
New York State OCR Compliance Document Checklist, Part I:  

Items for the CTE Director/Coordinator to compile: 

Please review the OCR On-Site Review Checklist for assistance. 
Items to send to SED three weeks’ prior to the onsite visit
1.   Most recent handbooks: 

a)  student



b)  parent

c)  faculty/administrative

d) other, if any 
2.   Samples of newsletters and newspapers 
3.   Current listing of staff, e.g., Staff Directory, organizational charts

4.   Course description guides; CTE course catalog.. 
5.   Recruitment and promotional materials or admissions information related to CTE used by the district or BOCES
6.   Application and/or admissions forms used by the local district or BOCES guidance counselors related to CTE courses/programs
7.   Public announcements disseminated by the local district or BOCES concerning CTE programs/ course offerings, including copies of such notices intended to reach limited English proficient students, hearing impaired & visually impaired students
8.  Copies of written agreements or contracts used with employers for cooperative education, internships, and/or work study

9.  Student and faculty grievance policies and procedures, including the appeals process, for Title IX (sex discrimination) and §504 (discrimination based on disability)
10.  Sample IEPs for 5 students who are enrolled in CTE (redact names/personal information)
11.   Copies of admissions policies or procedures for admission (if any) to CTE programs for disabled and non-disabled students

12.  School district or BOCES’ web site URL
13.  Buildings (by name or designation) designated as accessible for disabled students 

14.  List of each language spoken by limited English proficient students, and the number of students in each category  
15.  List of scholarships and awards involving any financial assistance to students given in CTE subjects, including the eligibility criteria for each 

16.  List of all employment positions filled in administrative, support and CTE jobs in the last two years, including hiring/ promotions.  Note where each position was advertised and describe the screening procedures used 

17.  Copies of blank job application forms for each job category, e.g., administrative, teaching, and support, and a print-out of on-line employment application forms if in use
18.  Copies of current employment contracts for administrators, teaching faculty, and support staff
19.  Copy of personnel/human resources policies and procedures manual

20.  Policies regarding the education of, programs for, and treatment of pregnant students 
21.  .List of persons and their affiliation/ duties of persons serving on the equity committee 

(names, titles), if there is one

22.  Copy of Board policies related to: 

a. child care leave and pregnancy leave
b. nondiscrimination statement, including Board policies regarding the annual notice of 

nondiscrimination statement and compliance officers. May include Title VI 
policies and procedures relative to race, color, national origin, Title IX (relative to 

sexual discrimination), Section 504 relative to handicap discrimination) and 
Section 303 (age discrimination)

c. Title IX policies and procedures including discrimination based on sex, not limited to 

sexual harassment 
d. Section 504 policies and procedures

d. Employment-related medical exams, if any, and storage of employee medical records 
23.  Completed student enrollment forms and employee Staffing Profile forms
24.  List of the CTE Program Advisory Committee members by name, CTE program, business or affiliation, e.g., CTE student, and business address if applicable
25.  Copy of each building’s/district’s or BOCES’ Emergency Evacuation Plan, including plans for the safe egress of non-ambulatory personnel  
26.   List any recent professional development at the school or BOCES’ level that has assisted teachers, counselors, and/or administration to be sensitive to issues of discrimination based on race, color, national origin, sex (gender) and disabilities. What, when, who trained? 

27   Brief list of district or BOCES’ sponsored staff development activities (within the last 2 yrs)
28   District and/or BOCES compliance plan for providing services to students who are English 
Speakers of Other Languages (ESOL) 
29.  Translated documents for the above items, if any
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