Directions for the 
CORRECTIVE ACTION PLAN 

Addressing Civil Rights Compliance Directives in Response to an Onsite Visit
2011
A Corrective Action Plan (CAP) is a written document developed by the school district that outlines the steps and actions that will be taken to correct findings of noncompliance resulting from the onsite review.

A. Timelines for Submission

Within 60 days of the date of the Letter of Findings (LOF), the local school district is to submit their Corrective Action Plan to the DPI.  The plan will be reviewed and accepted or additional information or modifications will be requested.  Modifications to the plan must be submitted within 30 days of notification.  If necessary, a district may request an extension of time for either completing the plan or making modifications to the plan.  This request must be made in writing and provide compelling reasons why such an extension is necessary.
B. District Contact
To ensure clear and consistent communication, designate one staff member as the contact to the DPI for the Corrective Action Plan.  This person will be the first-point-of-contact for any questions or concerns related to the CAP and should, therefore, have first-hand knowledge of the Plan, its development and implementation.  This person will also be the contact for local staff that may have questions of DPI staff.
C. Developing the CAP
1. If you were not sent an electronic copy of your Letter of Findings (LOF) please request one from debra.motiff@dpi.wi.gov 

2. The Letter of Findings details the results of the onsite review and describes areas of compliance and also issues of concern and/or noncompliance.  Not all findings cited in the LOF require further action.  Those that do are followed by a directive. A separate plan should be created for each directive unless the same corrective actions are required for similar directives.  The directives may be copied and pasted from the LOF document.  It is helpful to create a district master with repeated information and to name each CAP page by the number of the Directive. Please keep the CAP pages in word format so that we can use the same document to communicate and document completion. Some districts will create a draft plan with directives and major activities prior to the DPI visit ending. Use this draft and customize it through the following steps.
3. It is recommended that the directives be reviewed to determine what staff are most appropriate to be involved in both developing the specific plan to address each area of noncompliance and in implementing and documenting the steps, tasks and/or activities identified as requisite to correcting the issue of noncompliance. 
4. Convene those staff to complete a Corrective Action Plan for each finding of noncompliance/Directive.
5. After all CAP pages have been developed, complete, sign and date the Cover Page. Scan the cover page.
6. Compile all CAP pages, relevant documentation and evidence.  Electronic submissions of the cover page and each CAP page are preferred. They must be in word format.
D. Completing the CAP Form

1. Download the CAP form from http://www.dpi.wi.gov/cte/crc/crc-rptngforms.html
Save it as a Microsoft WORD document.

2. Enter the district name.  

3. Create a district Master by saving the original CAP file with the district name added into it.  If you use this file to create all subsequent documents, you won’t have to re-type this information.

4. From the LOF document, copy and paste each directive  (Remember, each directive is to be addressed in a separate plan, unless the findings or directives are so similar that they can be combined)

5. Copy and paste the related directive(s) from the LOF document.

6. Place the cursor in the blank row under the table headings and begin typing.  Rows will expand vertically to fit the text that is entered.

7. Use <TAB> key to move from one cell to another.

8. When finished, SAVE AS and provide a descriptive name for each file (most use the letter and number of the LOF item).

9. If completing multiple pages, repeat steps 4-8.

E.
Disputing Findings of Noncompliance

On occasion evidence to support a finding of compliance is missed during the onsite review or, the district is able to correct an issue of noncompliance prior to receiving the LOF.  If the district believes that a finding is in error, compile the evidence that supports this and send it to the DPI with a letter of explanation that includes the date of the review and the finding of noncompliance that is being contended.  If it is found that an issue of noncompliance has been corrected, compile the evidence that supports this and attach it to the appropriate CAP.  
F. The Review Process
Upon receipt at the DPI, the district’s CAP will be reviewed using the criteria outlined below.  A letter of acceptance or one requesting additions or modifications will be issued.  Additions or modifications must be submitted within 30 days following notification.
The following criteria are used to evaluate a CAP:

1. A CAP is developed for each finding of noncompliance/Directive.
2. The CAP addresses each related directive identified in the Letter of Findings.
3. The Corrective Activities described are detailed and sequential to the extent that the DPI review team can envision the process the district will use to correct the issue of noncompliance.  
4. Based on the regulations, the proposed activities will resolve the noncompliance issues.

5. Local staff has been designated to implement each planned activity/step.

6. Tangible examples/products/outcomes to constitute as evidence of compliance are clearly identified.

7. The timeline for monitoring and evaluating these tangible examples/products/outcomes is evident, reasonable, and realistic. 
8. The Cover Page is completed in full, signed and dated by all required parties and submitted to DPI with the CAP.
9. The district acknowledges the quarterly schedule for reporting back to the department with documentation that CAP steps are complete each September 15th, December15th, March 15th, and June15th.
G. Notification to Office for Civil Rights for Failure to Develop a Corrective Action Plan(s)
DPI is required to notify the Office for Civil Rights if, after a maximum of 90 days following issuance of the Letter of Findings, a Corrective Action Plan is not submitted by a school district.

DPI may grant an extension for the revision of an unacceptable Corrective Action Plan if it is determined that the educational agency has been working in good faith to develop a plan to correct issues of noncompliance.

DPI is required to notify the Office for Civil Rights if, after a maximum of 120 days following the issuance of the Letter of Findings, any educational agency is still working in good faith to remedy the deficiencies of an unacceptable plan.

H. Monitoring the Corrective Action Plan
10. Plans will be monitored to determine if remediation activities are taking place.  Educational agencies must provide evidence of completion for each CAP activity on a quarterly basis.  There is a transmittal form and a photo authenticity form for quarterly reports on September 15th, December15th, March 15th, and June15th.
I. Closing the Civil Rights Compliance Review
The DPI will issue a letter of closure when all findings of noncompliance/Directives have been corrected.
J. Reporting to OCR

DPI is required to submit a copy of all Letters of Finding and Corrective Action Plans to the Office for Civil Rights as part of its biennial report in the odd years.
K. Technical Assistance

Technical assistance in developing, implementing or evaluating a CAP may be obtained by contacting your DPI team leader or Kevin Miller at kevin.miller@dpi.wi.gov 
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