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	DIRECTIONS & NOTES TO REMEMBER:

· Explanation of each step is provided in chronological order.

· Sped forms are indicated in bold and italics.

· Meet specified timelines.

· Re-do if necessary.  Do not cross out and/or white out on forms, reports, etc…  

· Handwriting must be legible.

· The date mailed/sent home/given on Notices and WPNs must be a minimum of three (3) calendar days prior to the proposed meeting date.  Document attempts to notify.
· Follow this procedure when parent notification is required & document (date, method, etc…).

1st Attempt:  Send forms to parent by the student.  

2nd Attempt: Send forms to parent through the mail and call parent.  

· Complete every blank, box, etc…  

· If not applicable, write N/A.  

· Never assume.  Ask, check, double check and verify.



I. FOUR MONTHS PRIOR TO RE-EVALUATION DATE:  If you have questions, please contact the Director of Special Education
A. Teacher Narrative (5 page form) 

1. Complete every blank, box, etc…  
2. If not applicable, write N/A.  
3. On page 1 most of the information for the left side of the form should be verified/obtained the student’s cumulative record.  Do not assume information.

4. On page 1 attendance is irregular if the student has missed more days than the average student of his/her age.

5. On page 1section that addresses “current or past supplemental programs,” check the “other” box and write “current sped eligibility.”  
6. On page 1 section that addresses “previous request for Child Study...” check the “other” box and write “current sped eligibility.”   
7. On page 1 section that addresses “documentation of instructional intervention,” check the first box and write “interventions implemented through special education services (see IEP).”

8. On page 1 section that addresses “For what specific reason(s) is Child Study being requested,” write “to determine whether student continues to have a disability, including the need for special education and related services and whether the student’s current disability category continues to be appropriate.”

9. On page 1 “Attention” section, estimate in terms of minutes the student’s longest attention timespan.  A minute per year of age is average.

10. On page 1 “Results of Previous Tests” you may attach a copy of the student’s most recent state assessment results and/or universal screener then write “attached” in the section of the TN.   If attaching a universal screener, also attach a report which indicates the grade level results for his/her peers.  If neither are available, provide a copy of the student’s most recent Comprehensive Assessment Summary Report and write “Comprehensive Assessment Summary Report is attached” in the section of the TN.

11. For pages 2-3, only include the applicable page according to child’s age.
12. On pages 4-5, check only the characteristics that are NOT typical of the peer group and the characteristics that the student exhibits CONSISTENTLY or check “No Problem.”
B. Benchmark:  List this as “performance in general ed” on page two of the Re-Evaluation Summary Report/Eligibility Determination form.
Indicate strengths with a “+” and weaknesses with a “-“ on every core subject’s pacing guide.  Indicate at least three weaknesses (-) and three strengths (+).  If you cannot indicate three strengths on grade level, drop back one grade level at a time until three strengths are identified.  If student is performing at or above grade level, it’s possible you cannot mark any criteria as a weakness.  If so, write the following statement on the form:  “student performs at or above grade level in ____ (subject).”

C. Checklists:  List this as “observations” on page two of the Re-Evaluation Summary Report/Eligibility Determination form.
If three or more weaknesses are indicated in any one area on pages 3 or 4 of Teacher Narrative, include the applicable checklist.  Check only the characteristics that are NOT typical of the peer group and the characteristics that the student exhibits CONSISTENTLY.
D. Environmental, Cultural and/or Economic Factors (complete for every initial referral)  The parent should be the primary source for this information.

E. Other Required Documentation for Review:
1. Copy of previous Comprehensive Assessment Summary Report:  List this as “Previous Evaluation Report” on page two of the Re-Evaluation Summary Report/Eligibility Determination form.
2. Updated copy of the student’s IEP:  List this as “Progress toward meeting IEP goals…” on page two of the Re-Evaluation Summary Report/Eligibility Determination form.
3. Copy of most recent Curriculum Based Assessment (CBA) for all core subjects:  List this as “CBA” on page two of the Re-Evaluation Summary Report/Eligibility Determination form.
F. Pre Referral Paperwork

1. Deliver all Pre-Referral paperwork to the Director of Special Education for review three (3) months prior to the reevaluation date and prior to the IEP meeting to initiate re-evaluation.  

2. The pre-assessment paperwork is approved by the Office of Special Education within ten (10) school days of receipt.  It is then returned to the special educator who initiates Step II 
II. THREE MONTHS PRIOR TO RE-EVALUATION DATE HOLD 
IEP to Initiate Re-evaluation MEETING:             

A. Send and verify parent receipt of WPN to initiate reevaluate with assessment and the Parent Invitation Response Form.  The following are most commonly marked/indicated: 
1. Purpose:  Reevaluation including possible consent for futher…

2. Reason:  Conduct a reevaluation….

3. Options Considered:  General education with no Sped services

4. Options Rejected:  Mark the appropriate response.

5. Persons invited:  List every member of IEP Committee by name and position
6. Evaluation Procedures:  Mark all that you have gathered for review.  If you mark it, you must attach written documentation.
a. Check Classroom Observation (if you have any checklists)

b. Check Teacher Report (this is the teacher narrative – long form)

c. Check Curriculum-Based Assessment (this is the most current 9 week’s assessment from each core subject)

d. Check Parental Input (document any concerns/input)

e. Check Current IEP (copy of the current IEP)

f. Check others as applicable and specific for the student

7. Complete remainder of notice as appropriate.  Include your name and title at bottom of page and place a check mark in the box to identify the appropriate school.

B. Invite appropriate IEP persons Sped Teacher(s), General Ed Teacher (s), Speech/Language Pathologist if the student has a current L/S eligibility and/or if such eligibility is suspected, Administrator(s) including Director of Special Education, Parents/Guardians, applicable related service providers, and student if age 14 or older to the IEP meeting by email.  If OD track, invite counselor.
C. Hold IEP Meeting for Re-Evaluation with Assessment

D. OFFER a copy of and explain Procedural Safeguards and complete Documentation of Procedural Safeguards. Legislation requires us to offer a copy upon evaluation.

E. Complete (if needed) and review report of progress section of IEP.

F. Explain purpose of assessment and reason re-evaluation is being requested.

G. Explain components and procedures of comprehensive assessment including the fact that the assessment will be completed before the three year timeline expires.  Our goal is to complete the re-evaluation within sixty (60) days; however, MDE does not identify a timeline.

H. Solicit parent participation and input.

I. Complete Notice of IEP Committee’s Decision for Re-evaluation. 

1. Complete each section.

2. Parent signature on this form denotes permission to evaluate.

3. If parent refuses the re-evaluation, ask the parent to write down a statement that she refuses the re-evaluation, state the reason(s) why, sign and date the statement.  Assist parent as needed with this task.  Notify the Director of  Special Education of refusal immediately.

J. Complete MET Meeting Checklist, Parent Interview with input from parent & general education teacher to aid the psychometrist or psychologist to identify the most appropriate type of assessments.  Although you held an IEP meeting not an SRT meeting, complete the bottom section of this form.  
K. Complete Release of Information if student has a medical or psychological diagnosis or illness or if student has any recent academic/achievement/IQ assessment. Examples:  ADD, ADHD, Autism Spectrum Disorder, Diabetes, Sickle Cell, Seizure Disorder, Depression, Bi-Polar, Anxiety, etc… 

L. If applicable, parent and/or teacher will complete rating scales, checklists… based on child’s current and/or suspected disability (ADHD, ADD, EmD, Autism Spectrum Disorder, etc…).  Forms will be brought to meeting by Director of Special Education if informed of current and/or suspected disability in advance.  The sped teacher has ten (10) school days from the date of IEP meeting to distribute then collect the completed forms.

M. Indicate any and all other changes on the IEP as needed.  

N. On W-8 under the “Evaluation” heading, indicate that “A re-evaluation will be conducted” and provide date.

O. On W-8 obtain signatures or list members present, mark review, mark revise and date.

P. Document this 1st IEP meeting on the Re-Evaluation Summary Report/Eligibility Determination form.  The following are most commonly marked/indicated: 

1. On page 1, complete the entire section including “Date of Meeting,” but leave the “Date of 2nd Meeting” blank.  It will be dated during the IEP/Eligibility Meeting.

2. Mark “no” for the first question and do NOT write anything on the blank line as current eligibility is not supported in a case of re-evaluation with additional assessment.  

3. Mark “yes” or “no” as appropriate for the second question.  

4. Mark “yes” for the third question and list the following:  (1) educational and intellectual assessments and (2) language/speech screening and/or assessment.  

5. If Autism Spectrum Disorder, ADD, ADHD or EmD are suspected, also list “Rating scale/assessment for ____” (fill in with Autism Spectrum Disorder, ADD, ADHD, or EmD).  Leave the rest of form blank.  Members present are already documented on IEP; therefore, no signatures are required on this form until IEP Eligibility Meeting is held (V.).  

Q. Give the parent an opportunity to ask questions prior to the conclusion of IEP meeting.
IV.
Re-Evaluation Assessment:
A. Fax Release of Information to physician if applicable within one school day of the IEP meeting.  Document date and time of fax on the release form.  The doctor should mail or fax student records to the Director of Special Education as indicated on the form.  

B. Hearing/Vision Screening:

Within one (1) school day of the IEP meeting to initiate the comprehensive re-evaluation, email school nurse to request Hearing/Vision Screening.  Ask nurse to send you the completed form within five (5) school days.  If student fails both or either, contact the Director of Special Education immediately and delay requesting L/S Observation until the student passes both hearing and vision.

C. Language/Speech Observation and possible Assessment:
1. Within one (1) school day of receiving the student’s hearing/vision screening, notify the language/speech therapist to complete screening and possible assessment.  
2. If the Language/Speech Therapist was not present for the IEP meeting to initiate comprehensive re-evaluation email her within one (1) school day of the MET meeting to screen/assess the student.  She will need the student’s name, grade, and date of birth, as well as any indication of language/speech concerns noted on the teacher narrative or by parent.

3. The L/S Therapist will need to submit her original signed report and a copy of the screener/assessment to the sped teacher within five (5) school days of notification.  
4. The screener, assessment, and/or report may NOT be dated prior to (a) the parent permission for re-evaluation/IEP date and (b) the student passes hearing and vision.  
D. Submit student’s sped re-evaluation folder to the Office of Special Education no later than ten (10) school days from parental permission for re-evaluation date.  Exceptions are made to that timeline if the student fails hearing and/or vision.  
E. The Office of Special Education requests forms such as Report of Physical Observations and Physician Follow Up form as necessary.
F. Student is assessed by psychometrist, psychologist, etc...  
G. If the summary report indicates the student is being considered for OHI (ADD and/or ADHD) or AU or any subcategory of SLD, the Director of Special Education will request the applicable special education teacher complete the OHI (ADD/ADHD) Teacher Report or applicable Classroom Observation Report (SLD or AU) to be returned to the Office of Special Education within five (5) school days.  Both of the documents should likely reflect the same findings as the evaluator’s assessment.  

H. Folder is returned to Special Education Teacher with Assessment Reports included.

I. Within five (5) school days of receiving the folder from the Director of Special Education and preferably in time to meet the sixty (60) day recommended timeline, send and verify parent receipt of WPN to determine eligibility and the Parent Invitation Response Form.  The following are most commonly marked/indicated:
1. Purpose:  Evaluation information and determine whether your child has…

2. Reason:  Conduct a re-evaluation due to three year mandate
3. Options Considered:  General Ed with No Sped Services
4. Options Rejected:  Mark all that are applicable

5. Persons invited:  List every member of IEP Committee by name and position

6. Evaluation Procedures:  Mark all that you have gathered for review.  If you mark it, you must attach written documentation.

a. Check Classroom Observation (if you have any checklists)

b. Check Teacher Report (this is the teacher narrative – long form)

c. Check Curriculum-Based Assessment (this is the most current 9 week’s common assessment from each core subject)

d. Check Parental Input (document any concerns/input)

e. Check Current IEP (copy of the current IEP)

f. Check others as applicable and specific for the student

7. Complete remainder of notice as appropriate.  Include name and title at bottom of page and place a check mark in the box to identify the appropriate school.  

J. Invite appropriate IEP persons  including Sped Teacher(s), General Ed Teacher (s), Speech/Language Pathologist if the student has a current L/S eligibility and/or if such eligibility is suspected, Administrator(s) including Director of Special Education, Parents/Guardians, applicable related service providers, and student if age 14 or older to the IEP meeting by email.  If a psychologist participated in the evaluation, please include him/her as diagnostic personnel; otherwise, Dr. Moore will serve as diagnostic personnel in addition to agency representative.  Individuals may serve in more than one capacity.

V.
HOLD IEP/RE-EVALUATION MEETING BEFORE THE RE-EVAL DATE 
and preferably within sixty (60) days of obtaining parental permission,: 

A. If parent requested the re-evaluation, OFFER a copy of and explain Procedural Safeguards and complete Documentation of Procedural Safeguards. 
B. Results of Comprehensive Re-evaluation Assessment are reviewed and discussed.

C. Reports are not dated prior to meeting, please date the reports as each is reviewed during the IEP/Re-evaluation meeting.
D. On the Summary Report have members of IEP Committee sign, indicate position, indicate whether they agree or disagree and date.

E. If SLD, complete Consideration for SLD (Director of Special Education will bring this form to meeting).*

F. Discuss each component of the Re-Evaluation Summary Report-Eligibility Determination. 
G. Complete Re-Evaluation Summary Report/Eligibility Determination form.  Verify that ALL required signatures are obtained.  Signatures on Re-Evaluation Summary Report-Eligibility Determination and the student’s IEP review/revision should be the SAME; it’s one meeting with same people.
1. On page 1, write in the date for the 2nd meeting (date of IEP/Reevaluation  Meeting).

2. On page 1, mark the appropriate response for the fourth question and list the student’s primary and secondary disabilities with subcategories as applicable.

3. On page 1, mark the appropriate response for the fifth question
4. On page 1, mark the appropriate response for the sixth question.  A review/revision must take place to update eligibility date.
5. On page 2, mark each appropriately.  Be sure to identify the date and specific information regarding documentation and include documentation.
6. On page 2, have IEP Members sign, indicate position, and indicate whether they agree or disagree and date.
H. Give parent a copy of Re-Evaluation Summary Report-Eligibility Determination, ATR(s) and Summary Report.
I. IF ELIGIBLE:
1. Complete a new Consent for Placement or Refusal of Special Education.
2. If eligibility changes, complete and give parent a copy of Notice of Change in Identification.  
3. Make a copy of summary report for yourself if needed to develop IEP.
4. Follow SPED TRACK procedures
5. Follow MSIS procedures

6. Forward sped Re-evaluation folder to the Office of Special Education within three (3) school days of IEP meeting.  

A. Sped Secretary will make you a copy for the student’s white binder and send it to you within ten (10) school days. 

J. IF INELIGIBLE:

1. Complete Notice of Eligibility Determination Decision – Not Eligible. 
2. Make two copies of the Notice of Eligibility Determination Decision – Not Eligible.  Put one copy in the front of student’s white binder and give the other to the school’s counselor to be placed in the student’s cumulative folder.

3. Provide parent with the original Notice of Eligibility Determination Decision – Not Eligible.   
4. Forward comprehensive assessment/sped folder and white binder to Office of Special Education within three (3) school days of MET/re-evaluation meeting.  
5. Follow SPED TRACK procedures.
6. Follow MSIS procedures
7. Process ends here.
VIII. IEP Meeting:   This should most likely occur same day as re-evaluation meeting.
A. Send and verify parent receipt of WPN to review/revise IEP and Parent Invitation Response Form.  The following are most commonly marked/indicated:
1. Purpose:  Possible revision of your child’s IEP as well as any other applicable purposes

2. Reason:  Review and as necessary revise your child’s IEP… as well as any other reasons to revise

3. Options Considered:  General Ed with no Sped services

4. Options Rejected:  Mark all that are applicable
5. Persons invited:  Every member of IEP Committee

6. Evaluation Procedures:  Mark all that have been gathered during reevaluation process including:  vision/hearing, classroom observations, academic achievement, speech/language, teacher report, CBA, cognitive functioning, and current IEP.  

7. Complete remainder of notice as appropriate.  Include name and title at bottom of page and place a check mark in the box to identify the appropriate school.
B. Discuss, review, and revise each section of IEP as appropriate including:  

1. On W-1 update eligibility date and disability category.

2. On W-8 obtain signatures or list members present, mark review, mark revise and date.

3. Indicate any other changes on the IEP as applicable.  
4. Obtain signatures when possible; otherwise, members may be listed.  

5. If student is age 14 or will turn age 14 prior to routine spring IEP meeting, complete the transition section.  

6. Begin discussing graduation options at 6th grade.  Graduation decision will be made and documented on IEP at the end of the student’s 8th grade year during spring IEP meeting.

C. Solicit parent participation and input.

D. Offer parent a copy of IEP.

E. Follow SPED TRACK procedures.
F. Follow MSIS procedures.
RE-EVALUATION with assessment CHECKLIST 
Student: ___________________________  

 *if applicable





Date:  ______________________________

1) Teacher Narrative (long form)

2) Benchmarks

3) Checklists

4) Environmental, Cultural and/or Economic Factors

5) Copy of Previous Comprehensive Assessment Summary Report

6) Copy of current IEP

7) Copy of most recent CBAs (CASE) for all core subjects (at very least STAR Math, STAR Reading)
8) WPN to initiate re-evaluation

9)  Parent Invitation Response Form

10) Procedural Safeguards

11) Documentation of Procedural Safeguards

12) Notice of IEP Committee’s Decision for Re-evaluation (use only if parent did not participate in IEP meeting)
13) MET Meeting Checklist
14) Parent Interview 
15) Rating Scales*
16) Release of Information*
17) Re-Evaluation Summary Report/Eligibility Determination (partially completed)

18) Hearing/Vision Screening (obtained from school nurse or SLP)

19) L/S Report (obtained from L/S therapist)

20) Rating Scales* (EmD, AU, ADD, ADHD, etc..)

21) Classroom Observation Report (AU & SLD) and/or OHI (ADD or ADHD) Teacher Report*

The following forms are completed as part of Eligibility Determination Conference

22) WPN to determine eligibility 
23) Parent Invitation Response Form

24) Educational/Intellectual Report (obtained from psychometrist)

25) Summary Report (obtained from psychometrist)

26) Other Reports* (obtained from school psychologist, medical physician, etc…)

27) Consideration for SLD* if SLD (obtained from sped director)

28) Re-Evaluation Summary Report/Eligibility Determination
If eligible,

1) Consent for Placement or Refusal of Special Education

2) Notice of Change in Identification*

If ineligible,

3) WPN to review/revise IEP


1)  Notice of Eligibility Determination Decision

4) Parent Invitation Response Form

2)  Follow SEAS Procedures

5) Follow SEAS Procedures


3)  Follow MSIS Procedures


6) Follow MSIS Procedures
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