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Directions for Developing a Voluntary Compliance Plan and Template
A Voluntary Compliance Plan (VCP) is a written document developed by the school division that describes the steps and actions that will be taken to correct findings of noncompliance resulting from the onsite review, including a timeline of completion, the person(s) responsible, and the evidence that will be submitted to Virginia Department of Education (VDOE), Office of Career and Technical Education Services to document the completion of the actions.  Please keep in mind that while VDOE is responsible to the U.S. Department of Education Office for Civil Rights (OCR) to perform the civil rights review process, it is also committed to assist the divisions through this process.

ISSUES to address BEFORE developing a VCP
· After a school division receives the draft Letter of Findings (LOF) from VDOE, it is recommended that the LOF be carefully reviewed.  The division has fourteen (14) calendar days to review the LOF; after which, it will be finalized by VDOE and sent to the division superintendent.  However, there may be a finding that was identified during the onsite review that is incorrectly classified as a finding of noncompliance.  If the school division believes that a finding is in error, it must notify VDOE within the 14 day period; if necessary, the division may request a reasonable extension of time to investigate.  VDOE will discuss the issue with the division and respond in writing with a determination whether it is a finding of noncompliance; during which any timelines will be tolled.  If determined that it is not a finding of noncompliance, the finding will be removed from the LOF and the amended final LOF will be sent to the division superintendent.  
· As often happens, a finding of noncompliance is corrected by the school division after the LOF is finalized yet prior to completing the VCP, in that instance, the division should send the supporting evidence to VDOE.  This finding, if the evidence of completion is approved, would be listed on the VCP as completed, including the date of completion and evidence that was submitted to VDOE.
A. Timelines for Submitting a Draft Voluntary Compliance Plan (VCP)
The school division is to submit their draft VCP to the VDOE civil rights review coordinator for review, within                         45 calendar days from the date of the Letter of Finding (LOF). (See Section B for the detailed process.)
B. The VCP Process: Drafting through Completion
1. Findings of noncompliance should be reviewed by the division to determine which staff members need to be involved in developing the VCP to address each finding of noncompliance. 
2. The VCP must address each finding of noncompliance.
· The findings and the recommended actions may be copied and pasted from the LOF document into the corresponding area in the VCP.  
· An electronic word copy of the LOF is available from the VDOE. 
· Each finding should be numbered with the in the LOF for ease of future identification.  

· The corrective action must:

· be detailed and sequential to the extent that VDOE can envision the process the school division will use to correct the issue of noncompliance
· based on the governing regulations or standards 

· be able to resolve the noncompliance issue
3. Establish a reasonable and realistic timeline for the completion for each corrective action.
· VDOE understands the need to consider the fiscal aspects of performing the corrective action; however, please consider that when OCR reviews our state report it looks for a maximum window of two (2) years, from final VCP date, to complete the corrective action.  

· In most cases, if “a plan-to-plan” and/or if a period more than two years is specified, OCR will instruct VDOE to have the division amend the VCP with a time that is more consistent with a two year window.  
· In the event that a division is not able to complete a corrective action within the specified timeline, it may make a written request for a reasonable extension of time. 

· VDOE has the discretion from OCR to authorize reasonable extension requests, though VDOE must then indicate requests and approvals in subsequent reports to OCR.
4. Designate a person responsible to oversee the completion of each corrective action.
· This is for the identification purposes of the division, and neither VDOE nor OCR will contact this person or hold them personally responsible. 
5. Describe the evidence that the division will submit to VDOE to show the evidence of the completion of the corrective action.

· Typically this is achieved by sending a pdf of a publication or document for a program accessibility finding, or an invoice, signed work order, and/or photograph of a physical facility accessibility finding.

· An electronic submission of the evidence is most convenient to send, and can be readily tracked and monitored.
6. After the draft VCP has been developed, the division submits the draft VCP to VDOE for review.  (Please do not complete the signature page at this time).  The VCP will be reviewed within 10 calendar days by VDOE.
· If approved, the division will be sent a letter of acceptance. 
· If revision is needed, VDOE will issue a written response requesting additional information.  
· The revised draft LOF should be re-submitted within 20 calendar days. 
7. Once the draft VCP is reviewed and approved by VDOE, the division is required to send a completed the signature page to VDOE.
· If the development of the VCP occurs on schedule, the finalized VCP should be submitted to VDOE a maximum of 90 calendar days from the date of the LOF.
· Please submit by email pdf attachment and/or submit original in the U.S. Mail to:

· William Hatch, VDOE, CTE, P.O. Box 2120, Richmond, VA 23218-2120 or william.hatch@doe.virginia.gov
· Electronic pdf submissions of the VCP and signature page are preferred.
8. The division begins the process, if not already in progress, of performing the corrective action items within the timelines that are identified in the VCP.  

· The division must send the supporting evidence as identified by the VCP for each completed corrective action.
· VDOE works with division contact person (see Section C) to determine whether the evidence is sufficient and the corrective action is complete. 

9. VDOE monitors the status of the division’s completion of the VCP.  (See Section E below.)
10. Upon the approved completion of the VCP, VDOE provides a letter of closure to the division superintendent.
C. School Division Contact Person
To ensure clear and consistent communication, the division should designate one staff member as the contact person to the VDOE civil rights review coordinator for the VCP.  This person will be the point-of-contact for any questions or concerns related to the VCP and should have first-hand knowledge of the plan, its development and implementation. 
D. Notification to OCR for Failure to Develop a Voluntary Compliance Plan
1. VDOE is required to notify the Office for Civil Rights if, after 90 calendar days following issuance of the LOF, a VCP is not submitted by a school division.
· The VDOE civil rights review coordinator may grant an extension for the revision of an unapproved VCP if it is determined that the school division has been working in good faith to develop a plan to correct issues of noncompliance.

2. VDOE is also required to notify the Office for Civil Rights if, after a maximum of 120 calendar days following the issuance of the LOF, any school division is still working in good faith to remedy the deficiencies of an unapproved plan.
E. Monitoring the Voluntary Compliance Plan
Plans will be monitored to determine if corrective actions are occurring in the timeline specified by the VCP.  Every three months VDOE will provide a written monitoring status to the divisions and request for updates and progress on its corrective actions.  

· VDOE realizes the time and effort the division uses to complete its VCP and that there may be occasional obstacles during this process; accordingly, VDOE is always available to discuss concerns, extension requests, and/or provide further technical assistance.
F. Closing the Civil Rights Compliance Review

The VDOE will issue a letter of closure to the division superintendent when the corrective action for each finding on the VCP has been completed and approved.

G. Reporting to OCR

VDOE is required to submit a copy of all Letters of Finding and Voluntary Compliance Plans to the Office for Civil Rights as part of its biennial report.

H. Technical Assistance

Technical assistance in developing, implementing or evaluating a VCP may be received by contacting VDOE at william.hatch@doe.virginia.gov
Voluntary Compliance Plan (VCP) for
Findings from Civil Rights Review 
School Division: _______________________________        Date of Onsite Review: __________________
Date Submitted to VDOE: _________________
	ADMINISTRATIVE
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.


	EMPLOYMENT
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	 *Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.


	COUNSELING and PRE-CAREER and TECHNICAL PROGRAMS
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.

	RECRUITMENT
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.


	ACCESS and ADMISSIONS
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.



	SERVICES for STUDENTS with DISABILITIES
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.




	STUDENT FINANCIAL ASSISTANCE
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.



	WORK-BASED LEARNING
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.




	SITE LOCATIONS
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.



	COMPARABLE FACILITIES
	
	
	
	

	Finding(s) from VCP
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	*Number as needed, and if your division’s VCP does not contain any findings in this category, please delete this category and all corresponding un-used cells.




	ACCESSIBILITY ISSUES
	
	
	
	

	NAME of First SCHOOL 

	Finding(s) from LOF
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	5)
	
	
	
	

	6)
	
	
	
	

	7)
	
	
	
	

	8)
	
	
	
	

	9)
	
	
	
	

	10)
	
	
	
	

	11)
	
	
	
	

	12)
	
	
	
	

	13)
	
	
	
	

	14)
	
	
	
	

	*Number as needed, and only identify schools that have Accessibility findings in the LOF.  Please delete all unused cells from your LOF.


	ACCESSIBILITY ISSUES


	
	
	
	

	NAME of Second SCHOOL *if needed

	Finding(s) from LOF
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	5)
	
	
	
	

	6)
	
	
	
	

	7)
	
	
	
	

	8)
	
	
	
	

	9)
	
	
	
	

	10)
	
	
	
	

	11)
	
	
	
	

	12)
	
	
	
	

	13)
	
	
	
	

	14)
	
	
	
	

	15)
	
	
	
	

	*Number as needed, and only identify schools that have Accessibility findings in the LOF.  Please delete all unused cells from your LOF.



	ACCESSIBILITY ISSUES


	
	
	
	

	NAME of Third SCHOOL *if needed

	Finding(s) from LOF
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	5)
	
	
	
	

	6)
	
	
	
	

	7)
	
	
	
	

	8)
	
	
	
	

	9)
	
	
	
	

	10)
	
	
	
	

	11)
	
	
	
	

	12)
	
	
	
	

	13)
	
	
	
	

	14)
	
	
	
	

	15)
	
	
	
	

	*Number as needed, and only identify schools that have Accessibility findings in the LOF.  Please delete all unused cells from your LOF.



	ACCESSIBILITY ISSUES


	
	
	
	

	NAME of Fourth SCHOOL *if needed

	Finding(s) from LOF
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	5)
	
	
	
	

	6)
	
	
	
	

	7)
	
	
	
	

	8)
	
	
	
	

	9)
	
	
	
	

	10)
	
	
	
	

	11)
	
	
	
	

	12)
	
	
	
	

	13)
	
	
	
	

	14)
	
	
	
	

	15)
	
	
	
	

	*Number as needed, and only identify schools that have Accessibility findings in the LOF.  Please delete all unused cells from your LOF.



	ACCESSIBILITY ISSUES


	
	
	
	

	NAME of Fifth SCHOOL *if needed

	Finding(s) from LOF
	Planned Corrective Action
	Date to be

Completed
	Person(s) Responsible
	Evidence to VDOE to Verify Completion

	1)
	
	
	
	

	2)
	
	
	
	

	3)
	
	
	
	

	4)
	
	
	
	

	5)
	
	
	
	

	6)
	
	
	
	

	7)
	
	
	
	

	8)
	
	
	
	

	9)
	
	
	
	

	10)
	
	
	
	

	11)
	
	
	
	

	12)
	
	
	
	

	13)
	
	
	
	

	14)
	
	
	
	

	15)
	
	
	
	

	*Number as needed, and only identify schools that have Accessibility findings in the LOF.  Please delete all unused cells from your LOF.
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