Example: LEA will reduce its risk ratio from 4.5 to 3.5 during the implementation period of this plan by providing professional development and coaching supports to all educators on the implementation of FBA assessments and/or appropriate implementation of behavior plans. 


	Evaluation Plan: Describe how the LEA will evaluate progress toward meeting the goal(s) on an on-going basis. This should include regular reviews of implementation and data to make mid-course corrections if needed. 


	Activity Description: Describe in detail the steps (activities) the LEA will take to achieve the goal listed above. Each step/activity should indicate the person responsible for completing the activity and a timeline for completion. Add as many activities as needed for each goal. There should be more than one activity for each goal.

Example: 
    Activity 1: Back-to-school LEA-wide professional development on implementation of behavior plans by RPDC consultants.
    Activity 2: Provide professional development for the evaluation team on using assessments for FBA and using data to write behavior plans. 




	Goals and Activities
	Goal 1:  
     Activity 1:
     Activity 2:

Goal 2:
     Activity 1:
     Activity 2:


	Evaluation Plan

	





DISCIPLINE: COMPLIANCE – POLICY

[bookmark: _Hlk176515861]Question 1: Does the LEA have and adhere to a code of conduct?
	Discipline: Compliance – Policies
Attribute 1.1
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	LEA has developed a code of conduct comprised of clear guidelines and criteria for disciplining students and is publicized to students and patrons of the LEA. Building leadership will implement this code of conduct.

	
	Current building-level and LEA-level discipline policies, and student handbooks.

Review discipline and student handbooks. Review consistency across all buildings.




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	










Question 1: Does the LEA have and adhere to a code of conduct?
	Discipline: Compliance – Policies
Attribute 1.2
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	All LEA and building-level staff are trained on the implementation of the code of conduct.

	
	Professional development training calendar and training rosters.

Review trainings provided to all staff. Is there a need for retraining? Are there additional or different trainings that need to be provided?




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	









Question 1: Does the LEA have and adhere to a code of conduct? 
	Discipline: Compliance – Policies
Attribute 1.3
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	LEA has established a policy on the use of seclusion and restraint. All LEA-level and building-level staff have been trained on this policy.

	
	Current LEA’s discipline policy section addressing seclusion and restraint, and LEA’s professional development calendar and training roster.

Review policies for seclusion and restraint. Determine if additional training needs to be conducted. Does there need to be a revision to the training?




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	












DISCIPLINE: COMPLIANCE – PROCEDURES

Question 2: Does the LEA follow discipline guidelines established under the Individuals with Disabilities Education Act (IDEA) using the Missouri Special Education Compliance Program Review Standards and Indicators Manual?
	Discipline: Compliance – Procedures
Attribute 2.1
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	The LEA provides training annually for each building within the LEA on the discipline guidelines established under IDEA using the Standards and Indicators Manual.

	
	Current LEA’s board policy section addressing special education and discipline, seclusion and restraint, and professional development calendar and training rosters.

Review training protocols for staff professional development for discipline guidelines from the Standards and Indicators Manual. Are follow-up training sessions needed for new employees who may have started employment after the training date?




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	






Question 2: Does the LEA follow discipline guidelines established under IDEA using the Missouri Special Education Compliance Program Review Standards and Indicators Manual?
	Discipline: Compliance - Procedures
Attribute 2.2
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	LEA and building administrators, when disciplining children with an Individualized Education Programs (IEPs), follow the discipline procedures established under IDEA using the Standards and Indicators Manual and document those decisions.
	
	Current LEA’s board policy section addressing special education and discipline, seclusion and restraint, and professional development calendar and training rosters.

Review LEA discipline guidelines regarding students with IEPs and behavior plans. Review professional development/training materials, general practices for support teams, etc. for any updates. Check that these LEA practices are aligned with IDEA, the Missouri State Plan for Special Education, and the Standards and Indicators Manual.




	Strengths indicated from the review
	




	Weaknesses indicated from the review
	




	Summary of the section review
	









Question 2: Does the LEA follow discipline guidelines established under IDEA using the Missouri Special Education Compliance Program Review Standards and Indicators Manual?
	Discipline: Compliance - Procedures
Attribute 2.3
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	The LEA uses the model discipline documentation form provided by DESE or a documentation form from another source that contains the same information to document school personnel followed the discipline guidelines established under IDEA using the Standards and indicators Manual.

	
	Discipline forms, office referral forms, detentions forms, discipline handbook, behavior plans, and codes for disciplinary offenses.

Review all discipline forms, including office referrals, detention forms, discipline handbook, behavior plans, procedures for coding disciplinary offenses, etc. How are these reviewed and reported to building-level and LEA-level administration? What actions result from these periodic reviews?




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	









DISCIPLINE: COMPLIANCE – PRACTICES

Question 3: Does the LEA collect and analyze discipline data to inform future decision-making?
	Discipline: Compliance - Practices
Attribute 3.1
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	All buildings regularly collect discipline data (office referrals, detention, in- and out-of-school suspensions, etc.) and report to building staff and LEA leadership.
	
	Building-level meeting notes for discipline analysis meetings, and discipline data reports

Do building-level administration and LEA leaders review discipline data and analyze for patterns or trends in types of misconduct, patterns with ethnicity, suspensions, buildings, staff, etc., that need to be addressed through additional training or professional development?




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	











Question 3: Does the LEA collect/analyze discipline data to inform future decision-making?
	Discipline: Compliance - Practices
Attribute 3.2
	Current
Practice?
YES/NO
	Examples of Documents to be Reviewed/
Instructions

	Using discipline data analysis, building leadership teams work with LEA leadership to make necessary changes to code of conduct and/or building-level practices.
	
	Building-level meeting notes for discipline analysis meetings and discipline data reports

Do building-level administration and LEA leaders review discipline data and analyze for patterns or trends in types of misconduct, patterns with ethnicity, suspensions, buildings, staff, etc., that need to be addressed through additional training or professional development?




	Strengths indicated from the review
	





	Weaknesses indicated from the review
	





	Summary of the section review
	










DISCIPLINE: COMPLIANCE - DISTRICT SUMMARY ANALYSIS

Provide an analysis from the LEA’s perspective about current policies, procedures, and practices related to the academic and/or behavioral system of support. Your analysis MUST INCLUDE detailed information in the following areas: what policies, procedures, and practices were reviewed; identified strengths and weaknesses from each attribute; and what specific data was reviewed. If desired, additional information can be uploaded using the Assignment Uploads feature in IMACS. 

	District Response: Be sure to address all the key items for this section. 

This section will
1. Summarize current policies and procedures reviewed by the LEA, along with current practices that are associated with the discipline process, the evaluation process for special education, and implementation of LEA-level and building-level initiatives for behavior. 
2. Discuss identified strengths with current practices and professional development provided LEA-wide. Discuss currently conducted trainings and the need for any additional professional development. Identify any resources or supports new and veteran teachers may need. Consult your local RPDC to schedule trainings with compliance and/or improvement consultants.
3. Identify specific weaknesses that could contribute to the significant discrepancy for discipline in the specific areas flagged. Do teachers and administration understand the processes for discipline for special education students as outlined in IDEA? Do they understand how to implement behavior intervention plans? Are IEPs being appropriately implemented? 
4. Reference the LEA data to support the above requirements. 

The Five Whys (5 Whys) is a strategy the LEA may use to further narrow down the root causes of the disproportionality. Five Whys is a problem-solving method that explores the underlying cause-and-effect of problems. The primary goal is to determine the root cause of a defect or a problem by successively asking the question “Why?”. The number ‘5’ here comes from the anecdotal observation that five iterations of asking why is usually sufficient to reveal the root cause.

How to complete the 5 Whys:
1.    Begin with a specific problem. What is it that you are having an issue with? This can also help the team focus on the same problem.
2.    Ask why the problem happened and write the answer down below the specific problem you listed in step one.
3.    Keep asking “why” to each of the successive answers you write down until you reach the root cause of the problem.
4.    Again, this may take more or less than five “whys.” Make sure your team sees eye-to-eye with each of the questions being answered as well as the final root cause.




	District Response









	





DISCIPLINE: COMPLIANCE - SMART Goals and Activities
	Goal Description: The LEA will write a goal(s) to address each identified weakness and/or root cause of the disproportionality in discipline. For example, this might include additional trainings on the discipline process as it relates to special education and how to determine if patterns and/or the acts of misconduct are manifestations of a student’s identified educational disability.   

Each identified weakness above needs to be addressed in a goal and/or activity. Add as many goals as necessary and there should be more than one goal.

Example: LEA will decrease its risk ratio from 4.5 to 3.5 during the implementation of this plan by providing professional development through the RPDC compliance and behavior consultants for writing and implementing behavior plans.

	Evaluation Plan: Describe how the LEA will evaluate progress toward meeting the goal(s) on an on-going basis. This should include regular reviews of implementation and data to make mid-course corrections, if needed. 

	Activity Description: Describe in detail the steps (activities) the LEA will take to achieve the goal listed above. Each step/activity should indicate the person responsible for completing the activity and a timeline for completion. Add as many activities as needed for each goal. There should be more than one activity for each goal.

Example: 
    Activity 1: LEA will conduct professional development for all special education teachers on writing and implementing behavior plans. 
    Activity 2: LEA will provide professional development for all teachers on the implementation of behavior plans. 
    Activity 3: LEA will provide professional development for all teachers on redirection strategies for undesired behaviors. 




	Goals and Activities
	Goal 1:
     Activity 1:
     Activity 2:

Goal 2:
     Activity 1:
     Activity 2: 


	Evaluation Plan
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