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Worksheet Overview

This worksheet focuses specifically on the program structures and practices included in the Program Structures category within the Taxonomy for Transition Programming (see pp. 6 – 7). Program structures are features that relate to efficient and effective delivery of transition-focused education and services, including philosophy, planning, policies, evaluation, and resource development. The structures and attributes of a school provide the framework for implementing transition-focused education. Practices that promote outcome-based education and expanded curricular options include community-level strategic planning, cultural and ethnic sensitivity, a clearly articulated mission and values, qualified staff, and sufficient allocation of resources (Kohler, 1996). Transition-oriented schools focus also on systematic community involvement in the development of educational options, community-based learning opportunities, systematic inclusion of students in the social life of the school, and increased expectations related to skills, values, and outcomes for all students (Edgar & Polloway, 1994). We suggest you use a team approach to reflect on the extent to which and how you currently implement these practices, determine strengths and needs, and develop specific goals to address your needs. This worksheet is designed to help guide you through this process.

Use Part 1—Program Structures and Practices Implementation Assessment, to reflect on the degree to which you are implementing the specific practices. To assist with this reflection, we provide a set of questions and indicators that focus on each practice area. These questions are designed to help you go beyond simple “yes” or “no” answers as you rate your implementation levels and identify the evidence that supports the selected rating level. In Part 2—Program Structures and Practices Needs Assessment, use your findings from Part 1 to identify your strengths and specific needs. Subsequently, prioritize your needs and use Part 3—Planning Program Structures and Practices to develop plans that address them.
Remember that the purpose of these efforts is to improve student outcomes.  Thus, one’s efforts must begin and end with the knowledge of what students are achieving after leaving high school.  The questions included herein focus primarily on educational processes and services, designed to provide students with the skills they need to live and work independently.  Fundamental questions focused on students’ post-school outcomes are listed below. They should guide your reflection and provide the basis for all your educational and transition programs and services.

Fundamental Questions

	· Regarding short-term outcomes, do your students have the skills they need to be successful, including:
· Academic skills?

· Independent living skills?

· Occupational skills?

· Work behaviors?

· Self-determination skills?

	· Regarding long-term outcomes, are your students
· Employed?

· Living independently?

· Participating in their communities?

· Do your students have the educational and community supports and services they need to be successful?



Taxonomy for Transition Programming
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	Student Development 
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Program Structures

and Attributes


	Program Philosophy
	Program Evaluation
	Strategic Planning

	· Curricula reflect community values, standards, and needs
· Program planning and curricula are outcome-oriented
· Education is provided in least restrictive environments
· Education is provided in integrated settings

· Students with diverse needs have access to all educational options
· Program planning and options are sensitive to and reflect cultural and ethnic diversity 
· Program options are flexible to meet individual student needs

· Student transitions are addressed across educational levels
	· Data collection is implemented to provide process and outcome information
· Program evaluation is ongoing, used for program improvement, and includes evaluation of student outcomes

· Students and families participate in program evaluation

· Needs assessments provide basis for secondary-level education and post-school community services
· Evaluation of interdisciplinary policy and procedures is conducted annually
	· Strategic planning activities focus on:

· Community-level issues and services
· Regional-level issues and services
· State-level issues and services
· Collaborative transition bodies and procedures provide structure and process for systemic change


	Program Policy
	Human Resource Development
	Resource Allocation

	· Institutional policies foster implementation of clearly articulated transition-focused values, principles, and mission

· Transition education and services are integrated across educational structures and programs 
· Transition services are integral components of adult service delivery
· Education, agency, and community leadership communicate and provide support for transition education and services
· Specific and consistent transition-related policies and procedures are established, clearly communicated, and implemented between and within community service and educational agencies
	· Transition education and services resource materials are available to students, families, educators, service providers, and employers

· Transition-related technical assistance is provided to families, educators, and service providers

· Transition-related competencies are established for relevant personnel
· Education and agency personnel meet established transition-related standards 

· Educators and relevant staff receive transition-related initial and continuing education
· Allocation of personnel is sufficient to meet student and family needs
	· Sufficient resources are allocated to meet identified needs
· Resources are used creatively to optimize impact 
· Student and families provide input into resource allocation

· Resource allocation and use are directed to community-based and/or integrated settings rather than sheltered and/or segregated facilities 




 Part 1: Program Structures and Practices Implementation Assessment

Use the following Implementation Level Rating Scale to determine the appropriate implementation level for each practice area. Also describe evidence that illustrates the practice is being implemented at the level indicated. Use the reflective questions and suggested indicators to help clarify and expand the reflective process. The reflective questions are designed to help you go beyond simple “yes” and “no” responses and substantively reflect on the degree of implementation in each practice area. The questions and indicators also help provide examples of evidence you might examine to determine the implementation level. An example is provided.


	Implementation Level Rating Scale

DK
-
I don’t know the status of development or implementation in this area 

1
-
No activities have been developed or implemented in this area

2
-
Activities are in development, but have not yet been implemented

3
-
Activities are in development and have been partially implemented

4
-
Activities are fully implemented


	


Example:
	Program Structures: Evaluation
	Implementation Level
	Evidence of Implementation

	2.
Ongoing program evaluation that includes analysis of post-school outcomes, developed with student and family involvement, is used for community needs assessment and program improvement.


	DK   1   2   3   4


	· Evaluation plan developed with evaluation questions, procedures, and information sources
· Evaluation plan interfaces with EPSS requirements
· Family and student satisfaction questionnaires in development
· Student follow-up survey piloted; revisions underway
· Staff assignments for data collection identified
· Community transition council investigating strategies to interface data collection required for special education, career and tech education, and community service agencies





	Program Philosophy
	Implementation
	Evidence of Implementation

	1. Educational planning, programs, and curricula:

a. are community-referenced,

b. are outcome-based,

c. are provided in integrated and least restrictive environments,

d. are flexible to meet students’ needs,

e. are culturally & linguistically sensitive,

f. provide access to all secondary and postsecondary educational options, and

g. address all age levels from elementary through postsecondary education.
	DK   1   2   3   4
	

	Reflective Questions

· To what extent is a transition-perspective of education reflected in local and district mission statements? To what extent is this mission implemented?
· What are local schools’ expectations for all their students, including students of different abilities, genders, and cultural and language backgrounds?

· To what extent are a range of placement and service options available? Are placement decisions made upon the basis of ability and need rather than disability category? 
· To what extent do educational programs and services reflect local values and needs?

Suggested Indicators

· Existence of inclusive mission statement; list of activities and policy actions that indicate implementation of mission
· List of placement options, settings, and decision-tree
· Community labor projections 

· # and % of students receiving services in specific settings
	


	Program Evaluation
	Implementation
	Evidence of Implementation

	2. Ongoing program evaluation that includes analysis of post-school outcomes, developed with student and family involvement, is used for community needs assessment and program improvement.


	DK   1   2   3   4
	

	Reflective Questions

· What aspects of transition-related education and services are evaluated? How are they evaluated?
· Who is involved in designing and conducting program evaluations?

· How are students’ post-school outcomes measured?

· What indicators are used to measure students’ outcomes?

· What outcomes do students achieve with respect to employment, independent living, social and recreation, and community participation?
· How do the outcomes of students of different genders, ethnicities, and with and without disabilities compare?

· Do current data collection systems at local and district levels satisfy data information needs? Are these systems compatible?

· To what extent are data collected, combined, and used to identify and address service and funding needs?

· How are evaluation data used for program improvement?
Suggested Indicators

· Evaluation plan that includes evaluation questions, information sources, time frame, analysis, and reporting procedures

· Student follow-up survey

· Evaluation report

· Program improvement plan 
· Summary of student service needs generated from IEP documents 
	


	Strategic Planning
	Implementation
	Evidence of Implementation

	3. Strategic planning, involving local education and community organizations, is conducted to identify and address community, regional, and state-level issues and services specific to the transition of all youths from school to work, postsecondary education, and other post-school environments.
	DK   1   2   3   4
	

	Reflective Questions

· To what extent and how do interagency coordinating bodies in our local area conduct strategic planning for collaborative service delivery and funding?

· To what extent and how are student outcome data and other program evaluation information used in strategic planning?

· To what extent are strategic plans implemented?

· How is information generated through local strategic planning used to inform regional and state planning and service delivery? 

Suggested Indicators

· Documentation of collaborative transition body

· Record of strategic planning process, including participants, procedures, and time frame
· Strategic plan
· Protocol for providing local information to regional and state bodies 
· Evidence of implementation

	


	Program Policy
	Implementation
	Evidence of Implementation

	4. Specific and consistent policies and procedures that support implementation of effective practices are established, clearly communicated, and implemented within and between educational and community service agencies.
	DK   1   2   3   4
	

	Reflective Questions

· How do local, district, and/or state policies facilitate and/or inhibit implementation of effective transition practices such as:

· Student access to and participation in school- and community-based experiences?

· Student participation in paid-work experience?

· Student and family involvement in transition-focused IEP development?

· Education, family, and agency collaboration?

· Integration of transition planning and development across educational programs, levels, and services?
· Integration of transition planning and services in community service delivery systems?

· How are results for students with disabilities included in accountability standards? What incentives and/or disincentives are used to foster accountability for students’ post-school outcomes? 
Suggested Indicators

· Policies regarding student discipline
· Policies and/or criteria for student participation in academic programs, career and technical education, and co-curricular and extracurricular activities, including paid work experience 
· Policies regarding IEP planning and development

· Policies regarding collaboration within education, and with families, service providers, and businesses
· Policies and procedures regarding curriculum development

· Participation in interagency agreements and bodies
	


	Human Resource Development
	Implementation
	Evidence of Implementation

	5. Educators and other transition service providers meet established transition-related competencies through initial and continuing professional development.

Transition-related resource materials and technical assistance are provided to families, educators, service providers, and other relevant stakeholders.
	DK   1   2   3   4
	

	Reflective Questions

· To what extent and how are specific transition-related competencies included in licensure and certification standards for educators and other transition services providers?
· Are these competencies addressed in teacher, administrator, and other personnel assessments and mentor programs?

· Do beginning and practicing teachers—general, special, and occupational—meet established standards?

· How are transition-related resource materials and technical assistance needs determined?
· Do transition-related resource materials and technical assistance address identified needs?

Suggested Indicators

· Transition-related competencies
· Position descriptions

· Personnel evaluation documents
· Accountability standards and evidence

· Needs assessment regarding transition resource materials, professional development (PD), and technical assistance (TA)
· Resource materials, and PD and TA schedules and materials

· Student, family, educator, and service provider satisfaction with resource materials, professional development, and TA
	


	Resource Allocation
	Implementation
	Evidence of Implementation

	6. With student and family input, sufficient resources are allocated to meet identified needs and optimize impact, including provision of services in integrated, community-based settings.
	DK   1   2   3   4
	

	Reflective Questions

· Are local resources adequate to meet the education and transition service needs of all students?
· Do education, service, and business organizations collaborate to determine and address resource allocation issues?
· How are families and students involved in determining transition service needs and corresponding budget allocations?

· How are education, service agency, and business resources used to provide transition education and services?

· How are additional funding sources identified and sought after?
· How do resource policies need to be changed to enhance or expand resource allocation for transition education and services?
Suggested Indicators

· Local and district education and agency budgets
· Service delivery needs assessments with corresponding cost projections and funding sources 
· Identified unmet needs
· Established procedures and responsibility for identifying additional funding sources
· Funding applications
· Transition-related positions funded by “blended” sources (e.g., rehabilitation counselor licensure)
· Analysis of funding-related policies (e.g., use of state education  funds for providing transition education and services)

	


Part 2: Program Structures and Practices Needs Assessment
Instructions

Use the responses from your implementation assessment in Part 1 to identify current strengths of your program structures and practices. Then, using your identified strengths as a baseline, identify specific needs regarding your program structures and practices. Subsequently, code your identified needs with respect to their priority or immediacy (e.g., high priority/immediate need, moderate priority/intermediate need, or lower priority/long-term need). 
Example

	Program Evaluation
	Current Strengths
	Needs
	Priority

	2.
Ongoing program evaluation that includes analysis of post-school outcomes, developed with student and family involvement, is used for community needs assessment and program improvement.

	· Evaluation plan
· Connection with Education Plan for Student Success (EPSS)
· Pilot follow-up survey

· Assigned staff

· Commitment of community transition council
	· Program effectiveness information (generated from evaluation plan)
· Student outcome data (generated by student follow-up survey)

· Projected service needs (generated through long-term evaluation strategy that integrates data from various systems)

	High/ immediate
High/ immediate     

Lower/ long-term




	Program Philosophy
	Current Strengths
	Needs
	Priority

	7. Educational planning, programs, and curricula:

a.
are community-referenced,

b.
are outcome-based,

c.
are provided in integrated and least restrictive environments,

d.
are flexible to meet students’ needs,

e.
are culturally and linguistically sensitive,

f.
provide access to all secondary and postsecondary educational options, and

g.
address all age levels from elementary through postsecondary education.

	
	
	


	Program Evaluation
	Current Strengths
	Needs
	Priority

	8. Ongoing program evaluation that includes analysis of post-school outcomes, developed with student and family involvement, is used for community needs assessment and program improvement.

	
	
	


	Strategic Planning
	Current Strengths
	Needs
	Priority

	9. Strategic planning, involving local education and community organizations, is conducted to identify and address community, region, and state-level issues and services specific to the transition of all youths from school to work, postsecondary education, and other post-school environments.

	
	
	


	Program Policy
	Current Strengths
	Needs
	Priority

	10. Specific and consistent policies and procedures that support implementation of effective practices are established, clearly communicated, and implemented within and between educational and community service agencies.

	
	
	


	Human Resource Development
	Current Strengths
	Needs
	Priority

	11. Educators and other transition service providers meet established transition-related competencies through initial and continuing professional development.

Transition-related resource materials and technical assistance are provided to families, educators, service providers, and other relevant stakeholders.

	
	
	


	Resource Allocation
	Current Strengths
	Needs
	Priority

	12. With student and family input, sufficient resources are allocated to meet identified needs and optimize impact, including provision of services in integrated, community-based settings.

	
	
	


Part 3: Planning Program Structures and Practices

Instructions

The purpose of this section is to help you make plans for the coming year. Use the responses from your implementation assessment in Part 1 and needs assessment in Part 2 to identify specific goals in each program structures and practices area. Then identify specific goal-related activities, the person(s) responsible for the activity, and the timeframe for implementation. As you are planning, also identify (a) the outputs or products to be produced, (b) your anticipated or expected outcomes, (c) indicators to determine whether the outcomes were achieved, and (d) data sources through which evidence will be collected. As a resource, use the checklist on page 32 to help you clarify your goals, activities, outputs, and anticipated outcomes. 

Example

	Program Structures and Practices: Program Evaluation

	Goal:  Develop program improvements based on evaluation data  

	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	· Finalize family and student satisfaction questionnaire; implement; track responses; input data; summarize findings
· Develop student transition services database to record service needs and track referrals, status, and services provided/still needed
· Use student database to project next year’s service needs

· Plan program improvements based on family and student responses and identified service gaps
	· Scott and Emily with Parent Advisory Committee (PAC)
· Scott 
· Scott w/Comm Trans Coun
· Scott w/Comm Trans Coun


	· Implement by Dec. 31        Summarize by April 30
· Develop by Feb. 1
· Projections by June 15
· Planning by July 15

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	· Questionnaires, data summary, evaluation report
· Database, service projections
· Program revisions
	· Program improvements identified
· Reduced gap between services needed and provided
· Increased student and family satisfaction 
	· Response rate

· Identified service needs
· Services provided
· Gap between needs and services provided
· Level of satisfaction 
	· Response records, completed questionnaires
· IEPs

· Referral records
· Monthly services summary


	Program Structures and Practices: Program Philosophy

	13. Educational planning, programs, and curricula:

	a.
are community-referenced,

b.
are outcome-based,

c.
are provided in integrated and least restrictive environments,

d.
are flexible to meet students’ needs,


	e.
are culturally and linguistically sensitive,

f.
provide access to all secondary and postsecondary educational options, and

g.
address all age levels from elementary through postsecondary education.

	Goal:  



	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices: Program Evaluation

	14. Ongoing program evaluation that includes analysis of post-school outcomes, developed with student and family involvement, is used for community needs assessment and program improvement.

	Goal:

	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices: Strategic Planning

	15. Strategic planning, involving local education and community organizations, is conducted to identify and address community, region, and state-level issues and services specific to the transition of all youths from school to work, postsecondary education, and other post-school environments.

	Goal:

	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices: Program Policy

	16. Specific and consistent policies and procedures that support implementation of effective practices are established, clearly communicated, and implemented within and between educational and community service agencies.

	Goal:

	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices: Human Resource Development

	17. Educators and other transition service providers meet established transition-related competencies through initial and continuing professional development. Transition-related resource materials and technical assistance are provided to families, educators, service providers, and other relevant stakeholders.

	Goal:

	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices: Resource Allocation

	18. With student and family input, sufficient resources are allocated to meet identified needs and optimize impact, including provision of services in integrated, community-based settings.

	Goal:

	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices

	Focus:


	Goal:


	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices

	Focus:


	Goal:


	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


	Program Structures and Practices

	Focus:


	Goal:


	Specific Goal-Related Activities
	Person Responsible
	Timeframe

	
	
	

	Outputs/Products
	Expected Outcomes
	Potential Indicators
	Data Sources

	
	
	
	


Checklist for Identifying and Evaluating

Program Goals, Activities, Outputs, and Outcomes

	Focus Area
	Considerations and Criteria

	Goals
	· Be specific.
· Identify what you are trying to accomplish.

· Think in terms of outcomes rather than process or products.

· Is the goal achievable within the specified timeframe?
	· Is the goal measurable?

· Is the goal within the scope of your control?

· Is the goal action-oriented?

· Is the goal realistic?

	Activities
	· Is the activity action-oriented?

· Will the activity move you toward your goal?
· 
	· Is the activity theoretically-based?
· Is the activity do-able with available resources?

	Outputs
	· Think in terms of “product” – something that will be produced?
	· Is the “product” producible with the available resources?
· Will the outputs move you toward your goal?

	Expected Outcomes
	· Think in terms of impact—what do you expect to happen as a result of your activities and outputs?

· What do you expect to achieve?

· Is the expected outcome an important aspect of your goal(s)?
	· Is the expected outcome specific?

· Is the expected outcome meaningful?

· Is the expected outcome measurable?

	Outcome Indicators
	· Are specific indicators needed or required by specific audiences (e.g., Feds, state, etc.?) 
· What information do you need to answer the important evaluation question(s)?
· Is the indicator specific?
	· Is the indicator measurable?

· Is the indicator meaningful?

· Is the indicator short or long-term (need both)?

· Is the indicator possible with available resources?

	Outcome Data Collection
	· Are information sources identified?
· Available from existing sources?

· New sources must be developed?

· What methods will you use to collect information?

· Can sampling methods be used?
· Must information be collected about all students?
	· Who will collect the information?

· Do arrangements need to be made for data collection?

· Do data collection instruments need to be developed?
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