Welcome to the Michigan Department of Education (MDE), Office
of Educational Supports (OES), presentation of the On Site Review
Process (OSR). This PowerPoint explains in detail what the
stakeholders need to know in order to experience a rewarding and
successful On Site Review. You may access all the On Site Review
documents at - www.mi.gov/ofs.
At this time, the website is still labeled OFS.
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While the primary purpose of the On Site Review is compliance
with federal requirements, OES regional consultants are
committed to making the On Site Review process a growth
experience for all participants, resulting in enhanced delivery of
programs and services supported by Federal & State funding and
ultimately increased student achievement. The following slides
will familiarize the district with the documents which will be
reviewed and discussed prior to, during, and following the On Site
Review visit. Each step in the On Site Review process will be
presented so all stakeholder groups will have a better
understanding of their respective roles and responsibilities.
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There are multiple purposes for the On Site Review, however the primary
purpose is to meet Federal Compliance requirements for programs
administered by the Office of Educational Supports. Additionally, the On
Site Review process encourages program coordination, identifies
program improvement needs and identifies effective Statewide programs
& practices.
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Michigan also ensures that through the On Site Review process, district
strategies and activities do align with the District’s Continuous
Improvement plan with either its embedded targeted assistance or
schoolwide components.
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The Office of Educational Supports, comprised of the Regional Support
Unit, Special Populations Unit and its Financial Unit, use several criteria
to decide which districts should be selected for an On Site Review
involving program and /or a financial review. Risk factors are first
analyzed. These include LEAs that have not fully complied with previous
OSR reports or findings; have unresolved or a history of unresolved
Consolidated Application issues; have single audit findings identified by
the MDE’s Office of Audits or it is the LEA’s turn for an OSR.
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The Office of Educational Supports also takes into consideration the size
of the district’s Title I allocation as well as the size of other Federal
allocations that are part of the Consolidated Application.
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Finally, consideration is given to district request, extenuating
circumstances such as consolidation, mergers, PSA
authorizer/management company concerns, coordination of review
schedule with other MDE Units and Offices and OES Consultant input.
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This and the next slide identifies the documents available to the district
for use during the On Site Review. The District and School Study Guides
will require consensus from the district’s On Site Review participants. All
relevant stakeholders should take part in the completion of these
documents. The process is just as important as the product. The
required documents must be uploaded/input into the Grant Electronic
Monitoring System/Michigan Administrative Review System
(GEMS/MARS) at least three weeks prior to the On Site Review date.
The other documents listed on this slide will provide support to the
participants when they are completing the consensus Study Guides. All
the documents may be downloaded from the OES website.
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MDE is aware of both the district’s need to provide an environment
conducive to student learning and the many time pressures which
impact daily operations of schools. As such, OES strives to
coordinate the On Site Review process within a reasonable window
to facilitate both a positive learning experience and the
opportunity for diverse stakeholder participation. By establishing
a two to three-month notification window, the majority of prework can be accomplished by the schools, district and OES
regional consultants which will result in a more meaningful visit.
MDE OES sends letters/emails to announce and to schedule On
Site Reviews.
The On Site Review process will be initiated through a phone call
or email from your OES consultant. Then the district will receive a
formal letter from MDE confirming the site visit and outlining the
steps for subsequent district and school participation. The
assigned OES consultant will then coordinate a pre-visit with the
district in order to discuss the On Site Review process and to
answer questions. Key stakeholders who need to participate in the
pre-visit include, Central Office representatives who have
knowledge of or responsibility for State & Federal programs,
principals of schools being visited, School Improvement Team
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representatives, and, as appropriate, the district’s management company
or authorizer.
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The next two slides outline the logistics that will be addressed in
the On Site Review district and school pre-visit. For the district
portion of the pre-visit, these tasks will be accomplished:
•

First, a preliminary agenda for the actual On Site Review day/s
will be developed based upon the known information at the
time of the pre-visit. Flexibility is always essential in
structuring successful visits, so the agenda can be modified
based upon future circumstances. This is especially true if the
on site includes a financial component.

•

Second, the district will identify a primary contact for the On
Site Review process who will serve as a liaison between MDE
and the district, school and stakeholders.

•

Third, the district will identify participants for the district
portion of the On Site Review. These stakeholders are key to
the success of the On Site Review since their perspectives help
verify the data reflected in the documents reviewed prior to and
during the dialog.

•

Finally, the On Site Review process and procedures are clarified
for participants.
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For the respective schools to be visited, the Team will develop an
agenda and identify the additional stakeholders, including School
Improvement Team representatives, classroom teachers and
parent(s) – especially of Title I students in selected schools. In
addition, all staff, or representative staff paid for with State and
Federal funds will be required to participate in the process.
In summary, the spirit of the On Site Review Process is:
“ACTIVE ENGAGEMENT OF DIVERSE STAKEHOLDERS
THROUGHOUT THE PROCESS”.
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The district’s primary On Site Review contact should participate in
the following: 1) Consensus process for applicable study guides;
2) School and district portions of the On Site Review and 3)
Ensuring submission of all required documents in GEMS according
to designated timelines.
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Preparation is key for an On Site Review that is both beneficial to the staff and
informative for the MDE/OES team. Although districts are free to choose how they
prepare for an On Site Review, we have a recommended procedure that most districts
find works well.
First, it is important that all stakeholders understand the purpose and process of an On
Site Review. Be sure they know that as part of the stakeholder’s group, they will be
expected to discuss the Study Guides or School Guides depending upon which they
helped fill out. All stakeholders, including parents, need to have a copy of the
appropriate Guide or Guides (at the district level), the explanation document which helps
clarify what is being asked, and the On Site Review Every Student Succeeds Act (ESSA)
Glossary. The last two documents are especially important for participants who may not
be familiar with program requirements and terms.
The preparation process usually involves two meetings. The first for background
information and the second to reach consensus. At the first meeting, we recommend
that you bring stakeholders together as a group to explain the purpose of the On Site
Review, the process on the day of the review, and each of the documents. At this initial
meeting, the contact person should either hand out copies of the On Site Review
Categorical Program Outline or explain briefly the purpose of each funding source. Next,
the stakeholders will need to know what each funding source pays for in their school.
For example, Title II, Part A may pay for a coach in Building A and for
professional development costs in Building B. The stakeholders will need this
information to respond accurately in the document. After the initial group meeting to
provide the background information and materials, the stakeholders will need an
opportunity to read through and respond individually to the items in the Study Guides.
The final step in the consensus process has been found to be the most rewarding part of
this process for stakeholders. After the stakeholders have rated the sections of the
document, they should be brought back together (the second meeting) to discuss and
come to consensus on the final rating for each item. It is through this discussion that
staff have an opportunity to learn from each other and to be prepared to have a rich
discussion on the day of the On Site Review. While this process is time consuming,
stakeholders have found it be well worth their time and effort when they have completed
the process, and it usually leads to a rich and informed discussion at the On Site Review.
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Results of the Consensus Study Guide meetings will be input into a GEMS template.
The On Site Review is a conversation between MDE and ALL stakeholders based on the consensus
Study Guides. All stakeholders should be prepared to answer questions related to the consensus
Study Guides. The process may be modified and adapted to meet your needs, but having the
stakeholders discuss the items and come to consensus is imperative for this process.
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As previously mentioned, it is also the responsibility of the On Site
Review district contact person to ensure that all of the On Site
Review documents are in GEMS by the required deadlines. The
documents are due to OES not later than three weeks prior to the
scheduled On Site Review via GEMS.
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•

A list of staff funded by each supplemental program, including
FTEs and assignment, organized by school

•

Business Office spreadsheet printout for all district staff funded
through Federal programs that shows how the staff is being
paid
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•

On Site Review District Study Guide, must include a list of
participants who generated the consensus District Study Guide

•

A list of stakeholders and their position/title, who have been
identified to attend the On Site Review district meeting
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The following are School-Level documents that are due in GEMS at
least three weeks prior to the On Site Review date for each
school that will be visited during the On Site Review:
•

The On Site Review School Study Guide(s), including the names
of participants who generated each consensus Study Guide

•

A list of stakeholders and their position/title, who have been
identified to attend the On Site Review, for each school and for
the district
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Now let’s discuss the actual On Site Review days. The On Site
Review schedule will follow the approved, finalized agenda. The
agenda will include a district meeting that focuses on oversight
and use of state and Federal funds to provide programs and
services. The agenda will also include separate meetings for each
school involved in the On Site Review, that will last approximately
a half day, and will focus on school-level programmatic
information. OES usually prefers to visit the school(s) first and the
district last, but that is the decision of each team. All district
participants require their own set of the documents/study guides,
which the district must provide.
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An Exit Meeting is conducted at the conclusion of the On Site
Review. All the Principals of the schools visited during the On
Site Review must be present, as well as key Central Office
Personnel and the district program contacts. We strongly
encourage the Superintendent or his/her representative to also
be present. The district may invite any others they wish to have
attend, such as: school improvement leaders, school board
members, ISD or RESA consultants, authorizers, management
company representatives, parents and key teachers.
During the Exit Meeting, OES staff will share verbal
recommendations, and the Changes Required (CR) items made by
the team for the schools and the district. A Change Required (CR)
is documented when a legal requirement for a program is missing
or funds are being used inappropriately. As a reminder, no
technical assistance will be provided at the Verbal Report. If
technical assistance is required to complete the Compliance Plan,
the district may contact the consultant at a later date.
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After the MDE Team returns to the office, the Lead Consultant will
write a Report for each school reviewed and for the district, as a
whole. When the district receives the Report, the process is
complete if there are no Change Required Items. If Change
Required items are identified, the district has 30 business days
from the receipt of the Report to address the findings through
submission of a Compliance Plan. A sample Compliance Plan
template is available for download at www.mi.gov/OFS, On Site
Review Materials link under Current Topics. The final
Compliance Plan will be completed in a template in GEMS.
If the Compliance Plan does not meet legislative requirements, the
Consultant continues to work with the district. In some situations,
the Consultant may recommend to the Director of the OES that a
sanction be applied, (e.g., withholding district funds).
If the Compliance Plan is not received within 30 business days of
the Report, and if the district does not respond with a justification
for the delay, 10% of the Title I funds will be held until the
Compliance Plan is received.
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The Lead Consultant is available for technical assistance to help
the district construct the Compliance Plan and at any other time
prior to the actual On Site Review Process.
Once the Compliance Plan is received in GEMS, it will be reviewed
by the Lead Consultant. In order for the Consultant to approve
the Plan, all required changes must be addressed satisfactorily.
Although the Compliance Plan must be submitted within 30
business days of receipt of the On Site Review Report, the timeline
for completing all required changes may extend up to a year, if
reasonable. The Lead Consultant will need to confirm the changes
have been completed through a follow-up visit or visits. The On
Site Review is required to be closed not later than one year from
the date of the On Site Review when all required changes have
been completed and confirmed by the Lead Consultant. If this
does not take place, the Consultant may recommend to the
Director of the OES that a sanction be applied, (e.g., withholding
district funds).
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