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The Wheel
A Tool for Developing an Annual Timetable for State General Supervision Systems
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Background

With the advent of IDEA 2004, there was a shift in emphasis on state monitoring.  The primary focus became improving educational results and functional outcomes for all children with disabilities. There was also importance placed on ensuring States meet the program requirement of IDEA, with a particular emphasis on those requirements that are most closely related to improving educational results.  Additionally, to meet the need for federal accountability, the Office of Special Education Programs (OSEP) introduced State Performance Plans (SPPs) with indicators on which performance is reported annually (Annual Performance Report), as required in the statute.
Why the Wheel?

Through general supervision systems, States monitor the implementation of IDEA by early intervention programs (whether or not the State receives Part C funds) and local education agencies in the state.  General supervision systems are most effective and efficient when they are designed, organized or modified to:

· Limit or streamline monitoring activities to maximize use of limited resources;

· Integrate or align general supervision activities with Annual Performance Report (APR) preparation; and /or

· Focus more on results for children and families.

The Wheel was designed with those three goals in mind.  More specifically, The Wheel can be used for any of the following purposes: 

· To define, describe or help evaluate a state’s general supervision system.
· To see general supervision, monitoring and APR activities at a glance with an eye toward identifying missing pieces or redundancy.
· To see the relationship of reporting requirements and general supervision activities.
· To use as a resource to plan completion of general supervision activities throughout the year. 

· To communicate with local programs/districts about state and local general supervision responsibilities. 

What is the Wheel?

The Wheel is a one-page document organized by months in a calendar year and arranged in a circle.  It provides a visual representation of a State’s timetable for both their APR development and their general supervision  and monitoring activities.  It provides a strategy to ensure activities occur at the right time of year, with the correct frequency, and in an appropriate sequence.

It integrates: (1) APR activities outlined on the SPP/APR Planning Calendar, (2) Federally required 618 reporting requirements and deadlines, and (3) Key State-specific general supervision activities carried out throughout each year, including ongoing, monthly, and quarterly activities. 

The Wheel is intended to be customized by each State.  General supervision activities and their timing will vary across States depending on their key principles and their state selected monitoring indicators.

preparing to use the Wheel
Prior to using The Wheel, the state should “evaluate” their current general supervision system’s efficiency and effectiveness. The evaluation does not need to be time-consuming or complex, however, stakeholder input is recommended to assist in identifying what is working well, what is challenging, and what needs to be improved.  Improvements may involve adjusting the timing of certain activities, modifying certain activities to help integrate or streamline the process, or completing a major redesign of the State’s general supervision system.
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If a state is planning to redesign its general supervision system to improve efficiency, effectiveness and/or appropriateness of the activities, the following information should be completed prior to using The Wheel.  If a State is planning to make adjustments to the current general supervision system or wanting to affirm that the timing and sequencing of current activities are producing an integrated and streamlined system, it is not necessary to answer the following questions. Reviewing these questions, however, can provide a solid basis for using The Wheel.
1. Key Principles – A vision or key principles of what the State would like a general supervision system to include (e.g., limiting number of different data collection methods; using data throughout the year to identify TA needs; monitoring all programs every year using a desk audit; selecting programs/districts in greatest need for onsite monitoring/verification visits) should be developed to define what is desired for an improved system.  Such principles help define the various general supervision activities needed.  

2. What Needs to be Measured - All States are responsible for ensuring implementation of IDEA requirements through a variety of integrated components of their general supervision system.  According to IDEA 2004, particular emphasis is placed on those requirements that are most closely related to improving educational results for children with disabilities.  As a result, many States are using the SPP/APR indicators, plus some additional state selected priority indicators (which may change annually depending on State priorities and needs) to annually monitor programs/districts.  Program/district data on these indicators assist the State in identifying those in greatest need for onsite monitoring and conducting in-depth investigation of factors contributing to noncompliance and performance below State targets.  

3. Data Collection Strategies and Other General Supervision Activities – Determining data collection strategies/methods used to measure program/district performance on the SPP/APR and other State-selected monitoring indicators will help inform what activities need to occur as part of the State’s general supervision system.  
4. Timing of Activities – The deadline, if established, for completing the various general supervision activities should be identified for each of the general supervision activities.  Some activities are bound by specific deadlines as established by the State and/or federal government.  The SPP/APR Calendar provides suggestions for when some activities might occur. The timing of other general supervision activities can be determined based on what is most effective and efficient and the interrelationship of the different general supervision and monitoring activities. The Wheel can help in determining the sequencing and timing of activities.
Procedures for Using The Wheel
Procedures for using The Wheel differ depending on whether a State makes improvements to help integrate or streamline the State’s general supervision and monitoring process by adjusting their existing system (i.e., the timing or sequence of certain activities and/or the number or type of activities) or by designing the general supervision system or undertaking a major redesign.  Reviewing the Sample Part C Wheel (Appendix C) or the Sample Part B Wheel (Appendix E) may be helpful prior to using the Blank Wheel Template (Appendix A).   

The Wheel can be produced on any size paper. It is most effective when it is at least 11 by 14 inches.  Printing to at least this size allows enough space for including as many activities as needed and for moving them to different times of the year. Instructions and templates for producing The Wheel and activity boxes are included in the appendices.

The following steps are suggested for using The Wheel depending on the reason(s) for undertaking this activity.

	If you are adjusting your current system:
	If you are designing/redesigning your system:

	1.  Generate a list of the general supervision activities that occur throughout the year.  Record each activity in a box on the “Blank Activity Boxes: Individual Activities” form under Appendix B.  If a deadline has been established for completing an activity, add it to the box associated with the activity.
	1.  Generate a list of the general supervision activities that need to occur throughout the year based on the key principles.   Record each activity in a box on the “Blank Activity Boxes: Individual Activities” form under Appendix B.  If a deadline has been established for completing an activity, add it to the box associated with the activity.

	2.  For those activities that occur on a quarterly basis, record the list of multiple activities in the larger quarterly boxes on the “Blank Activity Boxes: Quarterly Activities” form in Appendix B.  Duplicate 3 times.  


	2.  Decide which activities should be completed on an ongoing basis (e.g., monthly, quarterly) throughout the year considering the vision or key principles.  For those activities that will be completed on a quarterly basis, record multiple activities in one quarterly activities box on the “Blank Activity Boxes: Quarterly Activities” form in Appendix B.  Duplicate 3 times.  

	3.  Cut apart each of the individual activities recorded on the form so that each activity is its own piece of paper. Do the same for the 4 quarterly activity boxes. 
	3.  Cut apart each of the individual activities recorded on the form so that each activity is its own piece of paper. Do the same for the 4 quarterly activity boxes.

	4.  Place each of the individual activities on the blank Wheel template (Appendix A) so that they align as close as possible to the month in which the activity is occurring or is being completed.
	4.  For those activities that have an established deadline, place each of them on the blank Wheel template (Appendix A) so that they align as close as possible to the month in which the activity must be completed.

	5.  Place the four quarterly boxes on the blank Wheel template, aligning the four boxes with April, July, October, and January, or at intervals used by the State.
	5.  Place the four quarterly boxes on the blank Wheel template, aligning the four boxes with April, July, October, and January, or at intervals used by the State.

	6.  Place those activities that occur on a monthly basis in the center of The Wheel template (see Sample Part C or Part B Wheel).  
	6.  Place those activities that should occur on a monthly basis in the center of The Wheel template (see Sample Part C or Part B Wheel).

	Steps for Adjusting or Designing/Redesigning Your System

	7.  The remaining activities should be placed on The Wheel template after considering the following questions:

a. What activities must be completed before others? What is the best sequence for these activities?

b. Are there compelling reasons for deciding when activities should occur, such as school calendar, reporting deadlines, legislative session, etc.?

c. Have all SPP/APR indicators been addressed at some point in the year?  When will data be available for indicator analysis? 

	8.  Modify activities, including removing or adding activities or shifting their placement on The Wheel following consideration of some or all of the following questions:

a. What is the relationship of each activity with other activities?  Do some activities impact or influence others   (e.g., monitoring activities are linked with those related to APR development)? Are activities well integrated?  

b. Are the activities in the right sequence? Do some need to occur before others? 

c. Do any activities need to occur more or less frequently?

d. Is the timing of the activity acceptable without resulting in timeline crunches?  Does the timing need to be adjusted?

e. Is information being obtained when needed for decision-making or timely reporting?  If not, what needs to    be modified or what else is needed?

f. Are any activities overlapping or duplicative?  Can modifications be made to eliminate duplication?

g. Are there any activities that are not essential?  Can these activities be eliminated to improve efficiency?

h. Are there other activities needing to be addressed that are currently not being done? 
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APPENDICES

A. Blank Wheel Template

B. Blank Activity Boxes 

C. Sample Part C Integrated Timetable Wheel

D. List of Possible Part C Activities

E. Sample Part B Integrated Timetable Wheel

F. List of Possible Part B Activities

Wheel Resources

Presentations on The Wheel (July 29, 2008)

Developing Your State's SPP/APR Planning Calendar and Annual Cycle of General Supervision Activities 
· NECTAC: Introduction to the Wheel:  A Tool for Developing a State Calendar for SPP/APR & General Supervision Activities

· Wyoming: Integrating General Supervision Activities with APR Development

· Massachusetts: Utilization of the Integrated Timetable for APR Development & General Supervision

OTHER RESOURCES

A. SPP/APR Planning Calendar
B. Developing and Implementing an Effective System of General Supervision:  Part C and Part B
C. Assessing the Evidence of a System of General Supervision: Part C and Part B
D. APR Indicator Measurement Table:  Part C and Part B
E. The Most Common State-Selected Local Monitoring Indicators across Six States

APPENDIX A

Blank Wheel Template
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APPENDIX B
Blank Activity Boxes

Individual Activities:  Record one activity in each box and cut so that each box is a separate piece of paper.  
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APPENDIX B
Blank Activity Boxes

(continued)
Quarterly Activities:  Record multiple activities that will occur on a quarterly basis in one box.  Duplicate 3 times so 
                                    that there is a quarterly activity box for each quarter.  Cut apart so each box is a separate.
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Appendix D:
List of Possible Part C General Supervision/Monitoring Activities
	Submit SPP/APR and post
	Review/update policies & procedures, monitoring tools & process
	Review Corrective Action Plan (CAP) progress and CAP tracking log

	Report program performance

to public
	Disseminate EI program contract submission requirements & deadline
	Track timely and accurate submission of required reports, etc.

	Analyze  618 data; prepare SPP/APR Indicators 2, 5 & 6
	Inform/train EI programs on monitoring changes and disseminate self-assessment
	Review data entry for accuracy; request data clarification

	Analyze Outcomes data; prepare SPP/APR Indicators 3 & 4
	Issue signed EI program contracts
	Prepare quarterly data report

	Make status determinations
	Receive self assessments
	Review data to determine trends & TA needs

	Analyze data and prepare SPP/SPR Indicator 9
	Conduct off-site data analysis (desk audit) on all programs; request data clarification
	Provide TA

	Analyze Monitoring and other

data; prepare  SPP/APR Indicators 1, 7, 8, 10-14
	Determine noncompliance
	Conduct on-site monitoring visits

	Finalize SPP/APR and initiate stakeholder and internal approval processes
	Select sites for focused on-site visits
	 Review/approve new CAPs

	Submit 618

Child Count Data
	Notify programs of status determination, non-compliance and on-site visit selection
	Review SPP/APR progress on improvement activities

	Submit 618

Settings Data
	Evaluate SPP/APR process & Improvement Activities & General Supervision tools/procedures
	




Appendix D: 
List of Possible Part C General Supervision/Monitoring Activities
(continued)
Extra Pieces for Quarterly Activities
	Prepare quarterly data report


	Prepare quarterly data report
	Prepare quarterly data report

	Review data to determine trends & TA needs
	Review data to determine trends & TA needs
	Review data to determine trends & TA needs

	Provide TA


	Provide TA
	Provide TA

	Conduct on-site monitoring visits
	Conduct on-site monitoring visits
	Conduct on-site monitoring visits

	Review/approve new CAPs


	Review/approve new CAPs
	Review/approve new CAPs

	Review SPP/APR progress on improvement activities
	Review SPP/APR progress on improvement activities
	Review SPP/APR progress on improvement activities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	A Sample Integrated Timetable 

for APR Development and

Part B General Supervision/Monitoring Activities* 



	























	





Appendix F:

List of Possible Part B General Supervision/Monitoring Activities

	Submit SPP/APR and post
	Review/update policies & procedures, monitoring tools & process
	Review Corrective Action Plan (CAP) progress and CAP tracking log

	Report LEA’s performance

to public
	Inform/train LEAs on monitoring changes and disseminate self-assessment
	Track timely and accurate submission of required reports, etc.

	Analyze  618 data; prepare SPP/APR Indicators 5,6,9&10
	Receive completed self-assessments
	Review data entry for accuracy; request data clarification

	Make status determinations for each LEA
	Conduct off-site data analysis (desk audit) on all LEAs; request data clarification
	Prepare quarterly data report

	Review OSEP response to State’s previous year’s SPP/APR
	Determine noncompliance
	Review data to determine trends & TA needs

	Analyze data for Indicator 11
	Select sites for focused on-site visits
	Provide TA

	Analyze data and prepare  SPP/APR Indicator 15 (including timely correction for Indicators 4a, 9, 10, 11, 12 & 13)
	Notify LEAs of non-compliance and on-site visit selection
	Conduct on-site monitoring visits

	Analyze data and prepare  SPP/APR Indicators 7, 8,14
	Evaluate SPP/APR process & Improvement Activities & General Supervision tools/procedures
	Review/approve new CAPs

	Analyze data and prepare  SPP/APR Indicators 1, 2, 3, 4a, 16-19 & 20
	Submit 618

child count Data
	Review SPP/APR progress on improvement activities

	Analyze data for Indicator 12
	Submit 618

Settings Data
	

	Finalize SPP/APR and initiate stakeholder and internal approval processes
	
	



Appendix F:
List of Possible Part B General Supervision/Monitoring Activities
(continued)
Extra Pieces for Quarterly Activities
	Prepare quarterly data report


	Prepare quarterly data report
	Prepare quarterly data report

	Review data to determine trends & TA needs
	Review data to determine trends & TA needs
	Review data to determine trends & TA needs

	Provide TA


	Provide TA
	Provide TA

	Conduct on-site monitoring visits
	Conduct on-site monitoring visits
	Conduct on-site monitoring visits

	Review/approve new CAPs
	Review/approve new CAPs
	Review/approve new CAPs

	Review SPP/APR progress on improvement activities
	Review SPP/APR progress on improvement activities
	Review SPP/APR progress on improvement activities
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This Technical Assistance document was developed by Martha Diefendorf, Anne Lucas and Kristin Reedy in collaboration with the General Supervision Priority Team.





Monthly Activities











May





June





Sept





July





Apr





Oct





Feb





Mar





Nov





Dec





Aug





Jan
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Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare quarterly data report


Review data to determine trends & TA needs


Provide TA


Conduct on-site monitoring visits


Review/approve new CAPs


Review SPP/APR progress on improvement activities 





Finalize SPP/APR and initiate stakeholder and internal approval processes





Submit SPP/APR and post


Finalize SPP/APR





SUBMIT 618 CHILD COUNT DATA 





Analyze data; prepare SPP/APR Indicators 1,2,3,4A, 16-19, & 20





Report LEAs’ performance to public





SUBMIT 618 DATA 





Analyze 618 data; prepare SPP/APR Indicators 5,6,9, & 10





Evaluate SPP/APR process & Improvement Activities & General Supervision tools/procedures





Jan





Review/update policies & procedures, monitoring tools & process





Analyze data for indicator 12





Dec





Feb





Monthly Activities





Review Corrective Action Plan (CAP) progress and CAP tracking log





Track timely and accurate submission of required reports, etc. 








Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare quarterly data report


Review data to determine trends & TA needs


Provide TA


Conduct on-site monitoring visits


Review/approve new CAPs 


Review SPP/APR progress on improvement activities





Mar





Nov





Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare quarterly data report


Review data to determine trends & TA needs


Provide TA


Conduct on-site monitoring visits


Review/approve new CAPs


Review SPP/APR progress on improvement activities 





Oct





Apr





Sept





May





Make status determinations for each LEA





Notify LEAs of non-compliance and on-site visit selection 





June





Aug





July





Inform/train LEAs on monitoring changes and disseminate self -assessment





Select sites for focused on-site visits 





Analyze data and prepare SPP/APR Indicators 7, 8, 14





Review OSEP response to State’s previous year’s SPP/APR





Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare Quarterly data report


Review data to determine trends & TA needs


Provide TA


Review/approve new CAPs


Review SPP/APR progress on improvement activities 





Analyze data and prepare SPP/APR Indicator 15 (including timely correction for indicators 4a, 9, 10, 11, 12, & 13)





Receive completed self-assessments





Determine noncompliance





Conduct off-site data analysis (desk audit) on all LEAs; request data clarification 





Analyze data for indicator 11








LEGEND:  �  Activities on the SPP/APR calendar    �  Federally required 618 reporting requirements    �  Other general supervision activities





* This timetable integrates APR activities outlined on the SPP/APR Planning Calendar with the flow of state general supervision activities carried out by the state throughout each year.  The general supervision activities vary across states as well as when they are completed.  








Appendix E: 





Appendix C: 








Review/update


policies and procedures, 


monitoring tools and process





Analyze 618 data; prepare SPP/APR Indicators 2, 5 & 6





Report program performance      to public





  Submit 618 Child Count 





Analyze Monitoring and other data; prepare SPP/APR Indicators 1, 7, 8, 10-14





  Submit 618 SETTINGS data 





Submit SPP/APR and post


Finalize SPP/APR





Jan








�





A Sample Integrated Timetable 


for APR Development and 


Part C General Supervision/Monitoring Activities* 





Issue signed program contracts





11








LEGEND:  �  Activities on the SPP/APR calendar    �  Federally required 618 reporting requirements    �  Other general supervision activities





* This timetable integrates APR activities outlined on the SPP/APR Planning Calendar with the flow of state general supervision activities carried out by the state throughout each year.  The general supervision activities vary across states as well as when they are completed.  











             LEGEND:        �  Activities on the SPP/APR calendar                                        �  Other general supervision activities





                                     �  Federally required 618 reporting requirements                      �  Monthly/quarterly general supervision activities











Analyze Outcomes data; prepare SPP/APR Indicators 3 & 4





Inform/train EI programs on monitoring changes and 


disseminate self -assessment





Disseminate EI program contract submission requirements & deadline 





Select sites for focused on-site visits





Make status determinations 





6





Conduct off-site data analysis (desk audit) on all programs; request data clarification 





Analyze data and prepare SPP/APR Indicator 9





Notify programs of status determination, non-compliance and on-site visit selection 





Evaluate SPP/APR process, Improvement Activities and General Supervision tools/procedures





Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare Quarterly data report


Review data to determine trends and TA needs


Provide TA


Review/approve new CAPs


Review SPP/APR progress on improvement activities 





Receive self-assessments





Finalize SPP/APR and initiate stakeholder and internal approval processes





Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare quarterly data report


Review data to determine trends and TA needs


Provide TA


Conduct on-site monitoring visits


Review/approve new CAPs


Review SPP/APR progress on improvement activities 











Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare quarterly data report


Review data to determine trends and TA needs


Provide TA


Conduct on-site monitoring visits


Review/approve new CAPs 








Nov





Mar





May





Sept





Aug





July





Quarterly Activities


Review data entry for accuracy; request data clarification


Prepare quarterly data report


Review data to determine trends and TA needs


Provide TA


Conduct on-site monitoring visits


Review/approve new CAPs


Review SPP/APR progress on improvement activities 





Monthly Activities





Review Corrective Action Plan (CAP) progress and CAP tracking log





Track timely and accurate submission of required reports, etc. 








Dec





Feb





June





Oct





Apr





8
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             LEGEND:      �  Activities on the SPP/APR calendar                                        �  Other general supervision activities





                                   �  Federally required 618 reporting requirements                      �  Monthly/quarterly  general supervision activities











Determine noncompliance
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