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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 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:
Complete Preliminary Paperwork
A. Teacher Narrative (short form):  List this as “Observations” on page 2 of the Re-Evaluation Summary Report/Eligibility Determination form.
Only check criteria related to the student’s current eligibility/disability category and/or currently addressed on the student’s IEP; otherwise, consider a Re-Evaluation with assessment 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.
B. Benchmarks:  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.
Complete one for every area of concern related to the student’s current eligibility/disability category and/or currently addressed on the student’s IEP.  If the student demonstrates weaknesses in areas (expressive, receptive, or written language; auditory or visual perception; and/or fine or gross motor) not currently related to the student’s current IEP, consider a Re-Evaluation with assessment as we may need 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.  If EmD, complete the Social Behavioral Emotional Checklist to confirm the EmD classification is still relevant.  In other words, problem(s) should be noted on the checklist.
D. 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. Copy of Cumulative Record insert. (Grades, attendance, state testing results)
3. 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.
4. 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. (CASE, STAR, Grades, etc.)
E. Prepare Re-Evaluation Summary Report/Eligibility Determination draft:  The following are most commonly marked/indicated:
1. The report is not final or dated until IEP/Eligibility Meeting.
2. On page 1, mark “yes” for the first question and list the student’s primary and secondary disabilities with subcategories as applicable.
3. On page 1, mark the appropriate response for the second question.  

4. On page 1, mark “no” for the third question.  Because you are completing a re-evaluation without assessment, it is your obvious recommendation that the student continues to have a disability, including the need for special education and related services and the student’s current disability category continue to be appropriate.
5. On page 1, mark “no” for the fourth question
6. On page 1, mark “no” for the fifth question
7. On page 1, mark “yes” for the sixth question.  A review/revision must take place to update eligibility date.
8. On page 2, mark each appropriately.  Be sure to identify the date and specific information regarding documentation and include documentation.

F. Send and verify parent receipt of WPN to initiate re-evaluation and Parent Invitation Response Form. The following are most commonly marked/indicated:

1. Purpose:  Re-evaluation, including possible consent for further…

2. Reason:  Conduct a re-evaluation….

3. Options Considered:  General Ed with No Sped Services

4. The 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 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.  

G. Invite appropriate IEP personnel (Director of Special Education, 
student’s regular education teacher, assistant principal and principal as well as the L/S therapist if the student has a current L/S eligibility and/or other service provider) to meeting by email.  Mrs. Gray will serve as diagnostic personnel in addition to agency representative.  Individuals may serve in more than one capacity
II. THREE MONTHS PRIOR TO RE-EVALUATION DATE:  Hold IEP Meeting to initiate re-evaluation:  This meeting is held at least three (3) months prior to re-evaluation date because it is possible that the parent may request a reevaluation with assessment even though the committee recommends a reevaluation without assessment.  If so, we would have ample time to complete the assessment and report writing process.

A. If parent requested the re-evaluation, OFFER a copy of and explain Procedural Safeguards and complete Documentation of Procedural Safeguards. 
B. Complete (if needed) and review report of progress section of IEP.

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

D. Discuss each component of the Teacher Narrative as well as the Benchmarks, Checklists, previous assessment summary report/eligibility category, CBAs, CASE, STAR, grades, etc.
E. Discuss re-evaluation with assessment verses without assessment.  Most students simply need a re-evaluation without additional assessment.  DD students must be re-evaluated for a different eligibility prior to age 10.
F. Discuss each component of the Re-Evaluation Summary Report/Eligibility Determination form.  
G. Complete Re-Evaluation Summary Report/Eligibility Determination.  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.
H. On W-1 update eligibility date and disability category.

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

J. Indicate any other changes on the IEP as applicable.  
K. Obtain signatures when possible; otherwise, members may be listed.   Signatures on Re-Evaluation Summary Report-Eligibility Determination and the student’s IEP page W-8 should be the SAME; it’s one meeting with same people.  Obtain signatures when possible on IEP; otherwise, members may be listed.  

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

M. 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.
N. Offer parent a copy of IEP.

O. Follow SPED TRACK procedures.

P. Follow MSIS procedures.
RE-EVALUATION without assessment CHECKLIST 
Student: ________________________  

 *if applicable






Date:  __________________________

1) Teacher Narrative (short form)

2) Benchmarks

3) Checklists

4) Copy of Previous Comprehensive Assessment Summary Report

5) Copy of current IEP

6) Copy of most recent CBAs for all core subjects (CASE, STAR, report card, etc.) 
7) Copy of Cumulative Record Insert (grades, attendance, state testing results)

8) Re-evaluation Summary Report/Eligibility Determination

9) WPN to initiate re-evaluation

10) Parent Response Form

11) Procedural Safeguards

12) Documentation Procedural Safeguards*
If eligible 
1) Follow MSIS Procedures
2) Follow SEAS Procedures

If services are refused,
1) Refusal of Special Education

2) Follow MSIS Procedures

3) Follow SEAS Procedures
Re-Evaluation without Assessment Procedures  
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