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Your 2017-18 Procedural Compliance Review 

Corrections (last year’s review) are  

due by April 14, 2019. 
EVIDENCE OF CORRECTION:  If any non-compliance was found during 

the 2017-18 Procedural Compliance Review (PCR), in order to 

demonstrate correction, the district/program must: 

1. Correct individual student files (if possible); 

2. Complete additional file reviews for each standard with non-

compliance; and,  

3. If Systemic Issues were identified during the PCR process, 

complete interventions and additional file reviews for each standard 

with systemic non-compliance. 

 

Submit all evidence of correction of noncompliance 

(corrections, additional file reviews, and interventions) as 

soon as possible until 100% compliant and no later than 

April 14, 2019. 

 

SPR&I File Review User Guide is available online at 

http://www.ode.state.or.us/search/page/?=5383  

 

It is the policy of the State Board of Education and a priority of the Oregon Department of 
Education that there will be no discrimination or harassment on the grounds of race, color, sex, 
marital status, religion, nation origin, age, sexual orientation, or disability in any educational 
programs, activities or employment. Persons having question about equal opportunity and 
nondiscrimination should contact the Deputy Superintendent of Public Instruction at the Oregon 
Department of Education, 255 Capitol Street NE, Salem, Oregon 97310; phone 503-947-5740; or 
fax 503-378-4772. 

 

http://www.ode.state.or.us/search/page/?=5383
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A Note about “Lights” 

The lights on your dashboard indicate where your program is in any given 

process.  Generally: 

 

 

 

 

 

 

 

 

Check your dashboard frequently during SPR&I “season” for updates, 

changes in lights, and other information. 

 

 

A red light means something needs your attention.  If 

you have started on a task, but have not yet finished it, 

the light will remain red. 

A yellow light means ODE staff needs to review or 

approve your work so you can move into the next 

phase of your PCR Indicator work.  

A green light means you have done as much as you 

can do right now on this task. It does not necessarily 

mean you are completely finished with the task. 

No light means the task is not ready.   



SPR&I File Review User Guide 2018 
 

4 
 

Procedural Compliance Review (PCR) 

Step 1:  Login   

Using the district’s secure password, log into the system via the ODE District website at 

https://district.ode.state.or.us. The SPR&I dashboard will appear.  Check the dashboard 

for any notices or updates.  Always check to make sure you are working in the correct 

school year.   

Click on Individual Corrections.   

NOTE:  The dashboard light will remain red until the PCR is submitted.  During the ODE 

verification period, the light will remain yellow. The light will turn green when the ODE verification 

process is complete and all noncompliance within individual files has been corrected.   

VIEW OF SPR&I DASHBOARD

  

 

 

Step 2:  Student File Selection 

https://district.ode.state.or.us/
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The system will automatically select the required number of students for each 

district.  Additional files will be added for district charter schools and when a 

district has a contract with ODE to provide education services to a program 

[examples include: Long Term Care & Treatment (LTCT) and Youth 

Corrections (YCEP)].  Files listed in bold print require action.  

Note:  All names and student information in this guide are fictitious. 
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Step 2:  Student File Selection (continued)  

For further demographic information regarding the students, click on More 

Detail located in the File Info box. Student information is based on the 

December 2017 SECC data collection. Click on Less Detail to remove all 

demographic information except for the student name.   

 

 

 

  



SPR&I File Review User Guide 2018 
 

7 
 

Step 2:  Student File Selection (continued)  

For further information regarding PCR standards, click on More Detail 

located in the Standard Info box. This section provides a quick summary of 

the compliance status for individual student files, including the number of 

applicable standards for each student, compliance status of the file, and 

verification of any necessary corrections. An additional column has been 

added to indicate ODE verification of the submitted data.  
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Step 3:  Student File Confirmation  

The PCR review begins with district confirmation of the student file selection.  

Click on the name of the student whose file is to be reviewed.   
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Step 3:  Student File Confirmation (continued)  

ALL the following responses must be “yes” in order to review the file: 

 Student is currently enrolled in your district; 
 Student is currently eligible for special education;  
 Student was enrolled in the district on Dec. 1, 2017; 
 Eligibility in effect on Dec. 1, 2017; 
 IEP was in effect on Dec. 1, 2017; and 
 IEP in effect Dec. 1, 2017 contained specially designed instruction. 

 

NOTE:  In some circumstances, ODE may require the review of files of students who were 

not enrolled in your district/program on December 1, 2017. This occurs most frequently 

in very small districts, in districts/programs with very transient student populations, and 

during focused monitoring. 
  

Eligibility and Census Verification 

The student file being reviewed includes each of the following: 

 Documentation that the student was enrolled in the district on December 1st of the census 

review year and,  

 A statement of Oregon eligibility, signed by an Eligibility Team, that was in effect on 

December 1st of the census review year; and,  

 An Oregon Individualized Education Program (IEP) that was in effect on December 1st 

of the census review year; and,  

 The IEP in effect on December 1st of the census review year contained specially designed 

instruction; and,  

 The student is still enrolled in the district and eligible for special education at the time 

of review.  

 If the answer is "No" to any one of these, the file should not be reviewed and an 

alternate file selected for review, except for LTCT, YCEP, and JDEP programs.  

Because these programs specialize in the temporary placement of students, the 

student files must still be reviewed.  Mark “Yes” for LTCT, YCEP, and JDEP 

student files and enter the student information in order to complete the lock-in 

process even when the student was not enrolled in the district on December 1st of 

the census review year. 

 NOTE:  For compliance purposes, the CURRENT IEP in effect must be used for 

the PCR review, not the IEP in effect during the December 1st SECC census. 

Documentation for students enrolled in the district but receiving services outside the district may 

include: Inter-district Agreements, contact logs showing that tutoring was being provided, and 

attendance reports from service providers (e.g., state or regional programs). 
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Step 3:  Student File Confirmation (continued)  

If the answer is “no” to any of the file review criteria, a new student file must 

be selected. Scroll to the bottom of the page and click on the Replace button 

and the system will automatically select a different student. There are only 

two allowable reasons to replace a student file: (1) student moved out of the 

district and (2) student exited Special Education (no longer eligible or 

parent/adult student revoked consent).  The SPR&I system will allow 

replacement of up to five (5) students. If more replacements are required, 

contact the ODE county contact for assistance. 

Note:  If the “no” was due to an error in the district’s December 2016 SECC, 

contact the ODE county contact as soon as possible. 
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Step 4:  Lock In   

The SPR&I system will pre-load some demographic information from the 

December 2017 SECC, but additional information is required for the system 

to determine which standards apply to the student.   

Once the additional information is provided, click on Save and then Lock to 

lock-in the student for the PCR review process.   
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Step 4: Lock-In (continued)   

To ensure the student continues to meet all criteria, the lock-in process 

should be completed close to the time the student file will be reviewed.   

If the student no longer meets all criteria during the PCR review process (e.g. 

the student is no longer eligible or has transferred to a different district), the 

file should be unlocked and a new student file selected.  If a file needs to be 

unlocked, contact the ODE county contact.     
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Step 5:  PCR Review Form   

After the student has been locked in, print a copy of the PCR review form.   

Click on the student name and then click on Print Blank Form in the 

information box.  The PCR form will show only the applicable standards for 

the student, ODE guidance, and the required corrective actions if the 

standard is not in compliance.   

Hint:  At any time during this process, click on More Detail to pull up the demographic 

information for the student.  If demographic information was entered incorrectly and a 

standard does not apply to the student, contact the ODE county contact and they will be 

able to edit the demographic information.  
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Step 5:  PCR Review Form (continued)   

To allow for efficient data entry in the SPR&I system, complete the file review 

prior to entering the data.  ODE recommends retaining copies of the PCR 

review forms during the verification and correction process.  This will also 

facilitate ODE review during any focused monitoring visits.   
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 Step 6:  Data Entry 

The left side-bar lists the various compliance areas, followed by the 

standards that apply to the selected student. Select Not Entered in the 

Display Standards box to initiate the data entry process. The drop down 

menu allows sorting by other criteria (e.g., all or by compliance status). 

In the Compliance Status box, click on the Not Reviewed and then select 

the appropriate response from the drop-down menu (e.g. yes, no, NA, or 

corrected).  
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Step 6:  Data Entry (continued) 

Select the appropriate compliance status, add a comment if required or to 

explain the circumstances, and then click on one of the Save options.   Save 

and Previous will display the previous standard; Save and Next will display 

the next standard that requires review. 
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Step 6:  Data Entry (continued) 

If No or NA is used for any standard, a comment must be included that 

describes what was out of compliance or why the standard was not 

applicable.  To simplify the process, the SPR&I system may automatically 

insert a common response.  That response may be edited or replaced by a 

different comment. 

Hint: ODE county contacts closely review these comments, so please 

explain any unusual circumstances, provide specific details and be concise.   
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Step 6:  Data Entry (continued) 

Corrections can be made prior to ODE verification. Sometimes, 

noncompliance can be corrected quickly, such as getting a parent signature 

or sending a copy of a document. At other times, the correction may require 

a team meeting or an amendment to the IEP.   

Clicking on Corrected under compliance status will give a prompt for any 

additional required information. Corrections for individual files must include 

the date(s) corrective actions were taken to correct the noncompliance 

before ODE can verify the correction. The required Corrective Action is 

seen on the right hand side of the screen. 
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Step 7:  Final Review   

To check on progress or to double check data before submitting to ODE, 

look in the Standard Info column which shows the number of standards that 

still need to be reviewed. Or click on More Detail to show results, including 

the number of standards marked No, Yes, NA, and Corrected.  ODE 

suggests running the “Compliance status by standard detail” report which 

provides information on the state of noncompliance within each file and 

across files. (Click on SPED for a list of options and reports.) 

The Correction Verified column is completed by ODE. ODE may mark a 

standard Pending if further information is needed.   
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Step 8:  Submit for ODE Verification 

Once all the compliance information has been entered for 

ALL student files, a Submit All PCR Files button will 

appear.   

Don’t forget to hit the submit button! 

The 2018-2019 PCR submission due date is February 1, 

2019. 
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Step 9:  ODE Verification 

Once the PCR data has been submitted, ODE can begin the verification 

process. ODE will closely review all comments, so please be concise.   Once 

the verification process is completed and all necessary individual student file 

corrections have been completed, the dashboard light for individual file 

corrections will change to green. 

 

Correction of Noncompliance 

 ALL noncompliance must be reported to ODE.   

 

 ALL noncompliance will require individual student file corrections, 

followed by additional file reviews to determine if the noncompliance is 

a systemic issue.  

 

 Correction must occur as soon as possible, but no later than one year 

from written notification from ODE of a finding. 

 

 ODE tracks and reports all noncompliance through 100% correction in 

the Annual Performance Review (APR) submitted to the US Dept. of 

Education, Office of Special Education Programs (OSEP).   

 

 Completing the SPR&I process allows districts an opportunity to 

identify noncompliance.  Also, and more importantly, it identifies staff 

professional development needs and provides a link between 

compliance in student files and progress in the indicators. 
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Step 10:  Correcting Individual Student Files 

When individual student files need correcting, the SPR&I system will indicate 

what Corrective Action must be taken.  Under Comments, data entry box(es) 

must be completed to verify correction.  Further guidance is available on the 

PCR review form.  If the student is no longer enrolled in the district or is 

enrolled, but no longer eligible for special education services, contact the 

ODE county contact for guidance.     

 

 

Additional File Reviews 

Additional file reviews are required any time noncompliance is 

reported. The additional file reviews will only focus on the 

standards that were reported with noncompliance. 



SPR&I File Review User Guide 2018 
 

23 
 

  



SPR&I File Review User Guide 2018 
 

24 
 

In this section, please note the following: 

 For every standard, evidence of compliance needs to be established 

through individual file correction whenever possible and through 

additional file reviews. 

 The activity reviewed (standard) during the additional file review 

process must have occurred after the date of noncompliance reported 

in the initial file review. 

 There are only two choices for the compliance status for these 

standards (Yes or No), but a comment may be added for clarification.   

In rare cases an NA may be used during this step.  NA may be used 

in the Additional File Review process only if NA was an acceptable 

response for that standard in the initial PCR review and there are no 

files available to review for this standard.   

 

See MEMO 09-02, US Dept. of Education, Office of Special Education Programs 

 

District Size Charter 
Required # of 
files for initial 
PCR 

Required # of files 
for Additional File 
Review 

No SECC 0 0 0 

Very Small 
(1-99 SECC) 

2 6 2 

Small 
(100-499 SECC) 

2 8 2 

Medium 
(500-999 SECC) 

2 15 4 

Large 
(1000+ SECC) 

2 20 6 
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Additional File Reviews 

Step 1:  Student File Selection 

The Master SSID Summary list is optional, but it can reduce the amount of time required 

to establish evidence of compliance across the standards and enhance the efficiency of 

the process.  When using the Master SSID list for the additional file review, select student 

files that cover the majority of noncompliant standards.  If the standard does not apply to 

a file on the Master SSID list do not change the Master SSID list, but simply click on Edit 

and enter the SSID number for a student file in which the standard is applicable. 

NOTE:  If there are both secondary transition standards and SLD standards to correct, 
do not select only high school files for SLD students.  It is recommended that districts 
select files from several different areas or categories of disabilities to allow for a broad 
consideration of the review.  

 

 
 

 

 

 

Step 1:  Student File Selection (continued) 
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If the standard involved is age linked (e.g. ECSE, secondary transition) or 

disability linked (SLD), then student files that meet the criteria may be 

substituted for those on the Master SSID List.  DO NOT change the Master 

SSID list if you want to make a change for an individual standard.  Instead, 

highlight the SSID number next to the compliance status column and enter 

the SSID number for the file reviewed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2:  Data Entry 
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Click on the standard listed under Additional Review List.  Data for each 

standard must be entered separately. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2:  Data Entry (continued) 
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Enter the compliance status for each student file.  Only Yes or No answers 
will be accepted. Comments may be added. If any of the files are 
noncompliant, this standard will become a Systemic Issue and additional 
interventions and file reviews will be required to demonstrate compliance.  If 
all responses are “Yes” the SPR&I system will verify compliance. 
 
Exception:  Some small districts/programs may have to enter an NA in this section if there 
are no files available to review for this standard.  Consult the ODE county contact for 
further details. 
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Systemic Issues 

 

The following results will trigger systemic issues that require correction:   

 When more than 33% of the files are out of compliance for a specific 

standard during the PCR; and/or 

 When any noncompliance is reported during the Additional File Review 

process. 
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To correct systemic noncompliance: 

 

Step 1:  Complete individual file corrections as needed. 

 

Step 2:  Interventions   

Select and conduct intervention(s) that address systemic issue standards.  

Be sure that the completion date of the intervention provides sufficient 

time within the one-year correction period to review the implementation 

and verify compliance post-intervention.** Click on Add Intervention 

and a selection of the more common interventions will appear.  Or select 

“Other” and enter a different district intervention.  The master list of 

interventions will apply to all standards with systemic issues, though the list 

may be edited within each standard if necessary. 
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Step 3:  File Review  

 

Compliance cannot be demonstrated until the intervention has been 

completed.  The timeframe for both the intervention and demonstration of 

compliance is within one year from the notice of findings.  Districts must show 

100% compliance for ODE to sign off on verification of correction of 

noncompliance. 

 

Select only those files that show action occurred for the standard after the 

intervention date. In the following example, the district completed the 

intervention 11/18/2017, so they would need to review an eligibility 

determination that occurred after 11/18/2017.   
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Step 4:  Corrective File Review 
 
Once the Interventions for a standard are completed, a Corrective File 
Review tab will be available to enter SSID numbers and indicate compliance 
status during the review.  Remember the implementation of the standard 
must occur after the intervention date. 
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Step 5:  Corrective File Review 
 
If all files are found to be compliant during the corrective file review, a 
notification tab will appear that indicates the district/program has 
successfully corrected the systemic issue. 
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SPR&I Reports 

A number of reports can be printed using the SPR&I database.  In addition 

to extensive data provided for each indicator under their reports tab, the 

multi-year database and other reports may be accessed by clicking on 

SPED. 

 

If you have any questions, please call the district’s ODE county contact.  

ODE welcomes the opportunity to provide technical assistance. 
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And let all your lights be green! 
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