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Purpose:
The purpose of the LEA public meeting is to gather public input on the effective operation and performance of the LEA special education program through one or more community focus groups that address a set of pre-determined questions.  The specific purposes of the meeting are to: 
1) 
conduct a needs assessment and gather feedback from community stakeholders on the operation of the special education program; 
2) 
identify areas in need of improvement; 
3) 
evaluate the results of the local needs assessment and stakeholder feedback relative to information gained through the local review of student and program data; and 
4) 
develop a continuous improvement plan (CIP) detailing results, measures, activities, resources, timelines, and follow-up activities related to the review.  
Applicability:  
The completion of a public meeting is required of those LEAs in Stage 1, Stage 2, Stage 3, or Stage 4 Intervention.
Scope of Review:
LEAs are provided with a pre-determined set of questions developed by the State that must be used in completing the LEA public meeting.  LEAs must complete a public meeting that addresses, at a minimum, four of the six pre-determined questions referenced in Step 8 below.  LEAs may, but are not required to, address additional questions.  LEAs will be given some discretion in determining the questions to be included in the public meeting.  However, any determinations made by the LEA should be made relative to information available to the LEA through the local review of student and program data, including information included in the Performance-Based Monitoring 2003-2004 Summary Report.


LEAs that are members of special education shared services arrangements (SSA) may coordinate their efforts to conduct a public meeting in that one or more member LEAs may conduct a meeting at the same time and location.  However, under these circumstances, once the general meeting introduction is provided, participants must break up into LEA-specific sub-groups.  Each LEA sub-group must contain the required participants, and each sub-group must address four of the six pre-determined questions as appropriate to the individual LEA.  (See Steps 2 and 4 below for further information.)
	ESC Technical Assistance

You may contact your ESC Special Education Monitoring Contact for technical assistance with implementation of the special education monitoring process.  

A list of ESC Special Education Monitoring Contacts can be found at: http://www.tea.state.tx.us/special.ed/escinfo/monitorlist.html.




Public Meeting Planning and Implementation:

Step 1
Download the Public Program Performance Review (LEA Public Meeting) Templates


1. From the http://www.tea.state.tx.us/special.ed/monitor/index.html web address, follow the LEA Public Meeting Link.

2. Download the templates titled LEA Public Meeting Response Template, LEA Public Meeting Participant Template, and LEA Public Meeting Findings Template. 

3. Save the templates on your computer.  
4. Review the information in the templates to get an understanding of the kind of information to be gathered from the public meeting.

5. If you have trouble opening the files, contact the Division of Special Education Monitoring at spedmon@tea.state.tx.us with your issue.


Step 2
Determine Meeting Logistics and Equipment/Materials Needs

Each LEA participating in the special education monitoring system must evaluate the performance of its special education program by gathering information from community stakeholders in the form of a public meeting.  A LEA may conduct a single public meeting if comprehensive LEA-wide data can be collected from one meeting, or multiple meetings may be scheduled.  The number of meetings must be sufficient to gather input from a variety of diverse stakeholders in the LEA.  The location of the meeting should ensure that underrepresented populations can participate in the process, and the meeting location, including restrooms, must be accessible to participants with disabilities.  It is recommended that LEAs establish RSVP requirements for those planning to attend the public meeting so that appropriate accommodations can be made for participants, such as the presence of interpreters for the deaf and hard of hearing or foreign language translators.   

As referenced above, LEAs that are members of special education SSAs may coordinate public meeting logistics.  However, convenience to community stakeholders must be considered in making determinations regarding the coordinated location of meetings.  If member LEAs determine that meetings will be coordinated, a general session can be provided at the beginning of the meeting to introduce all participants to the purpose of the meeting and the methods to be used in conducting the meeting.  However, participants must be broken up into sub-groups by LEA to address the pre-determined set of public meeting questions.  Therefore, arrangements must be made for break-out rooms so that community stakeholders from each LEA may meet together to address the questions for that particular LEA.

LEAs must thoughtfully plan for space and must identify facilitators, time-keepers, interpreters, note-takers, and equipment/materials that will be needed based on the logistics of the meeting(s).  Equipment/materials that you may need include: laptops for note-taking, flip chart pads and easels, flip chart markers, timers, name tags, meeting signs, etc.
Step 3
Determine Meeting Format/Schedule


Meeting formats may vary slightly depending upon the needs of the LEA.  The public meeting generally will begin in a general session with introductions and opening remarks made by representatives of the LEA.  It is important to make clear that the meeting is being conducted as part of the state system for monitoring special education programs and that the efforts are a partnership between LEAs and the Texas Education Agency (TEA).  The TEA encourages the LEA to open the meeting by sharing the LEA’s commitment to the process and its desire to improve LEA programs based on community feedback.


In opening remarks, the LEA will briefly describe the purpose of the meeting and how comments are used in the continuous improvement process.  Explain that the request for information will be focused around pre-determined questions and comments and feedback should not be limited to areas in need of improvement, but also should focus on areas that are working well.  It will be important to emphasize that the purpose of the meeting is to gather system-level input, rather than feedback on individual concerns related to specific students.  

To facilitate input, discussion groups should contain no more than 20-25 participants.  If more participants show up for a public meeting, it is strongly suggested that the larger group be broken into smaller sub-groups.  When a large number of participants is expected, a number of breakout rooms should be available.  Once broken out, each sub-group should contain a diverse group of community stakeholders.
The script that is to be utilized in conducting the public meeting is available under the heading Public Meeting Resources on the TEA website.
Public meetings generally last approximately 3 hours.  It is expected that discussion on each of the four questions will last approximately 30 minutes.
Step 4
Consider Appropriate Participants for the Public Meeting


Participants in public meetings may include parents, advocates, school personnel, early intervention providers, and representatives of other agencies serving students with disabilities.  A list of required and desired participants is reflected below.  The TEA is interested in achieving diverse representation among participants, and LEAs are encouraged to reach out to traditionally underrepresented populations to ensure that all interested parties have the opportunity to participate in the meeting.  The LEA may not limit participation in the public meeting.


The LEA public meeting is expected to be a systems-level review, which should limit potential confidentiality concerns.  However, personally identifiable information must be protected in compliance with the confidentiality requirements of the Family Educational Rights and Privacy Act (FERPA) and the Individuals with Disabilities Education Act (IDEA), and LEAs must take steps to ensure that confidentiality requirements are met.  Facilitators may need to focus discussions to prevent the sharing of confidential information.
	Required Meeting Participants
	Desired Meeting Participants

	· LEA administrator knowledgeable of and responsible for the district’s or charter school’s curriculum and overall instructional program 
· Special education administrator
· Member of the district improvement team
· General education teacher
· Special education teacher
· Campus administrator
· Parent(s) of student(s) with disabilities

	· Community stakeholders, such as representatives of educational organizations, local or regional advocacy groups, business groups, employers of students with disabilities, etc.
· Student(s) with disabilities
· Guidance counselor(s)
· Related service provider(s)
· Speech therapists
· Special education evaluation personnel
· Representatives from LEA alternative programs or alternative campuses (such as, but not limited to, a DAEP, magnet campus, or separate special education campus) 
· Others as appropriate to the community



Step 5
Determine Meeting Facilitators


The LEA will determine who will serve as facilitator(s) for the public meeting(s).  ESC personnel may serve as technical assistance providers in regard to the meeting, but it is expected that the LEA will conduct and facilitate the meeting(s).  LEAs should be thoughtful in determining who will serve in the role of facilitator.  It is not required that the facilitator be a member of the special education staff.  It is recommended that a person with proven facilitation skills be utilized and that the LEA emphasize the need for neutral meeting facilitation.  It is further recommended that the LEA avoid designating as facilitator anyone who might be perceived by meeting participants as biased regarding input that may be received during the process.
A script has been developed for use by the facilitator(s) in conducting the public meeting (see Step 3 above).
Step 6
Determine Methods of Disseminating Meeting Invitations


The TEA will provide templates for the invitation/RSVP to be sent to stakeholders.  Invitations should be disseminated in a variety of ways, including direct mail to families, posting to the LEA website, utilizing existing LEA mailing lists, and sharing of information through any existing list serves or established newsletters.  Additionally, the LEA may wish to coordinate posting of information to ESC websites or list serves.  It also is suggested that local or regional education groups and advocacy organizations be utilized to assist in disseminating the information.  It is important that invitations reach a diverse population within the LEA, including groups that generally are underrepresented.  Dissemination methods must attempt to reach a broad spectrum of parents of students with disabilities, and at least one method of LEA dissemination must be broad-based and widely accessible, such as posting to a website or inclusion in a LEA newsletter.  LEAs must document their efforts to invite stakeholders and enhance meeting participation.  This documentation is subject to review through TEA verification processes.  Additionally, the information will be useful to the LEA in evaluating future stakeholder activities.

The content of the invitation template will include the purpose of the meeting, date, location, time and how to request or access special accommodations.  It is recommended that LEAs utilize the RSVP form template found on the TEA website and request responses from those planning to attend the public meeting.  This will allow the LEA to plan in advance for the appropriate amount of space and the appropriate number of facilitators, note-takers and time-keepers.  Requesting a RSVP also allows LEAs to ensure that the language and physical accessibility needs of people who attend will be accommodated.
Step 7
Gather Materials Necessary to Conduct the Public Meeting
Several documents and various materials will need to be made available to participants during the public meeting.  A listing and samples of both required and recommended documents will be available under the heading Public Meeting Resources on the TEA website.
Step 8
Determine the Focus Group Questions to be Asked at the Public Meeting

Each LEA is required to address four focus group questions during the LEA public meeting.  The LEA is provided below with a list of six possible focus group questions.  Questions #3 and #6 are required to be presented to the focus group.  The LEA has discretion in determining which two of the remaining four questions will be presented during the public meeting.  However, an LEA’s decision regarding the additional questions to be asked must be a data-informed decision.  The LEA is required to review its DAS data element results in addition to other pertinent data available to the LEA to determine which questions are calculated to elicit information about those areas in which improvement may be needed.

Additional information regarding how to present the questions during the public meeting is provided in the public meeting script document available at the Public Meeting Resources link.  The goal is for the questions to be presented in a standard format across the State.  Therefore, LEAs will be required to present the questions as written.  
The public meeting questions have been designed to elicit comprehensive, in-depth discussion on the topics presented.  The public meeting script includes a chart detailing the desired information to be elicited from each question.  If the desired information is not elicited based on the general question, it will be necessary to ask follow-up probes to elicit the desired information.  Appropriate follow-up probes also have been provided as part of the facilitator script for the meeting.  The LEA will need to exercise judgment in determining which follow-up probes need to be presented to participants.  
Questions

1. The special education program is most successful for students when those involved in the students’ education are well-informed about the special education process and its focus on results for individual students.  Where do you get most of the information you receive regarding special education?


2. One purpose of the IDEA is to strengthen the role of parents and ensure family participation in the education of their children.  Within the context of <district or charter school name>, how are parents involved in the educational process for their children?

3. A goal of the IDEA is to have high expectations for students with disabilities and include them in the same opportunities available to all students in the <district or charter school name>.  Describe how students with disabilities participate and achieve in the school setting in the same ways as students without disabilities.  

4. The IDEA establishes qualification and ongoing training requirements related to all educational staff members who provide instructional and related services to students with disabilities.  In what ways does <district or charter school name> ensure that all staff members serving students with disabilities are certified, knowledgeable and skilled in their roles?
5. An effective school program has supports in place to meet the needs of all students.  What are the options available in <district or charter school name> to support the needs of struggling students?  

6. The goal of education is to prepare students to live productive, independent adult lives.  In what ways does <district or charter school name> ensure that students with disabilities are prepared to live as productive adults after leaving school?

A Public Meeting Agenda template containing the questions is provided under the Public Meeting Resources heading on the TEA website.  The LEA will plug the four questions to be addressed at the meeting into the agenda template and utilize the agenda as a handout during the public meeting.
Step 9
Determine How Responses to the Focus Group Questions will be Recorded


It is recommended that the LEA utilize both flip charts and note-takers to record responses during the meeting.  Some LEAs may determine that alternate methods of tracking responses will be successful.  However, whatever method is utilized, the LEA will be required to record individual responses along with the source(s) of the response and provide that information to the TEA as findings.  The responses will be submitted to the TEA on the LEA Public Meeting Response Template.  Additionally, the LEA will be required to provide aggregated participant information on the LEA Public Meeting Participant Template.
Step 10
Conduct the Public Meeting

It is anticipated that the public meeting will last approximately 3 hours.  In addition to facilitators, note-takers, and LEA participants, adequate LEA personnel should be on hand to register participants, direct participants to appropriate locations and answer any questions that might arise.  Also, an evaluation form will be provided for participants to use in evaluating the LEA public meeting.
Step 11
Analyze Data from the Public Meeting

Comments received during the public meeting must be analyzed to determine consistencies, inconsistencies and trends.  Consider the degree to which data vary across campuses and by grade level, area of disability, ethnicity/race, economic disadvantage, limited English proficiency, gender, and/or other factors relevant to the discussion.  Identify any patterns or trends discovered in the analysis.  Those findings, in the form of both strengths and areas for improvement, will be reported on the LEA Public Meeting Findings Template.  Only those areas in need of improvement are to be included in the Continuous Improvement Plan.



Specific documentation related to the public meeting, such as a list of participant names, an agenda, materials and handouts, will not be submitted to the Agency, unless requested at a later time as part of a verification process.  Instead, the results and synthesized findings of the data analysis will be reported.  However, specific documentation regarding the public meeting(s) must be maintained at the local level and must be available in the event the LEA is requested to provide the information as part of a verification process.
Step 12
Completing the Public Meeting Templates

Although cells are designed to expand, LEAs are encouraged to report analyses in concise narrative form.

Complete the following LEA public meeting templates:
· LEA Public Meeting Response Template: Indicate the number of public meetings conducted by the LEA.  Complete a separate response template for each question addressed in the public meeting.  Indicate in the top row of the template the number of the question addressed (numbers 1 through 6 as noted in the Questions section above).  Record comments on the template in ascending numerical order, beginning with #1.  Continue numbering upward with each separate comment across questions; do not start over at #1 when reporting comments for subsequent questions.  Complete a separate line for each separate comment received from each individual participant at the public meeting.  Use the +/- column to indicate whether the comment generally was positive or negative in nature.  If the comment contained both positive and negative elements, report the comment as +/-.  In the Comment column, provide a summary of the comment provided by the participant.  In the Contributor column, describe the connection of the participant as it relates to special education (i.e., parent, special education teacher, campus administrator, etc.). 
· LEA Public Meeting Participant Template: Complete the template by indicating in the # column the number of participants for the listed roles who attended and participated in discussion at the LEA public meeting.  Use the “Other” field to indicate other participants not already listed, and indicate the number of other participants by role.

· LEA Public Meeting Findings Template: Analyze the overall information gained from the LEA public meeting and summarize the area(s) of strength and those in need of improvement identified through the public meeting.  List each area of strength and improvement individually on the template in the appropriate column.  It may be necessary to make these determinations in conjunction with a review of other program data available to the LEA.  Note: Any instance of non-compliance identified in any stage of the review process must be indicated as a finding and must be addressed by the LEA in the CIP, including a target date for timely correction of the non-compliance.
Step 13
Integrating the Information from the Public Meeting Response Template(s) into the Continuous Improvement Planning Process

The findings from each component of the special education monitoring process will be integrated into a continuous improvement plan (CIP) for the LEA.  The template and instructions for completing the CIP can be downloaded at:  http://www.tea.state.tx.us/special.ed/monitor/index.html.  

Each LEA will submit only one CIP to the Agency.  The submittal date depends upon the level of intervention for the LEA (see Step 14 below).  The CIP must address all issues identified through any component of the special education monitoring process.  It will be the charge of the LEA to integrate findings from the various components of the special education review process into a cohesive plan to address identified issues.  Any instance of non-compliance identified in any stage of the review process must be addressed by the LEA in the CIP, and a target date must be included for timely correction of the findings.


The Agency, Division of Special Education Monitoring, will review the findings submitted for the various components of the special education monitoring process to determine whether the CIP reflects targets and activities related to the identified issues.


See the Continuous Improvement Plan link on the website for further information. 
Step 14
Required Material Submissions to the Agency

LEAs conducting a public meeting will be required to submit to the TEA, Division of Special Education Monitoring, a copy of the LEA Public Meeting Response Template, the LEA Public Meeting Participant Template, and the LEA Public Meeting Findings Template.


The public meeting templates described above will be sent as part of a coordinated LEA response submission which will include a Submittal Coversheet, findings templates from each component of the special education monitoring process implemented by the LEA, and a CIP template.  All required information will be submitted as an attachment via e-mail to:

To: 
spedmon@tea.state.tx.us

Subject line:  
Findings and CIP Submission (your county district number)
Due Date:
For Stage 1 LEAs:  April 16, 2004


For Stage 2 LEAs:  May 7, 2004


For Stage 3 and 4 LEAs:  May 28, 2004

If, based on your stage of intervention, you are required to participate in multiple components of the special education monitoring process, submit one comprehensive packet (including all required materials from the various components) according to the due date shown above.  Do not stagger the submission of materials to the TEA.
Important Note:  
Information documenting implementation of the review process as required must be maintained by the LEA.  Appropriate implementation of the system, as well as integrity of the data reflected in the system, are subject to future random verification by the Agency.

Next Steps:
Upon receipt of your LEA’s submission, the TEA Division of Special Education Monitoring will begin its review process to determine if additional information or intervention is required.  See flowchart at:


http://www.tea.state.tx.us/special.ed/monitor/resources/flowchart.doc
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