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SPECIAL EDUCATION ELIGIBILITY 
 

Mountain View Elementary School is piloting the Response to Intervention (RtI) process as set 
out in the 2004 Reauthorization of IDEA. The purpose is to avoid disproportionate and/or 
inappropriate classification of students as eligible for special education services. Alleghany 
County Public Schools (ACPS) will be following this model. Students should first be reviewed 
by the Child Study/RtI team in the school. Interventions and their outcomes will be documented 
prior to referral for the Special Education eligibility process. It is the responsibility of the school 
and the team to determine through this process whether to refer the student for a Special 
Education eligibility evaluation. The RtI documentation must reflect that the difficulty the 
student experiences are not due to a lack of appropriate instruction and/or interventions in the 
regular education program and that the student displays a continued lack of progress despite 
appropriate and varied interventions. 
 
Child Study/RtI Committee/IEP team will utilize the Special Education Process Monitoring form 
(See Appendix A and Special Education website) as a procedural checklist. This checklist is to be 
maintained in the front of the student’s Special Education file if the student is found eligible for 
Special Education services. 
 

I. PURPOSE 
a. To determine if the student has a disability that requires a special education 

program and related services. 
i. A team of qualified professionals and the parent of the child review the 

evaluation components and any other available information in order to 
determine if a student has a disabling condition that significantly impacts 
the student’s educational performance. 

II. COMPOSITION 
a. The Eligibility Committee will include the following members: 

i. School personnel representing each of the disciplines providing 
assessments. (At least one person on the Committee must have either 
assessed or observed the student.) 

ii. School Psychologist or other designated chairperson (required). 
iii. The Supervisor of Special Education (unless the Supervisor has designated 

a building administrator, Child Study Chair or School Psychologist to 
chair the Committee.) 

iv. Parent/Guardian 
v. The student, if appropriate 

vi. The student’s regular education teacher: 
1. If the student does not have a regular education teacher, a regular 

classroom teacher qualified to teach a student of that age is 
recommended; or 

2. For a student less than school age an individual qualified to teach a 
student of that age is recommended; 

vii. At least one person qualified to conduct diagnostic examinations of 
children, such as school psychologist, speech-language pathologist, 
teacher of specific learning disabilities, or ECSE teacher. 
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III. SCHEDULE OF MEETINGS 

a. Child Study chair schedules a date and time for the Eligibility Committee meeting 
with a building administrator in compliance with timelines. 

i. Scheduled meeting time is sent to, the Supervisor of Special Education. 
ii. The parent(s) shall be invited in writing within a reasonable amount of 

time to attend the meeting by the school. Written documentation is 
required. A minimum of three documented contacts either by phone or in 
writing is highly recommended for all IEP process meetings. 

iii. In an initial meeting (which may occur concurrent with the child study 
meeting in which the decision was made to evaluate the student for 
eligibility) the team will decide what assessments components need to be 
completed and obtain parent signature giving consent for the evaluation to 
proceed. At this meeting, parental consent for billing Medicaid should also 
be obtained (and FAXED to the Nursing Coordinator.) Notice to Central 
Office Assessment Services should be sent to the Supervisor of Special 
Education within 5 days. 

1. For initial evaluation, all areas of possible concern should be 
addressed. If speech/language is the only area of concern, then 
only a speech and language assessment needs to be completed. 
Information and other agency assessments done within one 
calendar year of the meeting date may be considered in lieu of the 
school system completing all of the following assessment 
components; 

a. Psychological 
b. Sociological 
c. Educational 
d. Medical 
e. Physical therapy (if there are concerns in this area) 
f. Occupational therapy (if there are concerns in this area) 
g. Hearing and vision should be checked if not previously 

done and found to be normal. 
h. Classroom observation (if LD is a possible concern) 

IV. ELIGIBILITY DECISION MEETING 
a. Eligibility determinations are made by a team of qualified professionals that 

include school personnel representing each of the disciplines providing 
assessments, a designated chairperson, the Local Education Administrator (LEA) 
or Designee, the parent/guardian of the student and the student, if appropriate (i.e. 
student has reached age of majority.) The Supervisor of Special Education shall 
be included in the team for all eligibility determinations for which there is an 
anticipated concern or dispute. 

i. If the parent does not attend the eligibility meeting, the team may proceed 
with the decision to comply with timelines. Parental consent and 
agreement by signature must be obtained before the decision can take 
effect. 
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b. The chairperson shall record the essential deliberations and the various sources 
considered in order to determine whether the student has a disability that requires 
a special education program that may include related services. 

c. The eligibility committee chairperson is charged with the responsibility of 
assisting the committee in attaining consensus (a decision with which the team 
members are satisfied and that meets the definitions of disabilities found in 
Appendix B. 

d. Discussion shall include: 
i. Eligibility criteria (The need for services is primarily attributable to a 

disability and not due to the effects of culture, race, socio-economic 
disadvantage, or a lack of appropriate instruction and interventions in the 
general education setting) 

ii. Response to interventions 
iii. The need for special education related services 
iv. Suggestions for a school plan of action to address the learning problems 

which were the initial reason for the referral if the student is not eligible. 
e. Eligibility Summary 

i. The Eligibility Committee chairperson shall complete the special 
Education Eligibility Committee summary within the Eligibility Meeting. 
 
Each committee member must sign the summary. An individual member 
who wishes to dissent from the consensus should make a notation next to 
his/her signature and attach a dissenting opinion with the summary. In the 
case of there being more than one representative on the IEP Team (i.e. two 
regular education teachers or multiple family representatives), one should 
be designated as the primary IEP team member fulfilling that role for 
purposes of the IEP team and the multiples shall represent one opinion in 
the team consensus. The other representatives would serve as sources of 
information or advisors. 
 
Members of the team will sign the summary certifying that they agree with 
the conclusions and summary of the meeting. Parents will need to sign that 
they agree with the determination of the eligibility meeting and that they 
give consent for the initial identification, or in the case of a reevaluation, a 
change in the special education classification in order for it to take effect.  
 
If parents do not give consent to a change in identification, no changes can 
occur. Prior Written Notice, (PWN) must be completed and sent to the 
parents. When the school system is in disagreement with the parent about 
initiating a change or refusing to initiate a change in one or more of the 
following categories: Identification, Evaluation, Educational placement, or 
the provision of a free and appropriate public education (FAPE) of the 
student, the PWN must include the reasons for disagreement. Consultation 
with the supervisor of Special Education is strongly recommended prior to 
the involvement in this process. 
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The case manager must get a Medicaid Eligible and Permission Form 
signed for every student qualifying for services. The signed form should 
be sent to the Nursing Coordinator. 
 
The Eligibility Summary must be entered into Easy IEP. A copy of all 
evaluation component reports along with a copy of the Eligibility 
Summary are to be filed in the student’s confidential folder (Special 
Education folder) and used in IEP development. For initial eligibilities, an 
IEP must be completed within 30 calendar days of the eligibility decision. 
For reevaluations, if any changes to the IEP are indicated, these changes 
must be made within 30 calendar days of the eligibility decision. 
 

ii. The Supervisor of Special Education should be notified of the decision 
and date within 5 calendar days. 

iii. The parent is provided a copy of the eligibility summary copies of 
evaluation reports (if not already received) and other forms if appropriate. 

iv. If the team determines that the results of assessments are inconclusive, and 
cannot make an eligibility decision without more assessment being 
completed, then the decision at this meeting shall be that the student is 
ineligible. The parent’s consent to complete additional assessment shall be 
obtained. Then, the team can meet again to reconsider the decision 
including the additional assessment information. 

v. Assessment protocols (i.e., test forms) should not be kept in the student’s 
special education file. They may be stored in a separate file a locked 
cabinet for future reference, or they may be shredded after the eligibility 
determination is made.  

 
In the case of Initial Evaluation: 

• If a student is determined to be ineligible for special education services, 
inform the parent in writing using a PWN. 

• If a student is determined to be eligible for special education services and 
the parent did not attend, the parent(s)/guardian/surrogate shall be invited 
to participate in the development of an Individualized Education Program. 

• Parental signature is required for the eligibility determination for special 
education placement to proceed. 

• If the student is found eligible, an entrance report (Appendix C) must be 
sent to the Executive Secretary: Title I and Special Education, within 5 
calendar days. Use the 10 digit SASI Passport number as the student 
identifier number. 

 
In the case of a Reevaluation: 

• Notification (whether present or not) of the reevaluation results using the 
PWN form must be done. 

• If the student is found ineligible for special education services, the 
appropriate section of the summary should be completed and signed by the 
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parent. Parental consent is required prior to dismissal of the student from 
special education services. 

• If the student is found ineligible, an exit report (Appendix D) must be sent 
to the Executive Secretary: Title I and Special Education, within 5 
calendar days. Use the 10 digit SASI Passport number as the student 
identifier number. 

 
V. ELIGIBILITY TIMELINES 

a. The Supervisor of Special Education shall be notified within 5 calendar days 
when a referral is made to the Child Study/RtI team. 

b. A Child Study/RtI meeting shall be scheduled to occur within 10 calendar days of 
the receipt of the referral by the Team chair. 

c. A Notice to Central Office Assessment Services (Appendix E) must be sent to the 
Supervisor of Special Education (for initial and for reevaluation) 

d. All needed assessments and reports must be completed and delivered to the case 
manager within 45 business days of the Notice  

e. The Eligibility Determination meeting must be held within 65 business days of 
the date of the decision to refer for evaluation. 

i. For state performance plan Indicator documentation, documentation 
should be kept of reasons for not meeting the timeline including 
documentation of: 

1. Inclement weather 
2. Additional testing needed 
3. Families moving into a division after the testing was started 

elsewhere 
4. Parental refusal to make the child available for testing after 

consenting to the evaluation (including copies of attendance 
records where attendance is a factor) 

5. Child refusal 
6. Staffing issue 
7. Paperwork error 
8. Narrative comments to explain why timelines were not met 
 

If the eligibility determination is not made within the required timeline, 
copies of all documentation must be sent to the Supervisor of Special 
Education when notification of the Eligibility meeting date and decision 
are done. 

f. Parents must be notified and notification documentation (copy of letter or 
documentation of phone contact) of the availability of assessment reports and 
where they may access them for 2 days prior to the Eligibility Determination 
meeting. If the parents elect not to look at the reports prior to the Eligibility 
Determination meeting, copies must be made given to them at that meeting or in 
the meeting in which the Eligibility Determination is discussed with the parents. 

ACPS  Revised 7/27/08 
PO Drawer 140  
Low Moor, VA 24422 



ACPS 
Special Education Procedures Manual 

9

ELIGIBILITY MEETING CHECKLIST 
 

• Once reports from all screenings are received, schedule the eligibility meeting time and 
location with a building administrator, the participating evaluators, and the parent. 

• Send an invitation to the parent two weeks prior to the meeting date informing them that they 
may obtain copies of the evaluation reports at the school for their review 2 days prior to the 
eligibility meeting. Confirm the date by phone with the parent when possible. 

• One week prior to the meeting, send the parent another copy of the meeting invitation. 
• Within 3 days of the meeting, contact the parent to confirm their attendance at the meeting. 

Document all contacts. 
• The day of the meeting: 

o Have the student’s file with the evaluation reports ready for the meeting. 
• Begin the meeting by obtaining the signature of all meeting participants as participants. 

Obtain parent consent for the excusal any committee members who are unable to attend and 
have provided their input. 

o DO NOT PROCEED WITHOUT AN ADMINISTRATOR OR A DESIGNEE 
APPOINTED BY THE ADMINISTRATOR 

• Give the parent a copy of the Procedural Safeguards. 
• Ask each evaluator in turn to present their results. Give the parent the opportunity to ask 

questions as you go. 
• Determine the consensus of the committee on the student’s eligibility. If the decision is that 

the child is eligible for services, consult the Disability Definitions and Criteria (Appendix B) 
to confirm eligibility. If the Supervisor of Special Education is not present at the meeting and 
there is a question about eligibility, contact the Supervisor of Special Education concerning 
the decision. 

• Once consensus is determined, obtain the parent’s permission in writing to provide special 
education and/or related services for the student if the decision is that the student qualifies for 
these services. 

• Inform the parent that within 30 calendar days of the eligibility decision, an IEP will be 
developed outlining the services that will be provided, that they will have input into the 
development of the IEP, and that another meeting will be held to obtain consensus on the 
services and permission to implement the IEP. 

o If the student is not found eligible for services, explain why (utilize the expert 
evaluators on the committee to assist with this) and document on the PWN. 

• If there are dissenting opinions, record the name of those dissenting and invite them to 
provide a one page handout outlining their opinion to attach to the eligibility document. 

• After the meeting: 
o Complete the PWN as a written record of what transpired at the meeting and mail a 

copy to the parent within one week from the time of the meeting. 
o File a copy in the student’s special education file. 
o File the completed Eligibility meeting summary with evaluation reports in the 

student’s special education file 
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VI. EARLY CHILDHOOD SPECIAL EDUCATION (ECSE) ELIGIBILITY 
a. If Part C or a parent requests a screening, a request for screening is not considered 

a referral for evaluation. A request for screening does not start the 65-day 
timeline. 

i. If Part C makes the referral to Part B, then a Part C representative should 
also be included in the IEP meeting if the child is found eligible for 
services. 

b. A school division can propose that the team screen, observe, or even provide 
interventions and collect data with regard to the student’s response to those 
interventions, prior to a referral for a special education evaluation. If the family 
agrees to this and consents as such, then this action is appropriate. 

c. In the case of a part C referral, a request for a full evaluation does not require 
multiple assessment components; it is a request for a diagnostic evaluation to 
determine eligibility for services under Part B rather than a screening. A review of 
existing information from the latest IFSP and other Part C sources could be used. 
ACPS has the right to reevaluate in any given area should they choose to do so for 
evaluation purposes. 

d. In the case of a referral not made by Part C, once parental consent has been 
obtained, the child will be screened with an early childhood developmental 
assessment instrument to determine if the child has a 25 % delay, or delays in 
multiple areas that would affect the child’s development. Other assessments may 
be done as indicated by parent input, information provided by the parent (such as 
medical records or other agency assessments), or observation (including 
speech/language assessment and other related services.) 

e. Attendees at an ECSE eligibility meeting shall include: 
i. The parents of the child, at least one regular education teacher of the child 

(if the child is, or may be, participating in the regular education 
environment) 

ii. at least one special education teacher of the child, or where appropriate 
iii. at least one special education provider of the child 
iv. at least one representative of the public agency (who has certain specific 

knowledge and qualifications) 
v. an individual who can interpret the instructional implications of evaluation 

results and who may also be one of the other listed members 
vi. at the discretion of the parent or the agency  (Part C) other individuals who 

have knowledge or special expertise regarding the child, including related 
service personnel as appropriate 

vii. the child when appropriate 
f. With parent approval, an individual transition planning conference between the 

family, Part C and the local school division must be held at least 90 days before 
the child’s third birthday or the date on which the child is eligible for early 
childhood special education services under Part B. If the family wishes the child 
to transition to Part B at the start of the school year in which the child turns 2 by 
September 30th, then the transition planning conference must be held at least 90 
days before the start of the school year. The transition process must be started 
at least 90 days before the start of the school year in order for age eligible children 
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(2 by 9/30) to be ready to start school on the first day of school, even if the child 
will not yet be two years old on that first day of school or not yet two when 
referred. ACPS policy, in accordance with state regulations, will only begin 
services for 2 year olds at the beginning of the school year when these conditions 
are met. 

g. For state performance plan Indicator documentation, documentation should be 
kept of reasons for not meeting the timeline including documentation of: 

i. Inclement weather 
ii. Additional testing needed 

iii. Families moving into a division after the testing was started elsewhere 
iv. Parental refusal to make the child available for testing after consenting to 

the evaluation (including copies of attendance records where attendance is 
a factor) 

v. Child refusal 
vi. Staffing issue 

vii. Paperwork error 
viii. Narrative comments to explain why timelines were not met 

 
If the eligibility determination is not made within the required timeline, copies of  
all documentation must be sent to the Supervisor of Special Education when  
notification of the Eligibility meeting date and decision are done. 

 
h. For age eligible two year olds (2 by 9/30) an IEP must be completed before the 

beginning of school and before the child can begin receiving services. 
i. For children who will turn 3 in the school year, the IEP must be completed by the 

time of the child’s third birthday when services may begin.  
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INDIVIDUALIZED EDUCATION PROGRAM 
 

I. RESPONSIBIILTY 
 
ACPS shall ensure that at the beginning of each school year, an IEP will be in effect for each 
student eligible for special education services within its jurisdiction. ACPS shall ensure that 
an IEP is developed and implemented for each student with a disability in its jurisdiction, 
including such students placed in private schools or state facilities. It will also ensure that an 
IEP will be in effect before special education and related services are provided to a student. 
The responsibility shall be managed by the individual case manager. 
 
II. ACCOUNTABILITY 

a. An IEP must: 
1. Be in effect for each student eligible for special education services within 

its jurisdiction at the beginning of each school year. 
2. Be in effect before special education and related services are provided to a 

student 
3. Be developed within 30 calendar days of a determination that the student 

needs special education and related services, and to be implemented as 
soon as possible following the IEP meetings. 

b. ACPS shall initiate and conduct meetings periodically to review each student’s 
IEP and, where appropriate, revise its provisions. A meeting must be held for this 
purpose at least once a calendar year. 

1. A minimum of three contacts should be made to invite a parent to a 
meeting. One or two documented fact-to-face or phone contacts and one or 
two written notices including the date, time, location, participants (by job 
title, not name) and purpose of the meeting. If the parent is not accessible 
by phone, then three written notices should be sent. (In this circumstance 
one notice may be sent home with the student.) 

2. Copies of the IEP notice must be sent to the LEA, participating staff 
members, and outside agency personnel invited by the school. 

a. Participants that the parent chooses to bring should not be listed on 
the invitation, but do sign the IEP as having attended. Listing a 
participant on the invitation indicates that the school is responsible 
for inviting them. 

3. If no parent/guardian/surrogate can attend, then ACPS shall use other 
methods to ensure parent participation, including individual or conference 
telephone calls. 

4. A meeting may be conducted without the student’s parent/guardian if no 
ACPS representative has been able to convince them to attend. A record of 
attempts must be maintained including: 

a. Details of telephone calls made or attempted and the results of 
those calls 

b. Copies of correspondence / notice sent to the parents and any 
responses 
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c. Detailed records of visits made to the parent’s home or place of 
employment and the results of those visits. 

                                     If the parent/guardian does not attend, the case manager shall take  
   whatever action necessary to ensure that the parent understands the  
   proceedings of the meeting, including arranging for an interpreter (if  
   necessary for parents who are deaf or whose native language is other than  
   English.) The parent’s signature must still be obtained before the IEP  
   can become a legally compliant IEP.  

c. ACPS must provide special education and related services to a student with a 
disability in accordance with the IEP. 

d. The IEP Team is responsible for determining the placement as to the provision of 
special education and related services on the continuum of services (i.e. self-
contained, resource, regular classroom, etc.). The IEP Team does not have the 
authority to determine the site/place/location of services. ACPS is responsible for 
the specific site/place/location of all special education services, such as a specific 
classroom or specific school. In addition, the IEP Team does not have the 
authority to determine methodology. Choices of educational methodology, such 
as instructional techniques and personnel, remain within the discretion of ACPS, 
provided that the methods chosen offer the student a FAPE. 

1. The case manager is to maintain a current Special Education Process 
Monitoring form at the front of each student’s Special Education File. 

e. Related Services are available to all eligible children with disabilities and 
1. Are based on educational goal(s) shared by the team and developed with 

parent and (when appropriate) student input. 
2. Are considered and discussed using language that is readily understood by 

all team members, with minimal use of professional jargon. 
3. Are educationally relevant so that services are directly related to the 

student’s IEP (Individualized Education Program) and/or other 
documented educational curriculum (e.g., accessing the general education 
curriculum.) 

4. Are educationally necessary, meaning that the absence of a service would 
interfere with the student having access to an appropriate education or 
participation in their educational program. 

5. Are selected using sound judgment by considering natural supports and 
only employing specialists’ supports when necessary. 

6. Are developed with the input of the student, when appropriate, to 
encourage self-advocacy, self-determination and relevance of services. 

7. Are reflective of the interrelationships among the disciplines represented 
on the student’s team in order to avoid undesirable gaps, overlaps, and 
contradictions among service providers. 

8. Developed as part of the student’s educational program (e.g., annual goals, 
curriculum content, general supports) and educational placement have 
been determined to ensure educational relevance and necessity. 

9. Are reflective of a decision-making process which leads to consensus 
decision by the IEP team members (a decision with which the team 
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members are satisfied and that provides an appropriate educational 
opportunity for the student). 

10. And are documented specifically to include: 
a. type (e.g., physical therapy), 
b. relationship to the educational program (e.g., pertains to specific 

IEP goals), 
c. mode of service (e.g., resource, inclusion, consultation, direct, 

indirect, etc.) 
d. frequency and duration of service; 
e. placement of service provision (i.e. therapy room, regular 

classroom, etc.); 
f. initiation / implementation of services; 
g. identification of the role of the individual professional responsible 

for implementation and evaluation of progress (i.e. occupational 
therapist, physical therapist, etc.) 

III. PARTICIPANTS IN THE MEETING 
1. ACPS shall ensure that each meeting includes participants as follows: 

a. A representative of ACPS, a Local Educational Administrator 
(LEA) or Designee, who is qualified: 

I. To provide or supervise the provision of specially designed 
instruction to meet the unique needs of students with 
disabilities 

II. Is knowledgeable about the general curriculum 
III. Is knowledgeable about the availability of resources of the 

local educational agency and has the authority to commit 
county funds. 

b. At least one Regular education teacher of the student if the student 
is or may be participating in the regular education environment 
(i.e. art, exploratory classes, P.E., content subject areas) 

 
c. A special education teacher who can interpret the instructional 

implications of evaluation assessments. This member may be a 
member of the team serving in another capacity other than parent 
or student. 

d. One or both of the student’s parents/guardians 
I. ACPS shall take steps to ensure that the parent(s), 

guardian(s), or surrogate parent, and agency assigned legal 
custody of the student with a disability (if applicable) are 
present at each  IEP meeting and are afforded the 
opportunity to participate in IEP Addendum meetings as 
necessary 

e. The student, when appropriate 
f. Other individuals, at the discretion of the parents or ACPS. 

I. Agencies involved in transition activities should be invited 
to transition meetings. 
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g. For a student with a disability who has been evaluated for the first 
time, ACPS shall ensure that a member of the evaluation team who 
is knowledgeable about the evaluation procedures used with the 
student and is familiar with the results of the evaluation, 
participates in the meeting. 

 
2. Special Exceptions for Participants at IEP Team Meetings 

a.  IEP Team Member Excusal is available when changes are being 
made to the Annual IEP at an IEP meeting to complete an 
Addendum, at the request of the parent or school. This option is 
also available when the changes being proposed do not require the 
regular education teacher or related services provider 
(psychologist, occupational therapist, speech and language 
pathologist, etc.) if their area of the curriculum or related services 
is not being modified or discussed. The parent and school must 
agree on the attendance not being necessary for this  option to be 
used. 

b. If the School and Parent agree that an IEP Team Member may be 
excused from the IEP Meeting after it begins, the option is 
indicated on the signature page of the IEP Document, the name of 
the IEP Team Member being excused written on the appropriate 
line. The parent must consent to the use of this option in order for 
the IEP Team Member to be excused. 

c. If a Team Member is excused, this Team Member must have 
provided input to the development of the IEP draft if appropriate. 

IV. SIGNATURE PAGES 
a. When the IEP meeting is held, the completed signature page(s) for an Easy IEP 

generated document should be FAXED to Easy IEP. If a paper (hand-written 
document on paper forms) is used, the entire completed document should be 
created in Easy IEP and signature pages FAXED. The document in Easy IEP must 
also be finalized. 

V. IEP ADDENDUM 
a. The IEP addendum is a document / process used to make changes during the 

course of the school year to an annual IEP. If a paper addendum is completed 
rather than an electronically generated addendum from Easy IEP, the completed 
document should be FAXED to Easy IEP. 

b. If the parent AND school agree, an IEP Addendum may be completed without the 
need to assemble an IEP Team Meeting. 

1. Special Education teacher / Case Manager and parent discuss the issue 
being proposed by the school or requested by the parent that would require 
an IEP Addendum resulting in a change to the student’s Annual IEP. 

I. It is recommended that an IEP Addendum be completed 
without a formal IEP meeting if: 

A. The principal, assistant principal and Child Study 
Chair agree that a formal IEP meeting is not 
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necessary to make the proposed or requested 
change. 

B. The proposed change is explicitly clear and required 
in order for the student to receive FAPE. 

2. If the change is supported by the case manager and administrator / 
designee, the case manager must contact the parent to discuss the option of 
making the change to the Annual IEP without the need for a formal IEP 
Meeting. 

3. If the parent agrees, the case manager shall send a copy of the Addendum 
form (Appendix F) containing the proposed changes. A copy is placed in 
the student’s educational record once parent signatures have been 
obtained. Changes cannot be implemented until the parent has signed the 
addendum. 

4. The student’s regular education teacher(s), special education teacher(s), 
related service providers (if applicable) and the school administrator(s) 
must be notified of the change. 

5. A copy of all paperwork for this process is placed in the student’s special 
education file, a copy is sent to the parent, and the document must be 
finalized in Easy IEP. (If the addendum is a one page document, it may be 
FAXED in to Easy IEP.) 

6. If the parent disagrees, a formal IEP Meeting must be scheduled and an 
invitation sent to the parent 

c. If the school and parent do not agree that an IEP Addendum be completed outside 
of an IEP Team a formal IEP Meeting MUST be conducted. Please note the 
following situations for which a formal IEP meeting is recommended: 

1. The parent is not clear about a request being made of the school 
2. The special education teacher / case manager requests the support of a 

formal IEP Team Meeting 
3. The special education teacher / case manager, for any reason, decides to 

conduct a formal IEP Meeting 
A formal IEP meeting is required if: 
       i.   The parent is requesting a change with which the school may not agree 
      ii.   A functional behavioral assessment (FBA) is being done 
     iii.   A behavioral intervention plan (BIP) is being done 

4. A Manifestation Determination Review is being held 
5. The school is proposing a change in placement 

VI. PARENT REFUSAL TO SIGN AN IEP 
a. If the parents do not agree with the proposed IEP, this should be documented on 

the IEP.  
b. The PWN should indicate the disagreement and the reason for the disagreement. 
c. When agreement to an IEP is unable to be reached in meeting, another meeting 

must be scheduled to resolve the disagreement. Consultation with the Supervisor 
of Special Education is strongly recommended prior to conducting a meeting to 
resolve a disagreement. 
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VII. PROGRESS REPORTS 
a. A progress report will be written and given to parents on their student’s progress 

toward meeting IEP goals/objectives, at a minimum, to correspond with the 
regular education reporting periods, including midterm reports. 

b. If the progress report in Easy IEP is not used, the progress report must include 
statements regarding goals/objectives being worked on to date and comments on 
the student’s achievement using methods, outlined in the IEP, in an effort to 
reflect the student’s progress toward the annual goal. 

c. The progress report should indicate the extent to which the progress is sufficient 
to enable the student to achieve the goals by the end of the year. 

d. If no progress is reported on a goal/objective that a student is working on for two 
grading periods or more, an IEP meeting should be held to discuss an appropriate 
addendum. 

VIII. OTHER FUNCTIONS OF THE IEP TEAM 
a. The IEP team facilitates the special education evaluation process by determining 

needed data for reevaluations for special education and related services. In 
addition, the IEP Team determines the initial eligibility and continued eligibility 
for students. 

b. The IEP Team assists the school division by being a vehicle for processing 
necessary paperwork for the school based Medicaid program. 

c. If any student is being considered for a change in the level of service within the 
same school and area of disability, the IEP team must review the case and a 
consensus must be reached. The agreed upon change shall be documented on an 
IEP addendum that is signed by the parent/guardian. 

d. The IEP Team can add agreed upon Related Services to the IEP if the student has 
been recommended for such services by the service provider as a result of 
assessment. 

e. The IEP Team can dismiss Related Services from a student’s IEP if the student 
has met their goals and the service provider has indicated that the service is no 
longer appropriate based on assessment information. 

f. The IEP Team can recommend a Functional Behavior Assessment and develop a 
Behavior Intervention Plan if necessary when that assessment is completed. 

g. The IEP Team is responsible for determining if behavior infractions constitute a 
pattern indicating the need for a Manifestation Determination Review (MDR). If 
an MDR is indicated, then the IEP team conducts the review following procedure 
for inviting appropriate participants to that meeting. 

h. The IEP Team is responsible for completing a transition plan as a part of the 
annual IEP for the year in which the student will turn 16. This plan must contain a 
coordinated set of activities for the student that is focused on improving his or her 
academic and functional achievement and designed to facilitate movement from 
school to post-school activities. 
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IEP MEETING CHECKLIST 
 

• 30 days before the due date: get input from the general education teachers, related service 
providers and other special education teachers for the draft 

• 3 weeks before the due date: schedule the meeting, a location for the meeting,  and send 
invitations (confirm the date with the parent by phone if possible; confirm with a building 
administrator and related service personnel that they will be able to attend) 

• 2 weeks before the meeting: give a draft copy of the IEP to the parent and to the building 
administrator 

• 1 week before the meeting: send another invitation to the parent and confirm the meeting 
by phone (record all contacts) 

• On the meeting date: Prepare copies for meeting participants prior to the meeting. Pick up 
the student’s special education file to have at the meeting. 

• At the meeting: 
o Offer the parent a copy of the Procedural Safeguards 
o Have meeting attendees sign as being in attendance 

 DO NOT PROCEED WITHOUT AN ADMINISTRATOR OR A 
DESIGNEE APPOINTED BY THE ADMINISTRATOR 

o If any meeting participants are unable to attend, have the parent sign excusing 
them from the meeting. If the parent does not wish to excuse them from the 
meeting, another time will have to be scheduled to meet. 

o Ask the parent about any questions, concerns, or desired input based on the draft 
document. 

o Are there questions about the present levels of performance? 
o Are there questions about the needs of the student? 
o Discuss Extended School Year Services (ESY). The decision at the meeting may 

be to document a time later in the school year when this will be reviewed. 
o Are there any questions about the goals/objectives? 
o Are there any questions about the accommodations? The testing modifications 

and setting? 
o Review the service provisions (Least Restrictive Environment – LRE) 
o Ask the parent for any other concerns he or she would like covered in the IEP and 

document. 
o Obtain the parental consent to implement the IEP.  
o Give the parent a copy of the agreed upon document before he or she leaves the 

meeting. 
• After the meeting:  

o Complete the PWN as a written record of what transpired at the meeting and mail 
a copy to the parent within one week from the time of the meeting. 

o File a copy in the student’s special education file. 
o File the original signed IEP in the student’s special education file 
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REEVALUATION 
 

I. RE-EVALUTION OF ELIGIBIILTY 
a. Occurs not more frequently than once a year (unless the parent and school 

agree otherwise) 
b. Occurs at least once every three years. The evaluation shall be initiated no 

less than 65 business days prior to the third anniversary of the date the 
eligibility was last determined. 

c. Occurs if student’s parent or teacher requests a reevaluation  
d. In the case of developmentally delayed, occurs prior to the student’s ninth 

birthday. The evaluation shall be initiated no less than 65 business days 
prior to the student’s ninth birthday. 

e. Occurs if the school determines that the educational or related services 
needs, including improved academic achievement and functional 
performance of the student warrant reevaluation (for example, if the 
student has had consistent success in a regular education setting with 
minimal consultative services over the course of a school year.) 

II. PROCEDURES FOR REEVALUATION 
a. The IEP Team shall decide in an initial meeting what assessment 

components need to be done for the reevaluation. This shall be based on: 
i. Prior assessment results 

ii.  the evaluations and information provided by parents 
iii.  current classroom-based assessments and observations 
iv.  and observations by parents and related service providers 

b. It is recommended that a psychological be updated at least every 6 years if 
appropriate for the disability. Unless there is some question or change in 
ability or performance of the student which assessment needs to verify or 
qualify, a reevaluation may include only an educational assessment to 
document the academic progress a student has made. 

c. An IEP Team may determine that a review of existing data is sufficient to 
meet the requirements of the reevaluation outlined. In this event, work 
samples should be included to document the student’s current level of 
performance and that the student is still in need of special education 
services. If this is the team decision, the parent may sign the consent for 
the reevaluation and sign off on the eligibility decision in the same 
meeting without convening another meeting. 

i. It is recommended that this reevaluation option not be used more 
than once in a 6-year cycle. If the previous evaluation was a no 
evaluation reevaluation, then the following reevaluation should 
include a minimum of an educational assessment. 

ii. When a student has been consistently successful over the course of 
a school year with minimal consultative services in a regular 
education setting, a reevaluation should be completed. This 
reevaluation should include a psychological (as appropriate) and an 
educational assessment as documentation for dismissing the 
student from special education eligibility and services. 
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d. A Notice to Central Office Assessment Services  must be sent to the 
Supervisor of Special Education within 5 days. (In the case of a No 
Evaluation Reevaluation, the date of the eligibility meeting will be the 
new eligibility date.) 
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PRIOR WRITTEN NOTICE (PWN) 
 
While this form is officially called a prior written notice, the intention of this form is 
frequently misinterpreted. It is not an invitation to a meeting. It is not a document that can 
be written before a meeting is conducted. The purpose of the PWN is to inform parents in 
writing before a change to services provided takes place. Therefore, the PWN must be 
written after a meeting is conducted. It should be sent two weeks before a change is to 
occur, or as near to two weeks in advance of a change as is possible. It should also be 
sent within one week after the meeting is held. 
 
The PWN replaces meeting minutes and provides documentation of the proceedings at 
any IEP meeting. The PWN should not be written prior to any meeting. It may be 
completed at the conclusion of the meeting or after the meeting is held. It is not necessary 
to hand the PWN to the parent before they leave the meeting. It is advisable to spend 
more time carefully wording the documentation than this would allow. A PWN should be 
completed after every IEP Meeting and document the change discussed and/or the points 
on which the school system and the parent are in disagreement about initiating a change 
or refusing to initiate a change in one or more of the following categories: 

• Identification 
• Evaluation 
• Educational placement 
• Free and appropriate public education of the student 

 
It is important to notify the administrator in your building of any disagreements with 
parents and to contact the Supervisor of Special Education as soon as possible whenever 
there is a disagreement. Consultation with the Supervisor of Special Education is 
strongly recommended when completing a PWN involving a disagreement. 
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EXTENDED SCHOOL YEAR GUIDELINES 
 

The term Extended School Year (ESY) is used for services in excess of the traditional 
180-day school year. Extended School Year services are an individualized extension of 
specific special education and/or related services beyond the regular school year provided 
in order for the student to receive a free and appropriate public education in accordance 
with his or her IEP. These services are a bridge to maintain critical skills during an 
extended school break for a student with disabilities who qualifies for special education 
services. ESY services are indicated if a student is in significant jeopardy of a substantial 
loss of benefits gained during the school year if services are not provided to maintain 
these skills over the summer months. The IEP Team determines if ESY services are 
necessary for the student to receive FAPE.  

 
 There is no automatic qualification for ESY services. With all children some degree of  
 loss in skills typically occurs during normal school breaks, but would not be considered  
 substantial. Most students without disabilities recoup skills within six to eight weeks after  
 a summer break. If the student with disabilities is expected to take longer than six to eight  
 weeks to recover the critical skills upon returning to school, it would be considered a  
 substantial loss and the student would qualify for ESY services. 
 
 The IEP Team may use the current IEP, observations by teachers and parents,  
 assessment data, experiences after long breaks during the school year, and academic  
 performance to establish justification for services. In addition, the IEP Team may  
 consider emerging skills and breakthrough points, the nature of severity of the disability,  
 degree of progress and any other special circumstances when determining eligibility for  
 ESY services, provided the services would be required for the student to receive FAPE. 
 
 ESY services are considered each year for students with disabilities at the annual IEP  
 meeting. ESY services are not an automatic provision from year to year. At the annual  
 review, the IEP team may appropriately decide to review the need for ESY services  
 during the spring (recommended to review in March) and indicate this in the ESY section  
 of the IEP. Then an IEP meeting would need to be convened or an addendum completed  
 at that time to consider the need for ESY services. Having received ESY services one  
 year does not pre-qualify a student to receive them another year. A critical life skill must  
 be identified as requiring ESY services for the student to receive FAPE. A critical life  
 skill for purposes of ESY is defined as any skill determined by the IEP Team to be  
 critical to the student’s overall educational progress, including social and behavioral  
 skills. The ESY services are not based on the current IEP. The level of services required   

will be based on the critical life skill identified. 
 
ESY services do not take the form of any particular program. The least restrictive  

 environment and the needs of the student are used to determine an appropriate option for  
 that student. Options may include, but are not limited to summer homework packets,  
 teacher consultation, home visits by professionals, or a school based program. Services  
 are not required to be provided in a traditional classroom setting or in the same type of  
 setting that is considered appropriate for the student’s services during the school year. 
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Related services may be part of an ESY service plan if related services are required for  
the student to benefit from the ESY educational program or a critical skill is identified by  
the IEP Team which requires the services of the related service provider to be  
maintained. 
 
The object for any ESY service is to MAINTAIN a critical life skill, not the development  
of new skills or to maximize a student’s potential. A child will only receive the level of  
services they need in order to maintain the critical life skills identified.  
 
A student with an IEP may attend summer school without it being designated as an ESY  
service. Summer school attendance would only be designated as an ESY service in an  
IEP if it were necessary for the student to be in the program and receive special education  
education services as defined in the IEP ESY plan during summer school to maintain an  
identified critical life skill.  
 
Interfering behaviors may also be considered in an ESY decision. If an IEP Team  
determines that an interruption to programming that addresses an interfering behavior  
would result in a loss of critical life skills gained during the regular school year,  
then ESY services may be appropriate. ESY service for social or behavior skills would  
also require a specific Behavior Intervention Plan for the student’s interfering  
behavior(s). 
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DISMISSAL FROM SPECIAL EDUCATION AND RELATED 
SERVICES 

 
 

Dismissal from Special education and related services or removal of a student from special 
education programs is the responsibility of the IEP Team. A school must evaluate a student with 
a disability before determining that the student is no longer a student with a disability in need of 
special services. An evaluation is not required before a student graduates with a regular diploma 
or upon reaching the age of 22. 
 
Termination of special education services occurs if the IEP Team determines the student is no 
longer a student with a disability who needs special education and related services to progress 
normally and if parental consent is secured. Consent for Eligibility Committee determination and 
Consent for Termination of Special Education and Related services must be secured for the 
student’s services to be terminated.  
 
An exit report must be completed and sent to the Executive Secretary: Title I and Special 
Education. 

 
A related service may be terminated in an IEP meeting. The IEP Team must include the school 
personnel representing the related services discipline in person, by telephone, or by some other 
electronic means. Prior consent must be secured prior to termination of related services on the 
IEP document. 
 
A student with the classification of Speech and Language Impairment must go through the 
eligibility process prior to termination of special education services.  
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AGE OF MAJORITY (18) 
 

I. REQUIREMENTS 
a. All rights accorded to the parent or parents under the Individuals with Disabilities 

Education Act transfer to students upon the age of majority (age 18). 
b. Beginning at least one year before the student reaches the age of majority, or the 

IEP meeting prior to the student’s 17th birthday, a statement that the student has 
been informed that his or her rights will transfer upon reaching the age of majority 
is required. 

i. Concerning parents of students who have had rights transferred from the 
parents to the student upon reaching the age of majority: 

1. Parents should continue to be included in the educational process, 
as appropriate. The local education agency may continue to invite 
the parent(s), as appropriate, as bona fide interested parties 
knowledgeable of the student’s abilities, to participate in meetings 
where decisions are being made regarding their adult student’s 
educational program. The local educational agency shall provide 
any further notices required under the Individuals with Disabilities 
Education Act to both the student and the parent(s). 

2. Educational records may be disclosed to the parents if the student 
is not emancipated and is still a dependent. 

3. Parents should be encouraged to participate in all IEP decisions. 
However, if the parent and a majority-aged student disagree on IEP 
issues, the student has the right to make final decisions. The IEP 
team should make appropriate recommendations, fulfilling its 
obligation. The student should be informed of his/her procedural 
rights and given a copy of those rights. 

c. A student who has reached the age of 18 years shall be presumed to be a 
competent adult, and thus all rights under the Individuals with Disabilities 
Education Act shall transfer to the adult student, unless one of the following 
actions has been taken: 

i. The adult student is declared legally incompetent or legally incapacitated 
by a court of competent jurisdiction and a representative has been 
appointed by the court to make decisions for the student. 

ii. The adult student designates, in writing, by power of attorney or similar 
legal document, another competent adult to be the student’s agent to 
receive notices and to participate in meetings and all other procedures 
related to the student’ educational program. A local educational agency 
shall rely on such designation until notified that the authority to act 
under the designation is revoked, terminated, or superseded by court 
order or by the adult student. 

iii. The adult student is certified as unable to provide informed consent. Any 
adult student who is found eligible for special education and does not 
have a representative appointed to make decisions on the adult student’s 
behalf by a court of competent jurisdiction may have an educational 
representative appointed.  
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SPECIAL EDUCATION TRANSFER STUDENTS 
 

A transfer special education student must have a current IEP. The school is responsible for 
obtaining eligibility components from the previous school division. 

I. IN-STATE TRANSFERS 
        a. If a student transfers from within Virginia during the school year and had an  

  IEP in effect in another school division in the state, we must provide services  
  comparable to those describe in the IEP from the transferring division, in  
  consultation with the parents until a new ACPS IEP is developed or changes are  
  made to make the transfer IEP our own. 

II. OUT OF STATE TRANSFERS 
a. If a student transfers from another state during the school year and had an IEP in 

effect in another state, comparable services must be given to the student until a 
new ACPS IEP is developed or changes are made to make the transfer IEP our 
own. 

i. If the team decides not to accept the evaluation information from the 
other state, the team shall decide on the evaluation components needed, 
acquire parental consent to reevaluate and proceed with the reevaluation 
process. When the eligibility is completed, if the student is found 
eligible, a new IEP will be developed within 30 days of the eligibility 
decision. 

1. The team may request additional records from the sending school 
2. The team may develop a temporary IEP for a student with 

questionable eligibility status while a reevaluation is completed. 
No services may be given without an appropriate IEP in place. 

ii. If the team decides to accept the evaluation information (all needed 
components to verify the student’s handicapping condition are present 
and current in the student’s file) from the other state, the team shall 
either develop a new IEP or make the changes necessary to adopt the 
IEP as an ACPS IEP within 30 days of this decision. 

iii. The case manager shall complete an entrance form and send it to the      
       executive secretary to Title I and Special Education. The case manager   
       shall start a Special Education Process Monitoring Sheet (Appendix A)   

                                        and place it in the front of the student’s special education file. 
III. TRANSFER STUDENTS WITH ELIGIBILITY IN PROCESS 

a. If a student transfers into ACPS with an eligibility timeline in process: 
i. The case manager must first determine what eligibility components have 

been completed. If all components have been completed and copies of 
reports are included in the transfer file, the eligibility decision meeting 
must be scheduled within the original 65 day timeline. 

ii. If all eligibility components have not been completed, the case manager 
must complete a Notice to Central Office Assessment Services and send 
it to the Supervisor of Special Education immediately. Parental 
permission to complete the components needed should be obtained in 
writing. 
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b. If it will not be possible to complete the components and hold the eligibility 
meeting within 65 business days of the original deadline from the timeline begun 
in the sending school system, the case manager shall obtain the parents agreement 
to a new timeline using the Transfer Eligibility Timeline Agreement Letter 
(Appendix G.) 

i. Once the case manager has verified the progress made towards 
eligibility evaluation in the sending school system (or the lack thereof) 
and has the documents (if any), the case manager shall consult with the 
Supervisor of Special Education to determine an appropriate completion 
deadline to propose to the parent(s). 
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HOMEBOUND INSTRUCTION 
 

Prior to the placement of any special education student on homebound instruction: 
  
I. Prior approval of the Supervisor of Special Education is required. If homebound 

placement is being discussed during or prior to an IEP meeting the case 
manager/administrator should consult with the Supervisor of Special 
Education to confirm that homebound is the appropriate placement for the 
school system to offer for the student because it is the least restrictive 
environment in the specific situation. 

II. The students’ home school must develop an IEP that reflects that homebound 
instruction is required. Documentation on the IEP or the IEP addendum must 
include: 

a.   Begin and end dates. 
b. The amount of time required to ensure that the student is able to 

continue to participate in the general education curriculum, 
although in another setting, and to progress toward meeting the 
goals set out in the annual IEP. 

I. The parent’s consent on the IEP or addendum. 
II. If the parent has requested the homebound placement, the 

parent must provide documentation of the need in the form 
of a completed Certification of Need for Homebound 
Services from the student’s 
doctor/psychologist/psychiatrist. This documentation must 
be sent to the Supervisor of Special Education for approval 
and to allow the Supervisor to communicate with the 
student’s certifying doctor. 

1. The Certification must include the following 
components before it can be approved: 

a. A beginning and end date for the 
homebound instruction. The begin 
date should not be backdated to 
accommodate excessive absences 
that occurred before the doctor’s 
treatment. 

b. A plan of treatment summary done 
by the certifying doctor.  

c. The parent’s signature. 
d. The doctor’s signature. 
e. The date the certification was 

written. 
c. Once the Supervisor of Special Education has verified and 

approved the homebound placement a copy of the IEP for 
homebound services must be sent to the Director of Student 
Services. The Director of Student Services will secure an 
appropriate homebound instructor for the student. Timesheets for 
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services will be verified by an administrator or designee at the 
student’s base school and forwarded to the Director of Student 
Services for processing for payment. A copy of all paperwork 
related to homebound services should be maintained by the school 
administrator or designee coordinating homebound services for the 
base school. 
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PLACEMENT OF A STUDENT OUTSIDE THE REGULAR SCHOOL SETTING 
 

Prior to considering any student for a placement outside the regular school setting the following 
procedures must be followed: 

1. Maintain standard documentation of discipline issues and interventions that are 
used or made (i.e. Functional Behavior assessment and Behavior 
Intervention Plan, Manifestation Determination Review, Discipline Reports). 

2. The Supervisor of Special Education must be consulted concerning any students 
begin considered for alternative placement. The school should involve the 
Supervisor of Special Education in its process of exploring potential 
alternative placement options. NO ALTERNATIVE PLACEMENT IEP 
SHOULD BE SIGNED WITHOUT CONSULTING THE 
SUPERVISOR OF SPECIAL EDUCATION PRIOR TO THE 
FINALIZATION OF THE IEP. 

3. For a student being considered for alternative placements, a review of existing 
eligibility data should be conducted. It should be considered at this time if 
updated components would be appropriate. 

4. Options that will be considered will include outside consultation, a private day 
school if appropriate (i.e. Rivermont Private Day School or Shenandoah 
Autism Center), or referral to the Family Assessment and Planning Team 
(FAPT).  

5. The Case Manager will complete any necessary application forms unless 
otherwise informed by the Supervisor of Special Education. The completed 
packet will be forwarded to the Supervisor of Special Education, who will in 
turn make the referral to the alternative placement and/or schedule a the case 
to be heard at a FAPT meeting. 
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PROCEDURAL SAFEGUARDS 
 

A copy of the procedural safeguards should be offered to the parents of a student with a 
disability at each IEP meeting. A copy must be given to the parent: 
 

• At least one time a year and documented in the Annual IEP and PWN 
• Upon initial referral or parental request for special education evaluation 
• Upon the first occurrence of the file of a state complaint 
• Upon notification of disciplinary action that results in a change of placement, and 
• Upon request by the parents 

 
The procedural safeguards are available on the Alleghany County Public Schools Special 
Education Website. 
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SPECIAL EDUCATION RECORDS: 
STORAGE AND DISPOSAL 

 
Alleghany County Public Schools are committed to preserving all records that are deemed useful 
in determining the appropriate services for students with disabilities. In addition, records that are 
out-of-date or no longer useful will be destroyed according to state and federal law in an effort to 
protect students from decisions based on incorrect, misleading or out-of-date information. 
  

1. Test protocols and other raw data used in the formulation of special education 
evaluation reports (i.e. ability and achievement testing protocols that are copyrighted 
materials) should not be stored in the student’s special education file. Records of this 
type may be maintained in a separate file in the case manager’s classroom in a 
secure/locked location. Such files should be routinely purged (shredded) at least every 
three years. 

2. Reports and summaries of special education services should be maintained in 
appropriate school records for at least 5 years after the student graduates, the 
student’s completion of a Board of Education adopted program, or the student leaves 
school. 

3. Special education summaries, reports and evaluations are to be kept in the student’s 
cumulative file at the student’s home school. 

4. Parents can make a request either orally or in writing to review records. The school 
should produce those records for review immediately or no later than five 
administrative days after the receipt of the request.  

5. Parents can request copies of records maintained in the student’s special education 
file. One copy of any record maintained in that file shall be made for the parent in a 
school year with no cost to the parent. The parent may be required to pay for 
additional copies requested of the same records at a reasonable rate. 

 
NOTE : The school is responsible for sending written notification to the parents prior to any 
record destruction mentioned above. The notification shall inform the parents of their right to 
review the material to be destroyed, prior to the destruction of the information. A PWN may be 
used for documentation of such action. 
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