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Why is the Office of Special Education 

(OSE) issuing CAPs for State Complaints? 

 Integration of systems across units in the OSE

 Consistency of expectations and practices

 Common language to increase understanding

 Efficiency for districts and the OSE

 Fulfill the OSE’s federal obligations
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What is a Complaint CAP?

 After the OSE has determined sufficiency, 

investigated the allegations, and determined there 

were violations, the OSE case manager will issue a 

Final Decision Report to the district with findings. 

 A Complaint CAP is the result of a state complaint 

in which noncompliance has been identified. 

 Listed in the Final Decision will be any required 

student level corrective actions and/or systemic 

corrective actions. 

 When there are systemic corrections needed, the 

district must then complete a CAP in CIMS. 
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How Do Complaint CAPs Work? 

 Complaint CAPs:

 Are issued each month as needed

 Follow established CAP workflow and timelines

 Include links to the complaint Final Decision Report

 Have system level correction, not student level 

correction 

 Must be verified by the Intermediate School District 

(ISD) representatives
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Log into the CIMS Workbook 
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Find your Complaint CAP: Method #1
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Access Your CAP: Method #1
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Find your Complaint CAP: Method #2 

 Under the 
Compliance 
tab, search 
for your CAP.

 Search by 
Status to see 
work that has 
been 
submitted to 
you. 

 Search by 
Compliance 
Type to see 
work 
organized by 
month.  

 Leave all 
fields blank to 
see all work
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Access your CAP: Method #2
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Access the Complaint Compliance and 

Correction Menu 

Michigan Department of Education

Office of Special Education



14

Access the Verification Appendix 
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Complete the Verification Appendix

 Review new 

student records to 

confirm the district 

has correctly 

implemented all 

areas of 

noncompliance

 If no student 

records are 

available, conduct 

staff interviews to 

ensure an 

understanding of 

compliant 

practice.
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Access the Closeout Verification 

Worksheet
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Complete the Closeout Verification 

Worksheet

 Select if the 

CAP will 

closeout or 

not using 

the drop-

down 

menu 

provided.
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Complete the Closeout Verification 

Worksheet #2

 Next, enter 

the date 

you are 

completing 

the report.
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Complete the Closeout Verification 

Worksheet #3

 Enter your 

name on 

the Monitor 

line.
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Complete the Closeout Verification 

Worksheet #4

 Document the 

correction of 

noncompliance 

for each finding 

listed in the text 

box provided.
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Complete the Closeout Verification 

Worksheet #5

 Select the 

appropriate 

paragraph to be 

displayed 

(corrected or 

uncorrected).
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Change the Status 
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Resources Available

 Visit the CIMS Training site

 Email or call the CIMS Help Desk 
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CIMS Training Website 

http://cims.cenmi.org
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CIMS Training Resources

 Access this training webinar recording and other policy 

training resources on the CIMS Training website
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CIMS Help Desk 

 Need help completing a task in CIMS? Having 

trouble with your username and password? 

 Contact the CIMS Help Desk

 Email: help@cimsmichigan.org

 Phone: 877-474-9023
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Contact Information

 Office of Special Education    

 Teri Chapman, Director, chapmant2@michigan.gov

 Janis Weckstein, Assistant Director, 

wecksteinj@michigan.gov

 Joanne Winkelman, Supervisor, winkelmanj@Michigan.gov

 Marcia O’Brien, Obrienm6@Michigan.gov

 Jessica Brady, Supervisor, bradyj@michigan.gov

 Jeanne Anderson Tippett, andersontippettj@michigan.gov

 Special Education Information Line: 888-320-8384
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