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Overview
This guide will assist school divisions in analyzing transition data, identifying
areas of need, and developing an action plan focused on implementing effective
transition practices and interventions. The process in this guide focuses data
analysis on Indicators 1, 2, 13, and 14 from the Virginia Department of Education
(VDOE) State Performance Plans (SPPs) and Annual Performance Reports (APRs)
(bit.ly/sp-ed-reports-plans-statics). For additional information on these indicators,
please see the Transition Indicator Definitions (page 25).

This process can be started at any time as it incorporates
the review of data from the previous three years.

Data Analysis Process
This process outlines five steps for school divisions to follow to complete a
thorough analysis of the secondary transition data. This process will assist school
divisions to identify areas of strength and need related to strategic long-term
transition programming. Additionally, this process will enhance accountability,
decision making, and program improvement related to post-school outcomes.
The data analysis process includes identifying the data analysis team, preparing for
the meetings, and conducting three meetings. During the three meetings, teams
will analyze existing data, select predictors of post-school success, create an action
plan, and review outcomes following the implementation of the action plan.

Step 1

Identify the Data Analysis Team

Step 2

Prepare for the Meetings

Step 3

Conduct Meeting One:
Analyze Data

Step 4

Conduct Meeting Two: Develop Action Plan

Step 5

Conduct Meeting Three: Review Action Plan

1 month after Meeting One

3 – 4 months after Meeting Two

Overview and Data Analysis Process

3

Step 1

Identify the Data Analysis Team
The first step in the data analysis process is to determine the key participants of
the data analysis team, including a Division Facilitator and division and community
stakeholders.

Division Facilitator
A faculty or staff member from the school division will work with the Division
Special Education Director to:
• Identify division and community
stakeholders
• Secure a meeting space
• Invite participants

• Facilitate meeting discussions
• Provide copies (paper and/or
electronic) of data for use during
the meetings

Division and Community Stakeholders
Stakeholders provide a variety of perspectives when reviewing data. Stakeholders
may include:
• Director of Special Education
• Transition specialist/supervisor
• At least one middle school
special educator
• At least one high school special
educator
• School counselor (middle & high)
• Career and Technical Education
(CTE) specialist/supervisor
• Business partner
• Parent representative

• Department for Aging and
Rehabilitative Services (DARS)
• Local community college
representative
• Pertinent community agency
representatives
• Young adult with a disability (26
and under)
• Any other stakeholder group that
should be represented for your
division

When deciding whom to invite to a discussion and review of
secondary transition data, consider who has decision-making
authority, can offer solutions to challenges, and has a vested interest
in changing the post-school outcomes of students with disabilities.

Step 1: Identify the Data Analysis Team
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Step 2

Prepare for the Meetings
The second step includes preparing for the meeting and collecting data from the
transition indicators 1, 2, 13, and 14 for the past three years.
Before each of the three meetings, the Division Facilitator:
• Schedules meeting
• Secures meeting space, date, and time
• Invites stakeholders
• Organizes materials for stakeholders (paper and/or electronic)
• Collects Division Special Education Performance Report
(bit.ly/sp-ed-reports-plans-statics) for previous three years
• Collects Indicator #14 Survey Frequency Report for previous three years.
This report can be accessed using your division’s code, which is typically held
by the Director of Special Education.

The Division Special Education Performance Report and Indicator
#14 Survey Frequency Report may only need to be collected prior
to the first meeting. If new reports are released from VDOE during
the meeting process, the Division Facilitator should provide copies
for the team at the next meeting.

Step 2: Prepare for the Meetings
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Step 3

Conduct Meeting One:
Analyze Data
The purpose of Meeting One is for the team to review and analyze the Division
Special Education Performance Reports and the Indicator #14 Survey Frequency
Reports for the previous three years. By reviewing data over time, team members
will be able to recognize trends and the analysis process will be more thorough. By
the end of the meeting, the team will have built consensus around the top three
areas of strength and areas of need.

Meeting One Agenda
Focus: Analyze data on post-school outcomes
Approximate time: 1 – 1 ½ hours
Agenda items:

1. Welcome and introduce team members
Each meeting should begin with a welcome from the Division Facilitator.
Introductions can contribute to rapport, comfort, and collaboration among
team members.

2. Assign a notetaker to capture notes from the discussion
3. Share division data with the team
Share the following with the team:
• Transition Indicator Definitions (see page 25)
• Division Special Education Performance Reports
• Indicator #14 Survey Frequency Reports

Step 3: Conduct Meeting One: Analyze Data
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4. Review the division’s data
Provide the Transition Data Worksheet (page 13) and ask stakeholders to spend
a few moments reviewing the data provided and completing the worksheet
individually.
• What information stands out to you?
• On the Transition Data Worksheet, individually note areas of strength
and need (+/-).

Forms within this guide are in a fillable PDF format. This allows users to
enter data directly into the form using their computer and Adobe Reader.
Remember to save the form to retain the data entered.

5. Build consensus with small groups
Arrange stakeholders in groups of 3 – 4. Ask groups to review the data and share
their individual (+/-) notes.
Ask groups to build consensus around the following:
• Three areas of strength

• Data that was surprising

• Three areas of need

• Questions the group still has

Step 3: Conduct Meeting One: Analyze Data
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6. Continue discussion with the whole group
Build consensus around the top three areas of strength and areas of need.
Celebrate top three areas of strength:
• What current practices are supporting this data?
Review top three areas of need:
• What current initiatives are
intended to support these areas?
• What changes need to be made
to make current initiatives more
successful?
• Which areas could be addressed
in the short-term (within three
months)?

• Which areas could be addressed
in the mid-term (three to six
months)?
• Which areas would need to be
addressed in the long-term (six+
months)?

The Indicator #14 Survey Frequency Reports include information specific
to special programs (Start on Success and Discovering ME!, for example).
That data can be isolated to review program outcomes data specific to
your division.

7. Plan for Meeting Two
Set next meeting date approximately one month after Meeting One. With the
team, be sure to consider the following:
• Does more information or data need to be gathered to share at Meeting
Two?
• Does the team need to include any other stakeholders in the next meeting?
• Do other stakeholders, such as Department for Aging and Rehabilitative
Services (DARS), or Community Services Board (CSB), have additional data
that may be relevant?
Prior to Meeting Two, the Division Facilitator provides Predictors of Post-School
Success (transitionta.org/effective-practices/all-predictors) and the Predictors
by Outcome Area (transitionta.org/predictors-of-post-school-success) for
stakeholders to review.

When considering additional information your team may need,
think about including data regarding subgroups, such as race and
socioeconomic status, as well as data that compares achievement
of students with disabilities to students without disabilities.
Step 3: Conduct Meeting One: Analyze Data
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Step 4

Conduct Meeting Two:
Develop Action Plan
The purpose of Meeting Two is for the team to develop an action plan to support
continued areas of strength and address areas of need. By the end of the meeting,
the team will have set goals and determined action steps, a timeline, staff
assignments, and evaluation methods.

Meeting Two Agenda
Focus: Develop action plan
Approximate time: 1 – 1 ½ hours
Agenda items:

1. Welcome and introduce team members
Each time the team convenes, it is a good idea for the Division Facilitator to
welcome everyone and have each team member reintroduce themselves.

2. Assign a notetaker to capture notes from the discussion
3. Summarize outcomes of Meeting One
Review top three strengths and top three needs. Review short-term, mid-term,
and long-term areas of need.

4. Discuss predictors of post-school success
Share Predictors of Post-school Success and Predictors by Outcome Area.
• Review predictors to identify evidence of effective practices within top three
areas of strength and top three areas of need.
• Identify effective interventions for targeted areas.

During this phase, it is critical to ensure that all
stakeholders participating are familiar with the
predictors of post-school success.

Step 4: Conduct Meeting Two: Develop Action Plan
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5. Set goals and develop an annual action plan
Using the Using State Indicator Data for Long-Term Transition Planning: Action
Plan (page 16), set goals to focus on short-, mid-, and long-term areas of need.

Teams are not required to have short-term, mid-term, and
long-term goals. However, focusing on incremental goals
will help build momentum throughout the process.
The plan should be strategic, achievable, and time-bound.
• Identify actions steps for each goal.
• Assign tasks to appropriate stakeholders.
• Determine the timeline for each goal and related action steps.
• Determine how progress towards each goal will be measured.
• Consider:
□ What resources are needed to implement the action plan?
□ What questions do you still have?

An example action plan (see page 20) is included
in the guide to assist you through this process.

6. Plan for Meeting Three
Set next meeting date three to four months after Meeting Two. Before Meeting
Three, be sure to consider if you need to include any other stakeholders in the
next meeting.

7. Implement Action Plan
After the meeting, it’s time to implement the plan the team developed. Check
in periodically to make sure the responsible parties are working to complete
implementation and that they have the resources they need to be successful in
that implementation.
After three months, progress towards the short-term goal should be easily
assessed. The team should also review progress towards the mid-term and longterm goals.

Step 4: Conduct Meeting Two: Develop Action Plan
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Step 5

Conduct Meeting Three:
Review Action Plan Progress
The purpose of Meeting Three is to review implementation of the action plan
interventions, assess progress made on each goal, and evaluate if any action steps
need to be adjusted. By the end of the meeting, the team, under the guidance of
the Division Facilitator and Special Education Director, will be able to communicate
progress to key stakeholders.

Meeting Three Agenda
Focus: Review progress
Approximate time: 1 hour
Agenda items:

1. Welcome and introduce team members
Each time the team convenes, it is a good idea for the Division Facilitator to
welcome everyone and have each team member reintroduce themselves.

2. Assign a notetaker to capture notes from the discussion
3. Review the action plan developed in Meeting Two
• Ask stakeholders assigned to complete tasks to share with the group their
progress towards task completion.
• Assess: Was the Action Plan fully implemented?
• Evaluate the effectiveness of the interventions implemented through the
Action Plan:
□ What interventions worked?
□ What interventions did not work?
□ Were there barriers to implementation?
□ Does the Action Plan need to be adjusted?

Step 5: Conduct Meeting Three: Review Action Plan Progress

11

4. Communicate results
The Division Facilitator works with the Special Education Director to share results
from the action steps with:
• School staff
• Vocational rehabilitation providers
• Families and students
• Other stakeholders

The results of this process may be of particular interest to
School Board Members and the division’s Special Education
Advisory Committee.

5. Plan for future meetings
During implementation of the Action Plan, the team should continue to meet
regularly (every one – two months) to review progress, make adjustments as
needed, and continue to collect and review annual transition indicator data.
As data is collected and shared annually, this team should plan to incorporate
new information. For example, as the Action Plan is implemented and progress
is monitored, the team may have access to additional data related to desired
outcomes. This data should be considered at the next meeting. This does not
mean that the Action Plan developed is discarded annually. It is intended to be a
fluid document that continues to be shaped to meet the identified needs of your
division.
Over the course of this process, progress should be easily recognized as steps
in your action plan are achieved. Celebrate each success, and when challenges
arise, return to the table with the team to determine what action is needed to
overcome those barriers.

If your Virginia division team is interested in pursuing
more information on a specific data subset related to
Indicator #14, contact:
Secondary Transition Specialist, Marianne Moore
Marianne.Moore@doe.virginia.gov

Step 5: Conduct Meeting Three: Review Action Plan Progress
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Transition Data Worksheet
As a team, use this worksheet to help organize data from transition indicators, with a specific
emphasis on the post-school outcomes data related to Indicator #14. Use the Division Special
Education Performance Report and Indicator #14 Survey Frequency Report to complete the
chart below.
School/division:

Transition
Indicator

Meeting date:

Year
Division %

Year
State
Target
Met? (Y/N)

Division %

Year
State
Target
Met? (Y/N)

Division %

State
Target
Met? (Y/N)

1
2
13
14a
14b
14c
14
Response
Rate

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Use the data above to answer the following:
1. What trend(s) do you note in the data?

2. What are areas of strength?

3. What are areas of need?

4. Does anything in the data surprise you?

5. Does this data raise any further questions?

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Use the Indicator #14 Survey Frequency Report to answer the following:
1. Review questions 1, 2, and 3 from each of the three years. Are there trends in the
courses students took, wish they had taken, or opportunities they accessed?

2. Review question 4, what do you notice about community linkages over the past three years?

3. Read through questions 5 – 22. Are there any results or trends that surprise or alarm you?

4. Review the chart of manner of exit by disability and the final questions about unengaged
students. Note anything from these two areas that you would like to discuss.

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Using State Indicator Data for LongTerm Transition Planning: Action Plan
As a team, complete this document to clearly define goals, actions steps, responsible parties,
a timeline for review, and data sources that will be used to measure progress. This is intended
to be a fluid document with scheduled reviews and revisions by the team as needed based on
progress towards goals.
Start date:

School/division:
Transition education and
service focus area:
Based on predictor category:

Goals
1. Short-term:

2. Mid-term:

3. Long-term:

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Short-Term Goal Action Plan
Short-Term Goal Tasks

Staff

Completion Date

Intended Results

Expected Outcomes

Additional stakeholders to assist:

Data Sources

Resource needs:

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Mid-Term Goal Action Plan
Mid-Term Goal Tasks

Staff

Completion Date

Intended Results

Expected Outcomes

Additional stakeholders to assist:

Data Sources

Resource needs:

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Long-Term Goal Action Plan
Long-Term Goal Tasks

Staff

Completion Date

Intended Results

Expected Outcomes

Additional stakeholders to assist:

Data Sources

Resource needs:

CenterOnTransition.org
The contents were developed under a contract (881-APE62524-H027A190107) from
the Virginia Department of Education. An equal opportunity affirmative action university.
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Using State Indicator Data for Long-Term
Transition Planning: Action Plan Example
This document provides an example of goals and action steps based on transition indicator data.
This example is designed to demonstrate how the action plan form should be used. The example
goals and action steps included are not intended to meet the needs of your division. The goals
and action steps on your division’s document should reflect the data analysis from your division.
School/division: Jefferson County

Start date: January 21, 2022

Transition education and service focus area: Career and Technical Education (CTE) Courses
Based on predictor category: Career Development/Career Technical Education

Goals
1. Short-term: Increase awareness by providing information to students with
disabilities about available CTE courses by April 23, 2022.
2. Mid-term: Complete an audit of existing CTE course enrollment, barriers to enrollment,
and success rates for students with disabilities by June 25, 2022.
3. Long-term: Increase enrollment of students with disabilities in CTE courses by Jan. 14, 2023.

Action Plan Example
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Short-Term Goal Action Plan
Short-Term Goal Tasks

Staff

Completion Date

Launch a campaign targeting students’ awareness

School
Counselor

April 23, 2022

•

Presentations to resource classes by school
counselors or CTE teachers

•

Ask current students with disabilities to present
to students in resource classes or create a video
of current students to share

•

Meet with students with disabilities individually
or in resource classes to show them the Career
Success Stars and student profiles.

Promote CTE course awareness with parents

Special
Education
Teacher
CTE Teacher
Principal

Principal

•

Add information about CTE courses to weekly
principal newsletter

•

Host a CTE course parent information meeting
via Zoom for parents of students with disabilities

April 23, 2022

CTE Teacher/
Department
Chair

Intended Results
Expected Outcomes

Data Sources

All students with disabilities are provided with information
about the CTE course offerings at their school

Sample of information shared
(presentation/video/newsletter)
Roster of student participants

All parents of students with disabilities are provided with
information about the CTE course offerings at the school

Roster of parent participants

Increased collaboration between CTE and
Special Education Departments

Agendas and participant lists
from joint planning meetings

Additional stakeholders to assist:

Resource needs:

Technology Integrator/Support
personnel to assist with Zoom
meeting and video production

Required resources are currently
available at the school level

Action Plan Example
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Mid-Term Goal Action Plan
Mid-Term Goal Tasks

Staff

Completion Date

Review the number of students with disabilities
currently enrolled in CTE courses

Department
Chairs (CTE/SPED)

June 25, 2022

Coordinators for
School Counseling
and Testing
CTE/SPED Teacher
Review the success rate of students with disabilities
on credential exams associated with CTE courses

Department
Chairs (CTE/SPED)

June 25, 2022

Coordinators for
School Counseling
and Testing
CTE/SPED Teacher
Facilitate a discussion to include administration, special
education department chair, and CTE department chair
•

Review current data at the student level
(enrollment & testing)

•

Solicit information about success factors and
barriers from current CTE/SPED teachers

•

Discuss CTE courses where students with
disabilities traditionally find success

•

Discuss barriers the prevent students with
disabilities from enrolling or successfully
completing CTE courses

Department
Chairs (CTE/SPED)

June 25, 2022

Coordinators for
School Counseling
and Testing
CTE/SPED Teacher

Action Plan Example
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Intended Results
Expected Outcomes

Data Sources

A shared understanding of CTE enrollment and success
rates of credentialing exams for students with disabilities

Student data (enrollment/testing)

Developing a list of factors that contribute
to student success in CTE courses

Teacher feedback
Student interview
Discussion notes

Developing a list of barriers that prevent students from
enrolling or successfully completing CTE course

Teacher feedback
Student interview
Discussion notes

Additional stakeholders to assist:

Resource needs:

Consider interviewing students whose
data reflects success to identify factors
contributing to that success

Enrollment data and credentialing exam results
Indicator #14 data for CTE course enrollment

Action Plan Example
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Long-Term Goal Action Plan
Long-Term Goal Tasks

Staff

Completion Date

Continue the outreach efforts
to raise awareness

Identified team members

January 14, 2023

Continue monitoring enrollment
and success rates

Department Chairs
(CTE/SPED)

January 14, 2023

School Counseling
Coordinator
School Testing
Coordinator
CTE/SPED Teacher
Develop a team to address the systemic
barriers identified during the completion
of the mid-term goal action steps

Identified team members

January 14, 2023

Intended Results
Expected Outcomes

Data Sources

Development of processes and procedures that can be
continually used to increase awareness of CTE courses

CTE course information sharing
process and procedure documents

Regular meetings (quarterly) with CTE Department Chair,
SPED Department Chair, & Administrator to address new
information regarding success factors and/or barriers

Meeting notes

Team development of a plan to address
the identified systemic barriers

Plan

Additional stakeholders to assist:

Resource needs:

Any team members identified through
the development of the plan

Any resources needed as identified
during plan development

Action Plan Example
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Transition Indicator Definitions
Competitive
Employment

The Workforce Innovation and Opportunity Act (WIOA) defines
competitive integrated employment as work that is performed on a
full-time or part-time basis for which an individual is: (a) compensated
at or above minimum wage and comparable to the customary rate
paid by the employer to employees without disabilities performing
similar duties and with similar training and experience; (b) receiving
the same level of benefits provided to other employees without
disabilities in similar positions; (c) at a location where the employee
interacts with other individuals without disabilities; and (d) presented
opportunities for advancement similar to other employees without
disabilities in similar positions (DOL.gov).

Exiter

School divisions identify the number of students who will be included
in the Indicator #14 post-school follow-up. The category of students
included in this number are students who have earned:
• Advanced Studies Diploma

• General Achievement
Adult High School Diploma
(GAAHSD)

• Standard Diploma
• Applied Studies Diploma

• National External Diploma
Program (NEDP)

• Certificate of Program
Completion

• Diploma Authorized by Local
School Board

• Certificate of High School
Equivalency Exam
• High School Equivalency
(HSE) Credential
OR
• Exceeded the age of eligibility

• Dropped out while on an IEP during a school year from 9th
grade on up

Transition Indicator Definitions
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Indicator 14
Survey Frequency Report
This report is a summary of the data entered by your division during
the completion of the Indicator #14 Survey. The information in the
report can be used to examine barriers and facilitators to positive
post-school outcomes for students with disabilities in your school
division.

Transition
Indicators

Indicators 1, 2, 13, and 14 are all related to youths’ transition from
high school to their post-school outcomes.

Indicator 1

Percentage of youth with IEPs graduating from high school with a
regular diploma. In Virginia, this includes Standard and Advanced
Studies diplomas.

Indicator 2

Percentage of youth with IEPs in grades 7 – 12 who dropped out.

Indicator 13

Percentage of youth aged 16 and above with an IEP that includes
appropriate measurable postsecondary goals that are annually
updated and based upon an age-appropriate transition assessment,
transition services, including courses of study, that will reasonably
enable the student to meet those postsecondary goals, and annual
IEP goals related to the student’s transition services needs. There
also must be evidence that the student was invited to the IEP Team
meeting where transition services are to be discussed and evidence
that, if appropriate, a representative of any participating agency was
invited to the IEP team meeting with the prior consent of the parent
or student who has reached the age of majority.

Transition Indicator Definitions
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Indicator 14

Percentage of youth who are no longer in secondary school, had IEPs
in effect at the time they left school, and were:
14a. Enrolled in higher education within one year of leaving
high school. These are youth who have been enrolled on a
full-time or part-time basis in a community college (2 year
program) or a college/university (4 or more year program) for
at least one complete semester, at any time in the year since
exiting high school.
14b. Enrolled in higher education or competitively employed within
one year of leaving high school.
14c. Enrolled in higher education or in some other postsecondary
education or training program; or competitively employed or
in some other employment within one year of leaving high
school.

State Performance Plan/
Annual Performance Report
The Individuals with Disabilities Education Act (IDEA) requires each
state to report to the public on state-level data and individual school
division-level data, and to report on whether the state and the
divisions met state targets described in the state’s special education
State Performance Plan/Annual Performance Report. This report
compares the division’s performance to the State’s target in 14
indicator categories.

Unengaged
Students

Unengaged youth are individuals who have not enrolled in higher
education, other postsecondary education/training, or been
employed in the year since leaving high school.

Transition Indicator Definitions
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