
VISSPA Scenario: Jeremy
Jeremy is new to his role as a full-time COMS working for a large, urban school district.
He has a caseload of 17 students on 10 different campuses. He is working with two
infants and one preschool-aged child in an Early Childhood Special Education (ECSE)
program. The remainder of his caseload is made up of upper elementary, middle, and
high school students where lessons include bus travel and/or preparing for the transition
to a middle or high school campus. He has three students who receive collaborative
consultation without direct service. Six students receive direct instruction once a week,
including collaborative consultation. Five students receive direct and collaborative
consultation services twice a month. Jeremy meets with his mentor weekly. The
following is an overview of Jeremy's workload, aligned with the VISSPA categories.

Documented-Time Activities
Direct Service
Based on cumulative totals from the O&M VISSITs of all students, Jeremy is providing a
total of 9 hours of direct service a week for his caseload.

(9 hours = 540 minutes per week)

Collaborative Consultation Time
Based on cumulative totals from the O&M VISSITs of all his students, Jeremy is
providing a total of 2.5 hours of collaborative consultation service a week for his
caseload.

(2.5 hours = 150 minutes per week)

Travel Time
Daily travel time averages 45 minutes per day.

(45 minutes x 5 days = 225 minutes per week)

Duty-Free Lunch
Jeremy takes a 30-minute lunch each day

(30 minutes x 5 days = 150 minutes per week)

Student-Specific Activities
Materials/Equipment Preparation
Map production, ordering canes, and general equipment upkeep averages 120 minutes
per week.

(120 minutes per week)

IEP/IFSP Meetings – Planning/Participation
Attends all annual IEP/IFSP meetings. Jeremy averages one hour of preparation (60
minutes preparation time x 17 students = 1020 minutes per year) and 1.5 hours of



participation (90 minutes participation time x 17 students = 1530 minutes per year) for
each IEP/IFSP meeting.

(1020 minutes + 1530 minutes = 2550 minutes per year)

Braille Materials Preparation
Jeremy spends an hour a month preparing braille materials for tactile map purposes.

(60 minutes per month)

Lesson Preparation
Being new to the profession, Jeremy requires 5 hours a week on lesson preparation for
lessons conducted in the community.

(5 hours = 300 minutes per week)

Evaluations
Jeremy completes about 10 evaluations over the year and spends approximately 10
hours per evaluation to conduct and write the report.

(10 evaluations x 10 hours each = 100 hours per year = 6000 minutes per year)

Medical Appointments
Jeremy typically does not attend medical appointments with students.

Accountability Reporting
Jeremy spends 60 minutes a week entering goal progress into special education
software. He also completes his service delivery notes during the last 30 minutes of
each day. (30 minutes x 5 days = 150 minutes)

(60 minutes + 150 minutes = 210 minutes a week)

Assistive Technology Support
Jeremy spends approximately 30 minutes per week learning how to select, teach, and
incorporate the appropriate AT device during his O&M lessons.

(30 minutes per week)

Applications for Other Services or Program Development/Participation
Jeremy does not fill out applications for his students at this time.

Preparation and Administration of High Stakes Testing
Jeremy does not assist with high stakes testing.

Non-Student-Specific Activities
Technical Assistance for Other Team Members
Jeremy meets with all teachers and/or campus teams for his 17 students for an hour
each at the beginning of the school year to model guide technique, expectations with
the cane, etc.



(60 minutes x 17 students = 1020 minutes per year)

District-Required Meetings
Jeremy attends district-required meetings at the beginning of the school year and again
mid-way through each year. Each meeting lasts 7.5 hours.

(7.5 hours x 2 days = 15 hours = 900 minutes per year)

Staff/Professional Development
Jeremy attends a four-hour regional O&M network meeting 2 times a year (2 times x 4
hours a day = 8 hours) and attends one 2-day state conference each year (2 days x 8
hours a day = 16 hours).

(8 hours + 16 hours = 24 hours = 1440 minutes per year)

Team/Staff Meetings
Jeremy attends monthly team meetings, 2 hours long each (2 hours x 60 minutes = 120
minutes per month/4 weeks = 30 minutes per week). In addition, he meets with his O&M
mentor weekly for 60 minutes a week.

(30 minutes + 60 minutes = 90 minutes per week)

Next Step
Enter the time from each activity onto the VISSPA form.

Results
Based on Jeremy’s VISSPA Grand Total scores, the work week range is 26.33 hours
(1580 minutes) to 35.97 hours (2158 minutes) for a standard 40-hour work week. We
can determine the percentage of time spent on Documented-Time Activities (direct
service, collaborative consultation, travel, and lunch) and percentage of time spent on
activities related to both Student-Specific and Non-Student-Specific Activities.

Here’s the math*: If we take the average of Jeremy’s total range (1580 to 2158), we get
1869 minutes per week. The average of Documented-Time Activities (direct service,
collaborative consultation, travel, and lunch) is 1065 minutes, which represents 57% of
the total range of 1869 minutes per week (1065 ÷ 1869 = 0.57%). An average of 804
minutes per week (1869 - 1065 = 804) is documented for Student-Specific and
Non-Student-Specific-Activities, which accounts for an average of 43% of time per week
(100% - 57% = 43%).

The total of all these times represents theWorkload for this VI professional.

● 57% - Documented-Time Activities
● 43% - Student-Specific and Non-Student-Specific Activities
● 100% - Workload



*All numbers are rounded. Math calculations based on https://www.calculator.net/
Average Calculator and Percentage Calculator

Possible Considerations for this Workload
Because this time is less than the 40-hour standard work week, these results indicate
the need for further review and discussion. Refer to VISSPA Suggestions for Workload
Adjustments.

https://www.calculator.net/
https://www.calculator.net/average-calculator.html
https://www.calculator.net/percent-calculator.html


DOCUMENTED-TIME ACTIVITIES 
Time 

(Minutes 
per Week) 

Direct Service Time – total minutes of direct 
service time from VISSIT/O&M VISSIT results for 

students on caseload 
Collaborative Consultation Time - total 
minutes of collaborative consultation service 
time from VISSIT/O&M VISSIT results for all 
students on caseload 
Travel Time 

Duty-Free Lunch 

TOTAL FOR DOCUMENTED-TIME 
ACTIV TIES 

STUDENT-SPECIFIC ACTIVITIES Time in 
Minutes 

Range Selection 
Range 

 
Materials/Equipment Preparation 
and Procurement 

________   Per 

IEP/IFSP Meetings- Planning/
Participation 

________   Per 

Braille Materials Preparation ________   Per 

Lesson Preparation ________   Per 

Evaluations ________   Per 

Medical Appointments ________   Per 

Accountability Reporting ________   Per 

Assistive Technology (AT) Support ________   Per 

Applications for Other Services ________   Per 

________   Per 

1 2

Visual Impairment Scale of Staffing Pattern Analysis (VISSPA) Welcome to the 
Visual Impairment 
Scale 
of Staffing 
Pattern 
Analysis 
(VISSPA) 
form. 
This form 
is divided 
into four 
sections: Documented-Time 
Activities, 
Student-Specific 
Activities, 
Non-Student-Specific 
Activities, 
and Grand 
Totals. Each 
section includes 
fields 
for entering 
time spent 
on tasks 
in minutes 
per week, 
month, semester, 
or year 
(based on 
a dropdown 
list). 
Definitions 
for key 
terms are embedded 
directly 
into the 
form fields 
and will be 
read aloud as 
you navigate 

Use the 
Tab key to 
move between 
fields. 

Important
You MUST download the form and 
open in Adobe DC, Adobe Reader 
or Adobe Acrobat.

If your computer is opening the form in Chrome, 
Firefox, Safari, Internet Explorer, 
Microsoft Edge or another browser, 
then the information may be filled 
but the form will not calculate.

JavaScript must be enabled to utilize the form.

STUDENT-SPECIFIC ACTIVITIES Time in Minutes Range Selection
Range Score



NON-STUDENT-SPECIFIC ACTIVITIES 
Time in 
Minutes Range Selection 

Range 
 

Technical Assistance/Training for Others Per ________   

District-Required Meetings Per________    

Staff/Professional Development Per ________   

Team/Staff Meetings Per________    

GRAND TOTAL Minutes Hours 

(Based on 480 minutes in a day) to to 

(Based on 2400 minutes in a week) to to 

1 2

NON-STUDENT-SPECIFIC ACTIVITIES Time in Minutes
Range Selection 

Range Score


	Jeremy Scenario
	Jeremy 11_22_24 Score Form

	Name: Jeremy
	Date: 11-22-24 
	Role: COMS
	Define Direct Service Time: 
	Direct Service Time Definition: Direct Service Time – specially designed instruction delivered by a TSVI/COMS to individuals and/or small groups to provide instruction in the Expanded Core Curriculum (ECC) and access to the core curriculum. Direct services are provided to address educational needs directly related to the student's visual impairment and not to provide additional academic instruction (i.e., tutoring). For the purpose of this tool, direct service time totals come from VISSIT/O&M VISSIT results of all the students on a caseload.  
	Direct Service Time  total minutes of direct service time from VISSITOM VISSIT results for all students on caseload: 540
	Define Collaborative Service Time: 
	Collaborative Service Time Definition: Collaborative Consultation  Time* - an interactive process that enables TSVI/COMS to generate creative solutions to mutually defined problems with other educational team members.  Time spent in this activity should be documented in the IEP/IFSP meeting. This term replaces “indirect service”. For the purpose of this tool, collaborative consultation time totals come from VISSIT/O&M VISSIT results of all the students on a caseload.  *Referred to on the VISSIT and O&M VISSIT as “Educational Team Support/Collaboration”
	Collaborative Consultation Time total minutes of collaborative consultation service time from VISSITOM VISSIT results for all students on caseload: 150
	Define Travel Time: 
	Travel Time Definition: Travel Time – time spent in traveling from one location (home, school, and/or community) to another and within buildings to perform duties related to the student’s educational program or additional workload activities.  
	Travel Time: 225
	Define Duty-Free Lunch: 
	Duty-Free Lunch Definition: Duty-Free Lunch – allocated lunch time free of all work assignments, depending on individual state guidelines.
	DutyFree Lunch: 150
	Total_DocTime: 1065
	Define Materials/Equipment Preparation and Procurement: 
	Materials/Equipment Preparation and Procurement Definition: Materials/Equipment Preparation and Procurement – the production and/or purchasing of materials and equipment unique to the education of a student with a visual impairment.  Includes, but is not limited to, converting print and graphics to braille/raised line drawings, enlarging print, making tactile symbols, building/creating active learning materials, converting text to audible formats, building adaptive mobility devices, hardware/software setup/installation, and creating tactile maps.
	materials minutes per: 120
	Materials_Per: [Week]
	Materials_Range: [4]
	Materials_Number: 4
	Define IEP/IFSP Meetings - Planning/Participation: 
	IEP/IFSP Meetings - Planning/Participation Definition: IEP/IFSP Meetings - Planning/Participation – time related to this category includes both planning and participation in the IEP/IFSP process.
	IEP Minutes per: 2550
	IEP_Per: [Year]
	IEP_Range: [4]
	IEP_Number: 4
	Define Braille Materials Preparation: 
	Braille Materials Preparation Definition: Braille Materials Preparation – includes planning, production, and proof-reading of braille and tactile graphics/maps.
	Braille Minutes per: 60
	Braille_per: [Month]
	Braille_Range: [1]
	Braille_Number: 1
	Define Lesson  Preparation: 
	Lesson Preparation Definition: Lesson Preparation -  time spent to develop, plan, and write the contents of a lesson. May include route planning for COMS. Does not include time spent in preparing and/or procuring materials or equipment used in the lesson (this time will be reported in the Materials/Equipment Preparation and Procurement category).
	Lesson Minutes per: 300
	Lesson_per: [Week]
	Lesson_Range: [10]
	Lesson_Number: 10
	Define Evaluations: 
	Evaluations Definitions: Evaluations – time spent on evaluations for eligibility/reevaluation/dismissal, IEP/IFSP development, and/or progress monitoring.  These may include the Functional Vision Evaluation, Learning Media Assessment, Orientation and Mobility Evaluation, and ECC Evaluation.  Evaluation time may also include observation and collaboration with other team members. 
	Evaluation Minutes per: 6000
	Evaluations_per: [Year]
	Evaluations_Range: [10]
	Evaluations_Number: 10
	Define Medical Appointments: 
	Medical Appointments Definitions: Medical Appointments – time spent attending sensory-related medical evaluations, such as clinical low vision evaluations, audiology appointments, and eye doctor appointments.
	Medical Minutes Per: 0
	Medical_per: [Week]
	Medical_Range: [0]
	Medical_Number: 0
	Define Accountability Reporting: 
	Accountability Reporting Definitions: Accountability Reporting – time spent in progress monitoring and data collection (including observations), documentation for Medicaid reimbursement programs, Annual Registration, and completing daily logs.
	Accountability Reporting Minutes Per: 210
	Accountability Per: [Week]
	Accountability_Range: [10]
	Accountability_Number: 10
	Define AT: 
	AT Support Definition: Assistive Technology (AT) Support – time spent may include attending specialized training specific to individual AT products/devices; AT training or modeling for teachers, paraeducators, and/or family members; communicating with vendors or campus/district IT staff to set up the student’s AT and/or resolve technology challenges.
	AT Minutes Per: 30
	AT_per: [Week]
	AT_Range: [4]
	AT_Number: 4
	Define Applications for Other Services or Program Development: 
	Applications for Other Services or Program Development Definition: Applications for Other Services or Program Development- completing applications and documentation for specialized programs on behalf of students such as summer programs, short-term programs, camps, work programs, ESY programs, etc.  Program development may include time spent in creation and/or participation in a summer ECC program, technology, sports, or O&M skill-related event. 
	Applications for Other Services or Program Development Minutes Per: 0
	Applications_per: [Week]
	Applications_Range: [0]
	Applications_Number: 0
	Define Preparation and Administration of High-Stakes Testing: 
	Preparation and Administration of High-Stakes Testing Definition:  Preparation and Administration of High-Stakes Testing – includes standardized state-wide assessments, advanced placement testing, end-of-course tests, benchmark testing, college entrance exams (PSAT/SAT/ACT), etc.
	Preparation and Administration of High Stakes Testing Minutes Per: 0
	Testing_per: [Week]
	Testing_Range: [0]
	Testing_Number: 0
	Range Total for Student Specific Activities: 43
	Materials_Lower: 104
	Materials_Upper: 195
	IEP lower: 27
	IEP Upper: 40
	Braille lower: 1
	Braille Upper: 23
	Lesson Lower: 121
	Lesson Upper: 122
	Evaluations lower: 61
	Evaluations Upper: 62
	Medical Lower: 0
	Medical Upper: 0
	Accountability Lower: 91
	Accountability Upper: 92
	AT lower: 5
	AT Upper: 30
	Applications Lower: 0
	Applications Upper: 0
	Testing Lower: 0
	Testing Upper: 0
	P1Lower: 410
	P1Upper: 564
	Define Technical Assistance/Training for Others: 
	0: 

	Technical Assistance/Training for Others Definition: providing training or demonstrations to general district or campus staff, community workers, and others that is NOT directly related to a specific student. (e.g., training on basic O&M techniques and terminology; reviewing assistive technology options for a range of students; teaching gestures and basic signs for students who are deafblind; training on the referral process to assessment personnel; presenting to a class on White Cane Day; discussing the role of a TSVI/COMS at a career day/job fair; a “VI 101” general presentation to district administrators/staff).
	Technical Assistance/Training for Others  Minutes Per: 1020
	TA per: [Year]
	TA_Range: [10]
	TA_Number: 10
	Define District-Required Meetings: 
	District-Required Meetings Definition: time spent attending meetings or other duties required by the district that are not student-specific.  Examples may include campus faculty meetings, Equal Employment Opportunity (EEO) training, professional evaluations, and/or health and safety trainings.
	District-Required Meetings Minutes Per: 900
	District_Meeting_per: [Year]
	District_Meeting_Range: [7]
	District_Meeting_Number: 7
	Define Staff/Professional Development: 
	Staff/Professional Development Definition: time spent attending trainings, webinars, conferences, and/or participating in professional learning communities.
	Staff/Professional Development  Minutes Per: 1440
	PD_per: [Year]
	PD_Range: [7]
	PD_number: 7
	Define Team/Staff Meetings: 
	Team/Staff Meetings Definition: time spent meeting with the VI team, supervisor, student-specific staffing, and/or 504 meeting.
	Team/Staff Meetings  Minutes Per: 90
	Staff_Meeting_per: [Week]
	Staff_Meeting_Range: [7]
	Staff_Meeting_number: 7
	Total for Non-student specific activities: 31
	TA lower: 26
	TA upper: 27
	District Lower: 15
	District Upper: 54
	PD Lower: 12
	PD Upper: 91
	Staff Lower: 52
	Staff Upper: 357
	P2Lower: 105
	P2Upper: 529
	LowMinPerDay: 316
	HighMinperday: 431.6
	Low hour per day: 5.266666666666667
	High hour per day: 7.193333333333333
	LowMinperweek: 1580
	HighMinperWeek: 2158
	Low hour per week: 26.333333333333332
	High Min Per week: 35.96666666666667


