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St. Croix River Education District

DUE PROCESS ACTIVITY LIST (DPAL: Early Childhood Part C)

Annual IFSP-IEP/Continuing Special Education Placement

	Student Name: ____________________________
	IFSP/IEP Manager:_________________________________

	Current School Year/Grade:_________________
	Annual IFSP/IEP Due Date:__________________________

	Primary Disability:_________________________
	Next Evaluation:________________________________


When scheduling your annual IFSP/IEP meeting, you must take into account two dates: the meeting date and the start services date.   The annual IFSP/IEP must be completed prior to these dates of the following year (they will be different dates), meaning that the annual review should really be considered an 11 month review to allow enough time to develop the IFSP/IEP and obtain parent signature.  Prior planning is key, you will most likely need to schedule annual IFSP/IEP meetings a couple of weeks before the IFSP/IEP is actually due to avoid lapse in service dates.

	
	
	Date Filed

	Notice of a Team Meeting 

Send parents Notice of Team Meeting and select “To review your child’s IEP or IFSP, including consideration of extended school year services, and revise the IEP or IFSP as needed.” Best practice includes attempting to contact parent by phone and then sending out notice (attempt to notify parent 7-10 days before this meeting).  Include Procedural Safeguards notice and document attempts to invite parents to this meeting. 
When the decision is to propose a special education evaluation, send parents Notice of Team Meeting and check “To discuss development of an evaluation/reevaluation plan.”  There is no “legal” requirement to conduct evaluation planning meetings.  The decision to formally hold such meetings should be made at the building level.  It is highly recommended that such a meeting be held for all initial evaluations.  This is to acquaint parents and students with the process and staff involved.  It may also be beneficial to hold evaluation planning meetings when the case is complex or when parents request.

Provide copy of notice to all invitees.  File copy in student’s special education folder.
	Date Notice was sent (date on notice):


	

	Prior Written Notice of Educational  Evaluation/Re-Evaluation (PWN)

When the decision is to evaluate, send/provide parents with Prior Written Notice of Educational Evaluation/Re-Evaluation and check a “This notice is for an initial evaluation to determine your child’s eligibility for special education.  The school district must receive your signed permission before it can begin the evaluation.”  Include Procedural Safeguards notice. 

File copy in student’s special education folder.
	Date of PWN:


	

	Parental Consent/Objection form 

Written permission received.  Districts must have parent’s written permission before an initial evaluation can be conducted.  The evaluation must be completed within 45 calendar days. The 45 calendar day timeline will be computed by Central Intake and written on the upper left corner of the Referral Form. 





45 calendar day evaluation completion date _____





40 calendar day* evaluation completion date _____

*All required components of evaluation must be completed and provided to the school psychologist for review by this date.  The evaluation manager is responsible to notify evaluators regarding this timeline (may direct due process secretary to notify evaluators).

Complete Evaluation Summary Report (ESR) including final page of ESR.  The date of the ESR must be on or before the 45 calendar day evaluation completion date.
	Date signature received:


	

	Notice of a Team Meeting 

Send parents Notice of Team Meeting and check “To discuss evaluation results and determine if your child is eligible for special education and related services.”  If it is likely that an Individual Family Service Plan (IFSP) will be developed also check “To consider development of an Individualized Family Service Plan (IFSP).”  If it is likely that transition services will be provided also check “To consider transition needs, services, and development of a transition plan.”  Include Procedural Safeguards notice (4) and document attempts to invite parents to this meeting.  Best practice includes attempting to contact parent by phone and then sending out notice (attempt to notify parent 7-10 days before this meeting).  Document attempts to invite parents to this meeting.  Provide copy of notice to all invitees.  File copy in student’s special education folder.

The IFSP presented at an IFSP meeting must be labeled or referred to as a DRAFT IFSP.
Excusing Team Members’ Attendance

IDEA 2004 states that a member of the IFSP/IEP team is not required to attend an IFSP/IEP meeting, in whole or in part, if:

• The parent of a child with a disability and the district agree, due to the fact that the member’s area of the curriculum or related services is not being modified or discussed.

• The parent’s agreement must be in writing. 

• The member submits, in writing to the parents and the team, his or her input into the development of the IFSP/IEP prior to the meeting. 

Use SCRED form: Excusal from or Nonattendance at an Evaluation Results Meeting when implementing this process.
	Date Notice was sent (date on notice):

	


	
	
	Date Filed

	Notice of a Team Meeting (cont.)
Consolidation of IFSP/IEP Meetings

IDEA 2004 makes provisions that to the extent possible, the district will encourage the consolidation of evaluation meetings and other IFSP team meetings for the child.  

Alternative Means of Meeting Participation
IDEA 2004 makes provisions that when conducting Evaluation Results and IFSP meetings and carrying out administrative matters (such as scheduling, exchange of witness lists and status conferences), the parent of a child with a disability and the district may agree to use alternative means of meeting participation, such as video conferences and conference calls.  
	
	

	Evaluation Results Meeting

The evaluation results meeting is held and the student is found to be not eligible for special education services.  The ESR must be written and sent to parents within 10 school days of the evaluation results meeting. File copy in student’s special education folder. 

When determining eligibility for Parts C and Part B concurrently, a Prior Written Notice, and Evaluation Summary Report for Part B eligibility must be completed in addition to the Evaluation and Assessment Summary section of the IFSP. File copy of each in student’s special education folder. 

When an IFSP/IEP will be developed, the ESR and IFSP/IEP must be developed (written and sent to parents) within 10 school days after the IFSP/IEP planning meeting. File copy in student’s special education folder.

Permission form signed by parents returned.  Begin services (services cannot begin for initial placement until parent gives written permission).  If parent disagrees, contact the IFSP/IEP manager or school psychologist.  File copy in student’s special education folder.

Signature page of IFSP includes parent signature as well as authorized signature of the agencies responsible or providing, paying for, or facilitating payment for early intervening services. 

The 14 calendar days “implied consent” does not apply to Part C at any time.

	Date of meeting:
Concurrent Eval yes/no

If yes, Date of PWN:
Date signature received:
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