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Summary of Documents
Below is a list of the documents that we review during the civil rights review process. Some documents are collected from a district level, while others are at a school level.
Please do not create any new documents for this process. You do not need to send documents your school or district does not have. If you have any questions, please do not hesitate to reach out to the ODE Methods of Administration Team.
Please submit documents at least two weeks prior to staff interviews.
	#
	Documents Requested:
	Comments:
	
	
	

	A
	ADMINISTRATIVE
	Comments - A
	
	
	

	A1
	CTE ANNUAL NOTICE OF NONDISCRIMINATION
	Comments – A1
	
	
	

	
	CTE Annual Notice of Nondiscrimination
[what is this?]
	
	
	
	

	
	CTE Annual Notice of Nondiscrimination translated into any languages other than English
	
	
	
	

	
	Description of the method the CTE Annual Notice of Nondiscrimination is provided to individuals with visual or hearing impairment
	
	
	
	

	[bookmark: _Hlk215666704]A2
	CONTINUOUS NOTICE OF NONDISCRIMINATION
	Comments – A2
	
	
	

	
	Continuous Notice of Nondiscrimination found in footer of website
[sample] [checklist]
	
	
	
	

	
	Student Handbook
	
	
	
	

	
	Staff Handbook
	
	
	
	

	A3
	CIVIL RIGHTS COORDINATOR
	
	Comments – A3
	
	
	

	
	Civil Rights Coordinator(s) contact information, including position title(s)
	
	
	
	

	
	Confirmation of training attendance
	
	
	
	

	
	Materials and slides from Civil Rights Coordinator trainings coordinator attended
[training requirements]
	
	
	
	

	
	Job description for Civil Rights Coordinator
	
	
	
	

	A4
	TITLE IX COORDINATOR
	Comments - A4
	
	
	

	
	Title IX Coordinator(s) contact information, including position title(s)
	
	
	
	

	
	Confirmation of training attendance
	
	
	
	

	
	Materials and slides from Title IX trainings coordinator attended
	
	
	
	

	
	Job description for Title IX Coordinator
	
	
	
	

	A5
	TITLE IX DECISION MAKER(S) AND INVESTIGATOR(S)
	Comments - A5
	
	
	

	
	Contact information for designated Title IX Decision Maker(s) and Investigator(s), including position title(s)
	
	
	
	

	
	Confirmation of training attendance
	
	
	
	

	
	Materials and slides from Title IX trainings decision maker(s) and investigator(s) attended
	
	
	
	

	A6
	SECTION 504 COORDINATOR
	Comments – A6
	
	
	

	
	Section 504 Coordinator contact information, including position title(s)
	
	
	
	

	
	Confirmation of training attendance
	
	
	
	

	
	Materials and slides from Section 504 trainings coordinator attended
	
	
	
	

	
	Job description for Section 504 Coordinator
	
	
	
	

	A7
	ADA TITLE II COORDINATOR
	Comments – A7
	
	
	

	
	Americans with Disabilities (ADA) Title II coordinator contact information, including position title(s)
	
	
	
	

	
	Confirmation of training attendance
	
	
	
	

	
	Materials and slides from ADA Title II trainings coordinator attended
	
	
	
	

	
	Job description of ADA Title II coordinator
	
	
	
	

	A8
	COMPLAINT PROCEDURES
	Comments – A8
	
	
	

	
	Complaint procedures for students, staff, and third parties to address complaints concerning alleged discrimination (including sexual harassment, discrimination on the basis of sex, and discrimination on the basis of disability)
	
	
	
	

	B
	RECRUITMENT, ADMISSIONS, AND COUNSELING
	Comments - B
	
	
	

	B1
	ENROLLMENT/REGISTRATION
	Comments – B1
	
	
	

	
	Access to district online enrollment form
	

	
	PDF of printable district enrollment forms (if used)
	

	
	School application forms for choice schools, alternative schools, charter schools
	

	B2
	ADMISSIONS CRITERIA AND ACCESS TO CLASSES
	Comments – B2

	
	Course catalog
	

	
	Master class schedule
	

	
	List of programs or courses with selective admissions (application process that may result in more applicants than available slots)
	

	
	Copies of blank supplemental application forms for selective programs (if applicable)
	

	
	CTE class participation demographics
	

	B3
	COUNSELING AND ADVISING
	Comments – B3

	
	Any written counseling plans, policies, and procedures
	

	
	Samples of counseling materials used such as brochures, flyers, and websites
	

	
	Course forecasting forms in English and translated into other languages
	

	
	List of interpretive services available to EL students and families
	

	
	List of interpretive services available to students with a hearing impairment or visual impairment
	

	
	Describe the process to identify disproportionate program enrollment and steps for improvement.
	

	B4
	RECRUITMENT AND PROMOTIONAL ACTIVITIES
	Comments – B4

	
	Examples of recruitment materials for schools and programs, including brochures, social media, or newspaper advertising in English and translated into other languages
	

	
	Examples of promotional efforts (e.g., career days, recruitment trips to middle schools, etc.)
	

	
	Calendar of recruitment events and outreach activities
	

	
	List of student organizations recognized by the school
	

	
	Recruitment/application materials for student organizations
	

	C
	FACILITY ACCESSIBILITY
	Comments – C

	
	Campus maps
· Layout/map for each building
	

	
	List of each building owned, rented, or leased by the school
· Date each building was constructed or altered
· The applicable standard used for construction (if known)
	

	
	List of each parking lot owned, rented, or leased by the school
· Date each lot was constructed or altered (resurfacing or repainting of lines)
· The applicable standard used for construction (if known)
· Total number of accessible spaces in each lot
· Number of van-accessible spaces in each lot
	

	D
	COMPARABLE FACILITIES
	Comments - D

	
	Location, description, and comparison of any separate facilities based on gender (locker rooms, restrooms, dressing rooms, etc.)
	

	E
	SERVICES FOR STUDENTS WITH DISABILITIES
	Comments – E

	
	Child find/identification and review processes
	

	
	Handbook or other resources for students with disabilities and their families
	

	
	Examples of 2 or 3 recent 504 and IEP Plans
	

	
	Information provided to students with disabilities regarding policies and procedures for receiving accommodations (website, flyers, etc.)
	

	
	List of assistive technology available from the school to students with a disability
	

	
	List of supplementary aids and services available from the school to students with a disability
	

	
	Number of students on modified diplomas
	

	
	Process for determining modified diploma eligibility
	

	F
	SERVICES FOR EMERGENT MULTILINGUAL STUDENTS
	Comments – F

	
	School/district EL plan(s) (Title III, HB 3499, etc.)
	

	
	Description of newcomer services, including assessments and exiting processes
	

	
	Written school process for providing translation and interpreter services
	

	
	Written communication sent to families specific to ELD services (e.g., forms for notification letters, exit documents, letters reporting progress, etc.)
	

	G
	WORK-BASED LEARNING
	Comments – G

	
	Signed agreements in place with partners in work-based learning, cooperative education, internships, clinicals, practicums, job placement, etc.
	

	
	Applications for participation in work-based learning programs
	

	
	List of the participants in work-based learning, internships, work study, cooperative education, and other placements indicating race, gender, disability of participant and place of employment
	

	
	Description of prerequisites, selection criteria, procedures, or rubrics used for placements
	

	H
	EMPLOYMENT
	Comments – H

	
	Employment application
	

	
	Copies of two recent employment advertisements
	

	
	Interview committee policies and
procedures, including a copy of any rating system(s) used
	

	
	Hiring policies and procedures
	

	
	Staff Handbook
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