Michigan Department of Education

Office of Field Services


Materials District Must Submit to

the Office of Field Services
The district must electronically submit the following documents to Team#OSR@michigan.gov (OSR for On Site Review) for the district and each participating school according to the specified timelines.  In an effort to keep e-mail accounts clear of large documents, please do not copy your Consultant when e-mailing these materials.
PLEASE LABEL EACH ITEM WITH THE NUMBER INDICATED
BELOW PRIOR TO YOUR SUBMISSION.
(Ex. The local District Board Policy on Parental Involvement would have a title and a “1” typed or written on it to demonstrate alignment to item number 1 on this list.) 

SUBMISSION WITHIN ONE WEEK OF NOTIFICATION
District-Level Documentation 

1. The local District Board Policy on parental involvement.
2. The Annual Education Report URL website address for the district and all schools that will be visited.

3. The written process describing the alternative program and services [Office of Civil Rights, 1964 – Lau v. Nichols] for English language learners (ELLs)/limited English proficient (LEP) students.  This requirement applies to all districts that serve ELL students and receive Federal funds.

SUBMISSION AT LEAST THREE WEEKS PRIOR TO THE REVIEW

District-Level Documentation 
4. The written district plan to ensure all core academic teachers meet the highly qualified requirements.
5. The district McKinney-Vento Homeless Act Dispute Resolution Process.
6. The local district board policy on homeless education.
7. The On Site Review District Study Guide.

8. The names of participants who generated the consensus District Study Guide.
9. Documentation related to private school consultations for equitable services.
10. Business Office spreadsheet printout for all district staff funded through Federal programs, Section 31a, and Section 32e that shows how the staff is being paid.

11. The district’s professional development plan, if it has not been embedded in the District Improvement Plan.
12. A list of staff and their position, that have been identified to attend the On Site Review district meeting.

13. If applicable, a copy of the notification letter sent to parents of each child stating that the school is identified for improvement.
14. If applicable, the notification letter sent informing parents of transfer option, if school was identified for improvement.

15. If applicable, the notification letter sent to parents of low-income students informing them about supplemental educational services (SES), if the school is identified for improvement for a second year.

SUBMISSION AT LEAST THREE WEEKS PRIOR TO THE REVIEW

School-Level Documentation 
16. A list of staff funded by each program, including FTEs and assignment.

17. Notification Letter sent to parents of LEP students to inform them of the student’s placement in the district’s LEP/ELL program and the right to decline services, if applicable.
18. The On Site Review School Study Guide(s).
19. The names of participants who generated each consensus School Study Guide.
20. A list of staff and their position, that have been identified to attend the On Site Review school meeting(s).
21. The notification sent to parents informing them of their right to request information regarding the professional qualifications of their child’s classroom teacher(s) and, where appropriate, the paraprofessional working with their child.
22. The notification sent to parents if their child was taught by a teacher who is not highly qualified for four or more consecutive weeks (or the template letter if one was not required to be sent).
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