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MEMO 
 

 

Date:  Thursday, August 6, 2009 
 
To:  Sarah T. Campbell, Ph.D., Superintendent 
  Mary Jane Mutispaugh, Director of Instruction 
 
From:  Elizabeth V. Heath, Ph. D., Director of Special Education 
 
Subject:  Special Education, Homebound, Section 504 Procedures Manual 
 
The Alleghany County Public Schools Special Education, Homebound, Section 504 Procedures Manual is intended to 
serve as a guidance document for administrators, case managers, guidance and related service personnel in serving all 
students with disabilities who have either an IEP, a 504 plan, or are recommended for evaluation of eligibility for either 
service, and students who may require homebound services in Alleghany County Public Schools. The procedures 
outlined are based on federal law, state law, interpretation of case law, advisement from Reed-Smith (the law firm 
serving the Virginia Department of Education), advisement from the Virginia Department of Education, and other 
Alleghany County Public School policies. Because law and the interpretation of law are constantly being updated, 
because my duties have been expanded, because the manual for special education presented for approval at the 
beginning of the 2008-2009 school year was not yet a complete document, and because issues that have arisen have 
merited procedural clarification, many changes have been made to the Special Education Procedures Manual that was 
submitted for approval last summer. The manual will be distributed in a three ring binder that will allow for frequent 
updates. 
 
Following is a summary of the changes that have been made to the manual submitted for approval last year: 
 

1. The manual now contains procedural information for multiple services in one easily accessible location. 
2. Procedures for homebound services have been updated and added to the manual. 
3. Procedures for Section 504 have been added to the manual. 
4. Sections including information on Child Study Process, Discipline, Homebound Instruction, Section 504 Plan, 

Placement of Student Outside the Regular School Setting, Definition of Parent and Notification Requirements, 
Speech and Language Services, Related Services, and Recording of Meetings have been added to the manual. 

5. Many sections have had minor revisions in verbiage based on changes in legislation, case law, or merited by 
issues that occurred within the school system. 

6. Major changes or additions in verbiage to an existing section are underscored, in bold print, and in some cases 
in italics to make them stand out and be easily locatable for the reader. This also serves to emphasize the 
importance of the verbiage added. 

7. Appendices for ACPS Notice to Biological/Adoptive Parent, ACPS section 504 parent Rights, Homebound 
IGBG-F & Plan of Return and VAAP Learner Characteristics Inventory (LCI) have been added. 

8. The Appendix added for Homebound information reflects minor form changes due to the change in the 
responsible administrator and clarification for doctors on information required for homebound service 
approval for form IGBG-F Certification of Need for Homebound Instruction. 

9. Appendix B Disability Definitions and Criteria was updated with information from the new Regulations 
Governing Special Education Programs for Children with Disabilities in Virginia, finalized July 7, 2009. 

 



Would you please ask the School Board Members to review the revised manual? I would be more than happy to answer 
any questions that the Board Members may have concerning procedural issues. They may contact me any time before 
the August 17th School Board Meeting and I will happy to address their concerns. 
 
This manual will be posted on the school division website as a draft until it is approved by the School Board. 
 
If you have any questions or require additional information, please feel free to contact me. 
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CHILD STUDY (RtI PROCESS) 

 
I. Child Study Team (CST) 

A. Purpose and Responsibilities 

Child Study Teams are designed to be part of Alleghany County’s commitment to school 

improvement through the support and development of professional learning communities 

in each of the schools in the division.  Professional learning communities promote the 

learning of all students in Alleghany County Public Schools.  The term professional 

learning community describes a collegial group of administrators and school staff who 

are united in their commitment to student learning.  They share a vision, work and learn 

collaboratively, visit and review other classrooms, and participate in decision making.  

The benefits to the staff and students include a reduced isolation of teachers, better 

informed and committed teachers, and academic gains for students.  As an organizational 

arrangement, the professional learning community is seen as a powerful staff-

development approach and a potent strategy for school change and improvement. 
(Hord, 1997 – available on line at http://www.sedl.org/pubs/chage34/) 

 

In addition, Alleghany County Public Schools Department of Special Education is 

committed to have in effect policies and procedures designed to prevent inappropriate 

over-identification or disproportionate representation by race or ethnicity of children with 

disabilities, including particular disability categories.  It is not only appropriate, but the 

objective of each Child Study Team to attempt pre-intervention strategies in the general 

education environment prior to a referral for a special education evaluation. 

 

Following RTI procedure, the Child Study Team (CST) provides a school-based 

mechanism to enable school personnel to meet the needs of individual students within the 

regular education program who are having difficulty in the educational setting.  The team 

is student-centered and facilitates a process that results in the implementation of pre-

intervention strategies, accommodations, and services that will enable the student to be 

successful in school. 

 

Students may be referred to the CST through a variety of sources but the charge to the 

team and the process to be followed is a consistent one, regardless of the referral source.  

Simply stated, when a student is referred to the CST, the team has the responsibility to 

review any problems (academic/developmental, behavioral, social/emotional, 

environmental or cultural) interfering with the student’s performance in school, to 

brainstorm solutions, to make recommendations to meet the student’s needs, and to 

monitor/review the results of the recommendations.  The services provided through Child 

Study Teams are neither Section 504 nor Special Education services. 

 

The Child Study Team may meet as many times as necessary to meet the student’s needs.  

The parent/guardian may be invited to the Child Study Team meetings.  A copy of the 

minutes may be given to the parent at the CST meeting.  If they do not attend, a copy of 

the minutes may be forwarded to them. 

 

http://www.sedl.org/pubs/chage34/
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Parental permission is not required to conduct the Child Study Team meeting.  However, 

every effort should be made to encourage parental attendance, particularly when the 

parent/guardian is the referral source. 

 

In the event that a referral for Section 504 eligibility evaluation is made by the Child 

Study Team, the referral will be given to the 504 chairperson along with relevant 

documentation of intervention compiled by the Child Study Team. 

 

In the event that a referral for Special Education eligibility is made by the Child Study 

Team, the Child Study Team then becomes the eligibility team. 

 

This problem-solving process does not preclude the Child Study Team from making a 

referral for evaluation for Section 504 or Special Education prior to implementing 

strategies.  However, such an action should be considered an exception to procedures. 

 

B. Child Study Team Participants 

The CST is an extremely important, student-centered committee within the school and 

should be recognized as such by members of the team as well as other school personnel.  

In order to be effective, membership must include: 

 

1.  The referring source, as appropriate, except when the referring source would   

     breach the confidentiality of the student; 

2.  At least one teacher (The child’s regular education teacher(s) or in the case of  

     a child who is not enrolled in the public school, a teacher familiar with the   

     grade level curriculum); 

3. The principal/designee; 

4. The Child Study Chair 

It is strongly recommended that specialists be invited by the areas of concern: 

- Title 1 Teacher 

Reading issues, issues related to At-Risk youth, 

- School Psychologist 

Behavioral issues, learning issues 

- Others as Appropriate 

(i.e. Occupational Therapist for fine motor issues, Speech Therapist for speech 

and language concerns, Guidance for other school-based issues, etc.) 

Requests for assistance from the CST may be initiated by any individual who has 

concerns about a specific student or may be initiated by the student.  The process is 

consistent, regardless of the referring source or the age of the student.  The procedures for 

record review and parent/student contact will allow the principal/designee and/or Child 

Study Team Chairperson to ensure that the composition of the CST includes the 

individuals who will be able to address the issues identified in the request for assistance 

and that sufficient information is available at the time of the meeting for the CST to take 

action. 

 

Parents, physicians or community agencies may request assistance.  The parent/legal 

guardian is consulted if they are not the referring source to obtain information that will 
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then be shared with the Child Study Team and an initial Child Study Team meeting is 

conducted. 

 

 

To request assistance from the Child Study Team, the following procedure is 

recommended: 

1. The referring source may request assistance from the Child Study Team at any time 

during the calendar year.  The request may be submitted orally or in writing to the 

principal/designee and should describe academic/developmental, behavioral and/or 

social/emotional concerns. 

2. For referrals to preschool from Part C (Infant and Toddler) programs, the Early 

Childhood Special Education teacher at the home school (Callaghan Elementary 

School and Sharon Elementary School) or the Early Childhood Special Education 

teacher who serves inclusive placements for students whose home school would not 

be CES or SES will chair the mandated 90 day transition conference.  This 

conference may occur prior to nine months before the child’s third birthday.  If a 

child will not be three years old by September 30, of the year in which the services 

would be implemented, parents should be made aware of the option to continue to 

receive services through Part C for another year, and their choice documented in the 

Child Study Team minutes.  If parents decide to pursue a public school referral for 

services, an Alleghany County Public School Notice to Central Office Assessment 

Services form shall be sent to the Director of Special Education. 

 

Upon receipt of the request for assistance and prior to the CST meeting: 

1. The principal/designee notifies the Child Study Team Chairperson within 5 business 

days following receipt of the referral. 

2. The CST Chairperson does the following in preparation for the Child Study Team 

meeting: 

○  Coordinates with the Child Study Team to schedule a Child Study Team    

    meeting within 10 business days following receipt of the referral. 

○  Notify the parent of the Child Study Team meeting (The Child Study    

    Team shall send written notification to the parent if a request for a Special      

    Education evaluation is made.)  Guidance Counselor shall send 504  

    evaluation notices. 

○  Notify the teacher involved at least 5 days prior to the meeting or in the  

    case of a preschool aged child, notify the Director of Special Education 5  

    (five) days prior to the meeting, (or same if the Director of Special   

    Education needs to attend.) 

○  Get teacher input on Alleghany County Public Schools Initial Child Study  

    Committee recommendations. 

○  Gather all relevant information for review at the Child Study Team  

    meeting, which may include: 

▪  Information regarding nay previous diagnostic evaluations or remedial   

   services; 

▪  Health records; 

▪  Student’s attendance records; 
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▪  Discipline records; 

▪  Information about school transfers and an effort to assess whether  

   school transfers are relevant to the concerns; 

▪  Achievement test scores and grades; 

▪  Anecdotal records from previous school years; 

▪  Previous intervention plans; 

▪  Information from community agencies; and 

▪  Teacher narratives or progress reports concerning current classroom  

    functioning. 

  

3. The following best practices are recommended to occur after the initial  

meeting.  

1.  Two or three days after the initial meeting, the principal/designee shall    

     meet with the teacher to determine the following: 

 ▪  Whether the teacher has begun implementing the intervention and if not,   

          why; 

 ▪  Whether the teacher has any questions regarding the intervention   

          procedures; 

 ▪  Whether the teacher needs any additional resources to implement the  

          intervention; 

 ▪  Whether the teacher is still satisfied with the intervention designed. 

 ▪  Check with the teacher every 7 or 8 days to determine whether the  

          intervention is being implemented, teacher is completing the teacher  

          behavior report card, and he/she is in need of any additional resources.   

          If the intervention has not been implemented as described during the  

          CST meeting, determines what needs to occur next. 

 

NOTE: It may be appropriate for the screening of a student by a teacher or  

specialist to determine appropriate instructional strategies for curriculum 

implementation.  However, such screenings shall not be considered to be an 

evaluation for eligibility for special education and related services and do not 

require parental permission if the same instruments are used that would be used 

with any other student. 

 

II.  Meeting Procedures 

 

 Child Study Team Meeting 

 The CST Chairperson conducts the meeting based on the ACPS ICSCP form. 

 The meeting foci and corresponding documentation are listed below. 

  

 A. The purpose of the meeting is to identify and recommend strategies to  

                        address the student’s learning, behavior, communication, or development.    

                        (Response to Intervention Section – include method for documentation) 

 B. Intervention results Section 
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No Referral for 504 Eligibility 
 The Child Study Team has the option of attempting to address these types of 

problems through documented school-based interventions and/or modifications, 

prior to conducting an evaluation.  Furthermore, if such  interventions and/or 

modifications are successful, a division is not obligated to evaluate a student for 

special education or related services.‖ Karnes City (TX) ISD, 31 IDELR 64 (OCR 

1999).  A student should be referred to §504 when the District believes that the 

student may be eligible, i.e. when the District believes that the student has a 

physical of mental impairment that substantially limits one or more major life 

activities, AND that the student is in need of either regular education with 

supplementary services or special education or related services.  Letter to 

Mentink, 19 IDELR 1127 (OCR 1993). 

 

 The committee may determine on the basis of existing documentation that there is 

no basis for a Section 504 eligibility referral to the 504 team.  That there is not 

justification for a need for services either due to the fact that documented 

interventions are successful or that there is no evidence that the student may be 

limited in a major life activity or is impaired in a way that would indicate they are 

performing such activities substantially below the average peer.  Parents should 

be informed of the decision.  The student will not go on to a Section 504 

evaluation and is not eligible under Section 504.  They should be provided 

another copy of the Alleghany County Public School Section 504 Parent Rights. 

 

 This problem-solving process does not preclude the Child Study Team from 

making a referral for evaluation for a Section 504 evaluation prior to 

implementing strategies.  However, such an action should be considered an 

exception to establish procedures.  It is required that the Child Study Team 

chairperson contact the Director of Special Education for consultation and that 

the consultation be documented prior to a referral for an evaluation for special 

education or a Section 504/ADA without utilizing pre-referral interventions as 

part of the CST process. 

 

 Referral for Section 504 evaluation 

 The Child Study Team review of the referral for a Section 504 evaluation to 

determine eligibility serves as the screening procedures required by law.  It is 

required that the Child Study Team have the Section 504 Coordinator for the 

school as a participant if the meeting is to review a Section 504 referral. 

  

 If the referral to the Child Study Team is in response to a referral to review/screen 

for Section 504 eligibility, the school is responsible for notifying parents of the 

purpose of the Child Study Team meeting.  A copy of the Alleghany County 

Public School 504 Parents Rights (See Appendix I) should be included with the 

notice.  Parental permission is not required to conduct the Child Study Team 

meeting; however, efforts should be made to ensure parental attendance. 
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 The Child Study Team should review any relevant information available in the 

student’s cumulative and confidential files.  Based on the documented attempts at 

interventions implemented with the support of the Child Study Team, there is 

justification for a referral for a Section 504 evaluation due to the fact that the 

interventions have not been successful and a disability may be the primary reason.  

Therefore, a referral for a Section 504 evaluation for services is recommended. 

 

 

D. Review to determine if a special education evaluation is warranted. 

 (ACPS Notice to Central Office Assessment Services, Appendix E) 

 

Parental Rights in Special Education must be provided whether or not the Child Study 

Team refers the student for a Special Education evaluation. 

 

 No Referral for Special Education Evaluation 

Child Study Teams have the responsibility to attempt documented pre-

interventions within the context of the regular education classroom for any 

student exhibiting educational classroom for any student exhibiting educational or 

behavioral difficulties prior to a special education evaluation.  It is recommended 

that a Behavioral Intervention Plan (BIP) be implemented as part of this 

classroom intervention documentation.  (Note – all students can have a BIP.  A 

student does not have to have an IEP to have a BIP.) 

 

In the event a parent disagrees with the Child Study Team, a special education 

case manager is assigned to schedule a team meeting to review the parent’s 

disagreement.  The Director of Special Education should be contacted as soon as 

possible for consultation prior to the meeting to address parent concerns. 

 

Referral for a Special Education Evaluation 

The Child Study Team has no time restraints limiting exploration of alternatives 

within the general education program. However, it is recommended that 

classroom interventions be attempted and documented for progress for no less 

than six weeks.  When it becomes obvious that reasonable intervention strategies 

have not been effective and the Child Study Team suspects that the student has a 

disability, a referral for special education evaluation or Section 504 eligibility 

must be initiated with 5 (five) administrative working days of the Child Study 

Team’s decision.  This is accomplished by assigning a special education case 

manager to the student in order to facilitate the referral for a special education 

evaluation. 

 

However, a Child Study Team may refer a student for a special education 

evaluation prior to implementing strategies, provided it has consulted and 

involved the Director of Special Education and also sent a completed ACPS 

Notice to Central Office Assessment Service form (Appendix E).  The 65-day 

timeline begins once a referral has been made; however, a referral cannot be 

made without parent involvement and signed consent to evaluate.. 
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This problem-solving process does not preclude the Child Study Team from 

making a referral for evaluation for a Special Education prior to implementing 

strategies.  However, such an action should be considered an exception to 

establish procedures.  It is required that the Child Study Team chairperson 

contact the Director of Special Education for consultation and that the 

consultation be documented prior to a referral for an evaluation for special 

education or a Section 504/ADA without utilizing pre-referral interventions as 

part of the CST process. 

 

 Note: A student receiving special education services as a student with a speech and 

language impairment is a student eligible for all the procedures and protections under IDEA.  

The student is not required to go through the pre-referral intervention process / a Child Study 

Team meeting in order to broaden the scope of the re-evaluation.  Please refer to the section on 

re-evaluation for students receiving Special Education services. 
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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. It is also the responsibility of the school to have an identified 

remediation model that is utilized to help in providing documentation of prior interventions. A 

lack of differentiation during remediation would not provide sufficient evidence to support a 

special education placement. The RtI documentation must reflect that the difficulty the student 

experiences is 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. Documentation must also provide evidence that the student’s 

difficulties cannot be attributed to poor attendance or cultural factors.  

 

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 Director of Special Education (unless the Director 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 
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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 Early Childhood Special 

Education teacher. 

 

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 Director of Special Education. 

ii. The parent(s) shall be invited by the school in writing within a reasonable 

amount of time to attend the meeting. 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. A referral for evaluation shall not be made without parent 

involvement in the decision. If the parent is not present, then no 

decision to refer should be made until the parent can be contacted and 

written consent for evaluation obtained. 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 Director 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 
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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 Director 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. 

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 (See Appendix B *IQ discrepancy can no longer be used 

to identify as SLD. Interventions MUST be done and documented.) 

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 
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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 Director of Special Education is strongly recommended prior to 

the involvement in this process. 

 

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 (using Eligibility 

Minutes if the student is found eligible or Eligibility Denial if the student 

is found ineligible.) 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 Director of Special Education should be notified of the decision and 

date and Eligibility documents should be finalized 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 as 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. An eligibility meeting shall be held within in the 65 day compliance 

timeline with no exceptions. If the parent is unable to attend a meeting 

within the timeline, the team shall meet and document the decision made 

by the team. Another meeting shall be held when the parent can attend to 

review the findings and make changes as necessary. 

vi. 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 in a locked 

cabinet for future reference, or they may be shredded after the eligibility 

determination is made.  

 

In the case of Initial Evaluation: 

 If the student is found eligible for special education services, the CS 

chair (or assigned case manager of the student found eligible for the 

first time) shall complete Indicator 9 and Indicator 10 data sheets for the 

eligibility, send a copy to the Director of Special Education, and place a 
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copy in the student’s Category 2 file. Only the primary disability 

identified shall be reported for Indicator 9 & 10 purposes. 

 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 

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 Director of Special Education shall be notified within 5 calendar days when a 

referral for eligibility evaluation is recommended by the Child Study/RtI team by 

using the ACPS Notice to Central Office Assessment Services form. This shall be 

done for ALL initial eligibilities, including Early Childhood Special Education 

and Speech/Language referrals. 

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 

Director 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. An eligibility meeting shall be held 

within in the 65 day compliance timeline with no exceptions. If the parent is 

unable to attend a meeting within the timeline, the team shall meet and document 

the decision made by the team. Another meeting shall be held when the parent can 

attend to review the findings and make changes as necessary. 
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i. For state performance plan Indicator documentation, documentation 

should be kept if for any reason a meeting is not held within 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 

 

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. 
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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. 

 Beginning with the sociocultural evaluation, ask each evaluator in turn to present their 

results. Give the parent 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 Director of Special Education is not present at the meeting and 

there is a question about eligibility, contact the Director 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 experts 

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 

 

An eligibility meeting MUST occur, no exceptions, within the 65 day timeline. If a parent 

cannot be available for a meeting within the timeline, the Eligibility/IEP team shall meet and 

document an eligibility meeting. A meeting may then be scheduled with the parent at a later 

date outside the timeline if (and only if) a meeting has been held within the timeline. Even in 

cases where a meeting is held and a decision is not reached at the initial meeting, that meeting 
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should be documented as evidence of timeline compliance. The final decision may be 

documented when it occurs.  

 

If at the initial eligibility meeting the committee decides that more evidence is needed, an 

eligibility decision must be made within the timeline. The student should be found ineligible if 

insufficient information is available to arrive at a decision of eligible for services. The team 

should then document through ACPS Notice to Central Office Assessment Services(Appendix E)  

the request for additional information and continue to conclude the evidence gathering and 

decision review as soon as possible. The notification form should indicate that additional 

information is being requested for an eligibility decision so that the Director of Special 

Education and Special Services personnel will be aware of the need to expedite the conclusion 

of the process. 

 

 If there is enough evidence to find the student eligible under one or more categories, but other 

disabilities are suspected, then the student shall be found eligible at that time for those services 

for which there is sufficient evidence and documentation. The team shall then document 

through ACPS Notice to Central Office Assessment Services  the request for additional 

information and continue to conclude the evidence gathering and decision review as soon as 

possible. The notification form should indicate that additional information is being requested 

for an eligibility decision so that the Director of Special Education and Special Services 

personnel will be aware of the need to expedite the conclusion of the process. When these 

assessments are completed, an eligibility review shall be held to consider additional evidence of 

other possible disabilities based on the new information. This decision shall be documented in 

Easy IEP using the eligibility minutes document with “other” being the reason for eligibility 

meeting if the student is found eligible for additional services, or using the eligibility denial 

document if the student is found ineligible for additional services. 

 

The same procedures shall be followed when a student is referred for evaluation of additional 

disabilities not directly connected to an initial eligibility process. (For example, if a student who 

has been receiving Speech/language services for some time is referred for additional eligibilities 

prior to the triennial review date.) 
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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. The Director of Special Education shall be contacted to arrange a 

screening. Speech/language personnel shall complete initial screenings and report 

recommendations to the Director of Special Education. 

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. Existing information to be considered should be from within 

the past calendar year. Otherwise, information should be updated. 

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 LEA representative (either the building administrator or the Director 

of Special Education)  

ii. the parents of the child 

iii. at least one regular education teacher of the child (if the child is, or may 

be, participating in the regular education environment) 

iv. at least one early childhood special education teacher  

v. at least one special education provider of the child 

vi. at least one representative of the public agency (who has certain specific 

knowledge and qualifications) 

vii. an individual who can interpret the instructional implications of evaluation 

results and who may also be one of the other listed members 

viii. 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 

ix. 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 
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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 

(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. An eligibility meeting shall be held within the 65 timeline for compliance without 

exception. If for any reason the timeline is not met, for state performance plan 

Indicator 11 and 12, 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 

 

An eligibility decision meeting SHALL be held within the timeline, no exceptions. 

Please see p. 17 for detailed explanation of procedures. 

 

h. For age eligible two year olds (2 by September 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. All IEPs must have a 

minimum of 10 minutes services per  week. For a  student who has an IEP with 2% or less 

services on an IEP, services must be evaluated in the annual review process to determine 

the students level of success with this level of services. If the student has been successful 

with 2% or less services, the student shall be reevaluated for possible exit from special 

education services If the student has not been successful in both classroom and SOL 

assessments, the level of services shall be evaluated and increased based on the student’s 

needs and lack of success. For students designated to be working on an advanced studies,  

standard, or modified standard diploma, failure to pass an SOL test (including not taking 

the test) shall be considered evidence of insufficient services. Services in the IEP shall be 

increased based on the student’s needs. Students with  

 ≤ 2 % services should be pursuing a Standard Diploma. 

 

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 

a.  All IEPs must have a minimum of 10 minutes services per  week.  For a  student who 

has an IEP with 2% or less services on an IEP, services must be evaluated in the annual 

review process to determine the students level of success with this level of services. If the 

student has been successful with 2% or less services, the student shall be reevaluated for 

possible exit from special education services If the student has not been successful in both 

classroom and SOL assessments, the level of services shall be evaluated and increased 

based on the student’s needs and lack of success. For students designated to be working on 

an advanced studies,  standard, or modified standard diploma, failure to pass an SOL test 

(including not taking the test) shall be considered evidence of insufficient services. 

Services in the IEP shall be increased based on the student’s needs. Students with  

 ≤ 2 % services should be pursuing a Standard Diploma. 

 

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. 
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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 

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. 

1.  All IEPs must have a minimum of 10 minutes services per week.  For a  student who 

has an IEP with 2% or less services on an IEP, services must be evaluated in the annual 

review process to determine the students level of success with this level of services. If the 

student has been successful with 2% or less services, the student shall be reevaluated for 

possible exit from special education services If the student has not been successful in both 

classroom and SOL assessments, the level of services shall be evaluated and increased 

based on the student’s needs and lack of success. For students designated to be working on 

an advanced studies,  standard, or modified standard diploma, failure to pass an SOL test 

(including not taking the test) shall be considered evidence of insufficient services. 

Services in the IEP shall be increased based on the student’s needs . Students with  ≤ 2 % 

services should be pursuing a Standard Diploma. 

 

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-
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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 

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; 
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g. identification of the role of the individual professional responsible 

for implementation and evaluation of progress (i.e. occupational 

therapist, physical therapist, etc.) 

f.   All IEPs must have a minimum of 10 minutes services per week. For a  student who 

has an IEP with 2% or less services on an IEP, services must be evaluated in the annual 

review process to determine the students level of success with this level of services. If the 

student has been successful with 2% or less services, the student shall be reevaluated for 

possible exit from special education services. If the student has not been successful in both 

classroom and SOL assessments, the level of services shall be evaluated and increased 

based on the student’s needs and lack of success. For students designated to be working on 

an advanced studies,  standard, or modified standard diploma, failure to pass an SOL test 

(including not taking the test) shall be considered evidence of insufficient services. 

Services in the IEP shall be increased based on the student’s needs. Students with  

 ≤ 2 % services should be pursuing a Standard Diploma. 

 

 

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 within 5 days of the date the IEP meeting was held. 

 

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 from Easy IEP during the meeting, then 

once the addendum is signed, the information in the database for that student 

under IEP process shall be updated, an IEP addendum shall be created in Easy 

IEP. The paper addendum and the signatures from the paper addendum shall 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. 
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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 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 

iv.  A Manifestation Determination Review is being held 

v.   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 Director of 
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Special Education is strongly recommended prior to conducting a meeting to 

resolve a disagreement. 

 

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 (or notify the building administrator that the draft document is available in 

Easy IEP.) 

 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 then 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 must be initiated no 

less than 65 business days prior to the third anniversary of the date the 

eligibility was last determined to be compliant. 
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 
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educational assessment as documentation for dismissing the 

student from special education eligibility and services. 

d. A Notice to Central Office Assessment Services  must be sent to the 

Director 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 IEP 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 Director of Special Education as soon as possible whenever 

there is a disagreement. Consultation with the Director of Special Education is strongly 

recommended when completing a PWN involving a disagreement. 
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DISCIPLINE 
 

I. DISCIPLINE PROCEDURES 

 

A. General.  A student with a disability shall be entitled to the same due process rights that   

      all students are entitled to under the Code of Virginia and Alleghany County Public           

      Schools’ disciplinary policies and procedures. 

B. School personnel are permitted to consider any unique circumstances on a case-by-case 

basis when deciding whether of not to remove a student with a disability long term from a 

current educational placement as a result of a violation of the code of conduct. 

C. A functional behavioral assessment (FBA) is completed, and a behavioral intervention 

plan (BIP) developed, if necessary, because a child’s behavior is impeding the child’s 

learning or that of others; or if a child’s behavior is determined to be a manifestation of 

the child’s disability 

a. A BIP should be implemented and data kept prior to requesting a FAPT 

behavioral aide unless there are extenuating circumstances. If this is the case, the 

building administrator must be in agreement with the need for the request and the 

Director of Special Education should be notified of the request and consulted 

concerning how to proceed with the request. 

D. Short-term removals. 

1.  A student with a disability may be removed from the student’s current educational   

     setting up to 10 cumulative school days in a school year for any violation of school   

     rules to the extent removal would be applied to a student without a disability. 

2.  A student with a disability may be removed from the student’s current educational    

     setting for a period of time that cumulatively exceeds 10 school days in a school year   

     for separate incidents of misconduct as long as the removals do not constitute a   

     pattern.  If the removals do constitute a pattern, the requirements of subsection D of   

     this section apply. 

a. Isolated, short-term suspensions for unrelated instances of misconduct may not be   

      considered a pattern. 

b. These removals do not constitute a change in placement. 

E.  Long-term removals. 

1.  For purposes of removals of a student with a disability from the student’s current   

           educational placement, a change in placement occurs if: 

                 a.   The removal is for more than 10 consecutive school days; or 

                 b.   A series of removals constitutes a pattern because the removals cumulate to more    

     than 10 school days in a school year and because of such factors as the length of   

     each removal, the total amount of time the student is removed and the proximity   

     of the removals to one another. 

              2. Authority of school personnel. 

                  a.  A student with a disability may be removed consistent with subdivision 1 of the   

                       subsection for any violation of school rules to the extent removal would be   

                       applied to students without disabilities. 

                   b. School personnel may remove a student to an interim alternative educational  

     setting for not more that 45 school days without regard to whether the behavior is   

     determined to be a manifestation of the child’s disability, in cases where the   
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     student: 

                       i.  Carries or possesses a weapon to or at school, on school  

                           premises, or to or at a school function under the jurisdiction of a State or local   

                           educational agency;  

                       ii. Knowingly possesses of uses illegal drugs, or sells or solicits the sale of a    

                           controlled substance, while at school, on school premises, or at a school  

     function  under the jurisdiction of a State or local educational agency; or  

                      iii. Has inflicted serious bodily injury upon another person while at school, on   

                           school premises, or at a school function under the jurisdiction of a State or local   

                           educational agency. 

c. Notification.  Not later than the date on which the decision to take disciplinary   

      action is made, the local educational agency shall notify the parents of that    

      decision. 

d. The interim alternative educational setting must be determined by and IEP team.   

      The interim alternative educational setting must be selected so as to enable the   

      student to: 

                        i.  Continue to progress in the general curriculum, although in another setting; 

                        ii. Continue to receive those services and modifications including those described   

                            in the student’s current IEP that will enable the student to meet the IEP goals;   

                            and 

                       iii. Include services and modifications that address the behavior and are designed   

                             to prevent the behavior from recurring. 

        3.  Services during periods of disciplinary removal. 

             a.  Alleghany County Public Schools is not required to provide services during the          

                  first 10 school days in a school year that a student with a disability is removed   

                  from the student’s current educational setting if services are not provided to a   

                        student without a disability who has been similarly removed. 

 b.  For a subsequent removal that is less than 10 school days in a school year, but   

      exceeds 10 cumulative school days of removal, and which does not constitute a           

      change in placement under subdivision 1 of this subsection, Alleghany County   

      Public Schools will provide services to the extent determined necessary to enable  

      the student to appropriately progress in the general curriculum and appropriately   

      advance toward achieving the goals of the student’s IEP. 

                   c.  The procedures for determining services under subdivision 3 b of this subsection  

                        for periods of removals are as follows: 

                        i.  For removals for more than 10 school days in a school year which do not  

                            constitute a change in placement, school personnel, in consultation with the  

                            student’s special education teacher, make the service determinations. 

                       ii.  For removals that constitute a change in placement, the IEP team determines   

                            what services are needed.  
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II. MANIFESTATION DETERMINATION REVIEW: 

 

a. Manifestation determinations are required if Alleghany County Public Schools is   

      contemplating a removal that constitutes a change in placement, including   

      removal to an interim alternative educational setting, for a student with a   

      disability who has violated any rule or code of conduct of Alleghany County   

      Public Schools that applies to all students.  Alleghany County Public Schools   

      shall notify the parent or parents of that decision and notify the parent or parents   

      of the procedural safeguards (as required by IDEA 2004) not later than the date  

      on the decision to take the action is made. 

b. The IEP team and other qualified personnel shall convene immediately, if   

      possible, but not later than 10 school days after the date on which the decision to   

      take the action is made.  The other qualified personnel may include individuals   

      who are knowledgeable about how a student’s disability can impact on behavior   

      or on understanding, who understand the impact and consequences of behavior,   

      or who are knowledgeable about the student and the student’s disability.  The   

      IEP team and other qualified personnel shall review the relationship between the   

      student’s disability and the behavior subject to the disciplinary action. 

c.   The IEP team and other qualified personnel may determine the behavior was not   

      a manifestation of the student’s disability only if the team, during the meeting,   

      review all relevant information from the student’s file, including the student’s   

      IEP, any teacher observations, and any relevant information provided by the   

      parent, to determine whether or not the child’s behavior was a manifestation of   

      the child’s disability.  A behavior will be considered a manifestation of the   

      student’s disability if: 

   i.  The conduct was caused by, of had a ―direct and substantial relationship‖ to,   

          the child’s disability; or 

     ii.  The conduct was the ―direct result‖ of Alleghany County Public Schools’   

          failure to implement the students IEP. 

d.  If during the Manifestation Determination Review, the IEP Team determines that   

     the child’s behavior was the direct result of the Alleghany County Public   

     Schools’ failure to implement the child’s IEP, Alleghany County Public Schools   

     will remedy these deficiencies immediately. 

e.  If the IEP team and other qualified personnel determine that the standards in   

     subdivision 5 c (i, ii) of this subsection were met, the behavior must be   

     considered a manifestation of the student’s disability.  If the behavior is a   

     manifestation of the student’s disability: 

  i.  The student can be removed from the student’s educational placement only   

         through the IEP process or through placement in an interim alternative   

         educational setting as provided in subdivision C 2 b, C4, or C7 c of this   

         section; and 

    ii.  Conduct a functional behavioral assessment, and implement a behavioral   

         intervention plan for such child, provided that the local educational agency had   

         not conducted such assessment prior to such determination the behavior that   

         resulted in a change in placement 
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   iii.  In the situation where a behavioral intervention plan has been developed,   

         review the behavioral intervention plan if the child already has such a   

         behavioral intervention plan, and modify it, as necessary, to address the   

         behavior; and 

   iv.  Return the child to the placement from which the child was removed, unless   

         the parent and Alleghany County Public Schools agree to a change of   

         placement as part of the modification of the behavioral intervention plan. 

f.   If the IEP team and other qualified personnel determine deficiencies in the   

     student’s IEP or placement, Alleghany County Public Schools shall take     

     immediate steps to remedy those deficiencies through the IEP process. 

g.  If the IEP team and other qualified personnel determine that the behavior of the   

     student with a disability was not a manifestation of the student’s disability, the     

     relevant disciplinary procedures applicable to a student without a disability may   

     be applied to the student with a disability in the same manner in which the   

     procedures would be applied to a student without a disability. 

     i.  If Alleghany County Public Schools initiates disciplinary procedures,   

         providing due process rights that are applicable to all students, Alleghany   

         Public Schools ensure that the special education and disciplinary records of the   

         student with a disability are transmitted for consideration by the person or   

         persons making the final determination regarding the disciplinary action. 

    ii.  The IEP team determines the extent to which services are necessary to enable   

         the student to appropriately progress in the general curriculum and   

         appropriately advance toward achieving the goals set out in the student’s IEP. 

 1. Appeals.  The parent of a child with a disability who disagrees with any decision   

regarding placement, of the manifestation determination under this subsection, or 

a local educational agency that believes that maintaining the current placement of 

the child is substantially likely to result in injury to the child or to others, may 

request a hearing.    

 2. Parent appeal. 

       a. If the student’s parent or parents disagree with the determination that the   

student’s behavior was not a manifestation of the student’s disability or 

with any decision regarding placement under these disciplinary 

procedures, the parent or parents may request an expedited due process 

hearing. 

b. In accordance with the Virginia Department of Education’s due process 

hearing procedures, an expedited hearing shall be scheduled in response to 

the parent’s or parent’s request.  In reviewing the decision with respect to 

the manifestation determination, the hearing officer shall determine 

whether Alleghany County Public Schools has demonstrated that the 

student’s behavior was not a manifestation of the student’s disability 

consistent with the requirements of subdivision 5 of this subsection.  In 

reviewing the decision to place a student in an interim alternative 

educational setting, the hearing officer shall apply the standards in 

subdivision 4 of this subsection. 

 3. Authority of the hearing officer 

       a.  A hearing officer shall hear, and make a determination regarding, an appeal  
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        requested under ―Appeals‖ above. 

  b.  In making the determination, the hearing officer may order a change in   

     placement of a child with a disability.  In such situations, the hearing officer    

     may— 

     i. return a child with a disability to the placement from which the child was  

            removed; or 

    ii. order a change in placement of a child with a disability to an appropriate  

            interim alternative educational setting for not more than 45 school days if   

            the hearing officer determines that maintaining the current placement of   

            such child is substantially likely to result in injury to the child or to others. 

c.  Alleghany County Public Schools may request an expedited due process  

     hearing under the Virginia Department of Education’s due process hearing  

     procedures to effect a change in placement of a student with a disability for not   

     more than 45 calendar days if Alleghany County Public Schools believes that  

     the student’s behavior is likely to result in injury to self or others.  This   

     procedure may be repeated as necessary. 

d.  The hearing office must: 

      i. Consider the appropriateness of the student’s current placement; 

     ii. Consider whether Alleghany County Public Schools has made reasonable  

            efforts to minimize the risk of harm in the student’s current placement,   

            including the use of supplementary aids and services; and 

    iii. Determine that the interim alternative educational setting that is proposed  

            by school personnel who have consulted with the student’s special   

            education teacher meets the requirements of subdivision 3 c of this  

            section. 

e.  Alleghany County Public Schools may ask the hearing officer for an extension  

     of 45 calendar days for the interim alternative educational setting of a student  

     with a disability when school personnel believe that the student’s return to the  

     regular placement would be dangerous to the student or others. 

4. Placement during appeals. 

a.  During an expedited hearing in which a parent disagrees with the  

    determination that the student’s behavior was not a manifestation of the  

    student’s disability, or with any decision regarding the student’s disciplinary   

    placement, the student must remain in the disciplinary placement pending the  

    decision of the hearing officer, or the expiration of the disciplinary removal,  

    whichever occurs first, unless the parent and Alleghany County Public Schools  

    agree otherwise. 

5. Protection for students not yet eligible for special education and related services. 

a.  A student who has not been determined to be eligible for special education and  

     related services and who has engaged in behavior that violates any rule or code  

     of conduct of Alleghany County Public Schools, including behavior described  

     in subdivisions 2 and 4 of this subsection, may assert any of the protections  

     provided in this chapter if Alleghany County Public Schools had a basis of  

     knowledge that the student was a student with a disability before the behavior   

     that precipitated the disciplinary action occurred. 

b.  Alleghany County Public Schools would have a basis of knowledge that a  
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     child is a child with a disability if, before the behavior that precipitated the  

     disciplinary action occurred: 

     i. The parent of the child has expressed concern in writing to supervisory or  

            administrative personnel of the appropriate educational agency, or a  

            teacher of the child, that the child is in need of special education and   

            related services; 

    ii. The parent of the child has requested a special education evaluation of the  

            child; 

   iii. The teacher of the child, or other Alleghany County Public School  

            personnel, has expressed specific concerns about a pattern of behavior  

            demonstrated by the child directly to the Alleghany County Director of   

            Special Education or to other Alleghany County Public School  

            supervisory personnel. 

c.  Alleghany County Public Schools shall not be deemed to have a basis of  

     knowledge that a student is a student with a disability if: 

       i.   The parent has not allowed the student to be evaluated to determine  

                                  eligibility for special education and related services; or 

      ii. The parent has refused to consent for the child’s receipt of special  

education and related services. 

       iii. Conducted an evaluation and determined that the student was not a student  

       with a disability; or 

               iv. Determined that an evaluation was not necessary and provided notice to  

                        the student’s parent or parents of its determination in accordance with the  

                        notice requirements found in 8 VAC 20-80-70. 

 d. If Alleghany County Public Schools does not have knowledge that a  

                        student with a disability prior to taking disciplinary measures against the  

   student, the student may be subjected to the same disciplinary measures  

applied to a student without a disability who engages in comparable 

behaviors. 

  e. If a request is made for an evaluation of a student during the time period in  

which the student is subjected to disciplinary measures under subdivisions 

2 and 4 of this subsection, the evaluation must be conducted in and 

expedited manner. 

i. Until the evaluation is completed, the student remains in the educational 

placement determined by the school personnel, which can include 

suspension or expulsion without educational services. 

ii. If the student is determined to be a student with a disability, taking into 

consideration information from the evaluations conducted by Alleghany 

County Public Schools and information provided by the parent or parents, 

Alleghany County Public Schools shall provide special education and 

related services as required for a student with a disability who is 

disciplined. 

6.  Expedited due process hearing. 

a. Under subdivision 4 of this subsection, Alleghany County Public Schools 

may request an expedited due process hearing if there is substantial 
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evidence that maintaining the current placement for a student with a 

disability is substantially likely to result in injury to the students or others. 

b. Under subdivisions 6 of this subsection, the parent or parents may request 

an expedited due process hearing if the parent or parents disagree with the 

manifestation determination or any decision regarding placement under 

this section. 

c. The Virginia Department of Education shall establish procedures for 

expedited due process hearings to include the following requirements: 

    i. An expedited due process hearing must occur within 20 school days of the 

date the hearing is requested, and the determination must be issued within 

10 school days following the hearing. 

   ii. Description of any appeal requirements consistent with the requirements 

found in 8 VAC 20-80-76. 

 

According to ―The Definitive Discussion of Discipline of Disabled Students‖ by 

Kathy Mehfoud (2/22/07): 

 When a student receives additional removals for 10 days or less at a time after 

imposing 10 cumulative days of suspension in a school year, a team of school personnel 

including at least one of the student’s teachers must determine if a pattern exists. 

 For local purposes, that team should consist of the school members of the IEP 

team. This decision cannot be made by one person; however, no parental involvement is 

required in making this decision. The determination as to whether or not there is a pattern 

is based on (1) the length of each suspension, (2) whether the student’s behavior is 

substantially similar to the student’s behavior in previous incidents that resulted in the 

series of removals, (3) the total number of days removed, and (4) the proximity of 

removals to one another. Change of placement is not a factor for 10 or less cumulative 

days of suspension in a school year and does not require a Manifestation Determination.  

If a pattern exists, the removal is a change in placement and must be treated the same 

as a long term suspension or an expulsion, and a Manifestation Determination, Functional 

Behavior Assessment, and Behavior Intervention Plan must be done.  

For suspensions that could be long term (including suspensions for 10 or more days 

that require a student to appear for a disciplinary hearing with Mr. Vaughan, and/or 

possible hearing before the school board), extended beyond 10 days, a Manifestation 

Determination must be done and a Functional Behavior Assessment must be done if the 

behavior is found to be a Manifestation of the student’s disability. A Behavioral 

Intervention Plan should be done if the Manifestation Determination data (or Functional 

Behavior Assessment data) reflects a pattern of behaviors.  

Once the decision has been made as to whether or not there is a pattern of behavior, a 

Prior Written Notice must be done to document the decision, the reason for the decision, 

and the team members making the decision. This decision is subject to review in a due 

process hearing and in court.  
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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 17
th

 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 
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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. IEP DOCUMENTATION 

a. The case manager shall acquire parental permission to implement the transfer 

addendum along with any changes needed by using the ACPS Addendum Revised 

Form. This signed addendum form and the transfer IEP should then be FAXED to 

Easy IEP and the original documents placed in the student’s Category 2 file. 

 

II. 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 described 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. 

 

III. 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. 
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IV. 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 Director of Special Education 

immediately. Parental permission to complete the components 

needed should be obtained in writing. 

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 Director of Special Education to determine an 

appropriate completion deadline to propose to the parent(s). 

 

V. MISSING CATEGORY 2 RECORDS 

a. If Category 2 records are requested by the school and not received in a 

reasonable amount of  time, the building administrator shall contact the 

Director of Special Education for assistance in obtaining records.  
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HOMEBOUND INSTRUCTION 

 

Homebound instructors shall be paid for one hour of instruction per hour of instruction done 

when serving up to 8 students in the same location. Only one hour of time should be recorded on 

the timesheet per hour of instruction done when multiple students are served at the same time in 

the same location. Planning time for individual students, if done separately shall be recorded on 

the timesheet separately.  

 

Prior to the placement of any student on homebound instruction: 

 

SPECIAL EDUCATION HOMEBOUND PLACEMENTS 

  

I. Prior approval of the Director 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 Director 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 Director of Special Education for approval and 

to allow the Director 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. 

2. Once the Director of Special Education has verified and approved the  

    homebound placement a copy of the IEP for homebound services must be  

    sent to the Director. The Director will secure an appropriate homebound instructor for     

    the student. Timesheets for services will be verified by an administrator or designee at   

    the student’s base school and forwarded to the Director of Special Education 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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REGULAR EDUCATION OR 504 HOMEBOUND PLACEMENTS 

 

I. The parent must have the treating physician complete form IGBG-F AND  

A Plan for Student to Return to School form (APPENDIX J).  

a.  These documents must include both the beginning and ending date for   

     the requested homebound services. (Since homebound is a short term  

     assignment to provide educational services to a student who is    

     receiving treatment under a doctor’s supervision, and for whom    

     attendance to public school is temporarily interrupted due to the  

     condition for which he or she is being treated, this should not exceed a   

     period of longer than six weeks.)  

b.  The parent must have signed Section C of form IGBG-F giving   

     permission for communication with the treating physician.  

c.  A Plan for Student to Return to School form should include details  

     about the treatment the student is undergoing that requires the 

     homebound placement along with the doctor’s plan for the student to 

     return to school.  

     i. The Plan for Student to Return to School form should also be  

        signed by the building administrator. Both these forms should then  

        be sent to the Director of Special Education for processing and  

        approval or denial.  

II. Guidance shall not release information about a student to a perspective  

      homebound instructor until notified by letter that the homebound services 

                                  have been approved and the instructor assigned.  

                                  a. When the homebound services are approved, the Director of Special  

    Education will issue an approval letter to the parent that will be copied  

to the building administrator, the homebound instructor, guidance, and 

other personnel serving the student who may have a need for that 

information.  

b. Following approval the homebound instructor will receive a  

homebound packet.  

i.   The instructor shall complete the Homebound Agreement  

         and the Homebound Registration on the first visit with the  

         student. These forms shall then be sent to the Director of  

                               Special Education.  

ii.  The instructor shall also complete the Homebound Teacher           

     Time Sheet with each visit. The Parent(s)/Guardian(s) must   

     initial at the conclusion of each visit.  

iii. Time sheets must be signed by the homebound instructor,  

      building principal, and Director of Special Education prior  

      to authorization for payment. 

iv.  See ACPS Policy IGBG – Homebound, Correspondence, and  

     Alternative Means of Instruction and Regulation IGB-R –  

     Guidelines for Homebound Instruction for further  

      information.  
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SECTION 504 PLAN 

 
I. PURPOSE AND DEFINITIONS 

 

a. The purpose of a 504 Plan is to provide free and appropriate education (FAPE) to 

a student with medical disability documented by a medical doctor (not a 

psychologist.)  

b. While special education has discretely defined categories of disabilities, 504 

defines disabilities more broadly.  

i. A handicapped person is defined as any person who has a physical or 

mental impairment which substantially limits one or more major life 

activities. 

ii. A mental impairment is defined as any mental or psychological disorder, 

such as mental retardation, organic brain syndrome, emotional or mental 

illness, and specific learning disabilities. 

iii.  A physical impairment is defined as any physiological disorder or 

condition, cosmetic disfigurement, or anatomical loss affecting one or 

more of the following body systems: neurological, musculoskeletal, 

special sense organs, respiratory, cardiovascular, reproductive, digestive, 

genitor-urinary, hemic, and lymphatic, skin and endocrine. 

iv. Substantial limitation is defined as significantly restricting as to the 

condition, manner or duration under which an individual can perform a 

particular major life activity as compared to the condition, manner or 

duration under which the average person in the general population can 

perform the same major life activity. 

v. Major life activity includes functions such as care for one’s self, 

performing manual tasks, walking, seeing, hearing, speaking, breathing, 

learning, and working. 

1.  In 2008 amendments to the American’s with Disabilities Act 

(ADA) added: reading, concentrating, thinking, sleeping, eating, 

lifting, bending and communicating, and the operation of a major 

bodily function such as the immune system, normal cell growth, 

digestive, bowel, and bladder functions.  

 

II. IDEA vs. SECTION 504 

 

a. Under Section 504 of the ADA, there is no funding provided. If a student would 

otherwise qualify for special education services and there is an assistive 

technology or equipment need that must be provided to the student to ensure 

FAPE, the student should be referred to the Child Study Team for consideration 

of special education eligibility so that these needs may be met through services 

that do have funding provisions. (For example a hearing impaired student who is 

otherwise successful who may need an FM system for the provision of FAPE. 

Please note that such devices are to be determined as necessary by the IEP team 

based on data that indicates the necessity for the provision of FAPE. Without the 
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existence of such data, information must be collected, just as with assessment 

procedures, to determine the need of any device.) 

 

III. 504 REFERRAL CONSIDERATIONS 

  

A referral for 504 Plan eligibility determination should be considered when: 

 

1. A parent makes a request 

2. A long term suspension or expulsion is being considered 

3. Academic performance is lower than expected 

4. A student is evaluated and is not eligible under IDEA 

* Note a 504 plan is not a consolation prize for not meeting IDEA eligibility    

requirements. A student must meet the 504 eligibility requirements to be determined 

eligible and given a 504 Plan. This determination shall be made by the 504 team and not 

by the child study team or the special education eligibility team. These teams can only 

make the referral for eligibility determination to the 504 team. 

5. A student exhibits an ongoing medical problem 

6. A student enrolls with a 504 Plan from another district 

7. An impairment is suspected 

8. A student is chronically absent due to health issues 

9. A student receives medication at school 

 

While any student identified as eligible for special education services would also be eligible for a 

504 Plan, if a student has an IEP, then a 504 plan should not be done for that student. Any 

accommodations or modifications required should be listed on the IEP. A student qualifying for 

a 504 plan should have a 504 plan only if they do not already have an IEP.  

 

III. 504 ELIGIBILITY DECISIONS 

 

a. 504 accommodations and modifications typically are in the form of 

environmental adaptations. Instruction is not modified. Many aspects of Section 

504 mirror special education law and considerations.  

b. Consent is required for a student to be evaluated for 504 Plan eligibility.  

c. A 504 Team is made up of the guidance counselor (team chair), the parent(s), 

the school nurse, a regular education teacher who is familiar with the student, a 

building administrator, and (when appropriate for consultation) a special 

education teacher.  

d. Follow procedures for the collection of information pertinent to eligibility and 

service decisions 

a. Include information from a variety of sources 

i. Aptitude and achievement tests 

ii. Teacher assessments 

iii. Social/cultural background 

iv. Adaptive behavior assessments 

v. Medical information 

e. Identify the impairment  
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a. If there is no mental or physical impairment, the student is not eligible for 

services. 

b. If there is a mental or physical impairment 

i. Identify its impact on the student’s education experiences 

1. Is there a substantial limitation? 

a. Refer to the definition of substantial limitation 

b. Evaluation data must demonstrate that the student’s 

academic and/or behavioral performance is less than 

that of the average nondisabled student. 

f. Least Restrictive Environment is a primary consideration in the development of 

a 504 Plan, as it is with special education.  

g. The team considers eligibility for individual student and works to develop an 

appropriate 504 Plan to meet the student’s needs. Cultural, economic and 

environmental factors may be considered in addition to, but not in place of, 

physical or mental impairments. In the absence of physical or mental 

impairments, cultural, economic and environmental factors do not alone make a 

student eligible for a 504 Plan. 

 

V.  504 PLAN 

 

What goes on a plan and how do we ensure its effectiveness? 

 

*Please use the 504 Plan located in the student’s document list in Easy IEP unless some 

condition prohibits the use of this document at the time of its development. If a paper plan is 

written, this plan should then be put into Easy IEP and the page with the parent’s consent 

should be faxed to Easy IEP as with IEPs. (Please consult with the Executive Secretary to 

Special Education and Title I for assistance with faxing signature pages.) 

 

a. Documentation of the eligibility determination considerations 

b. Parental consent signature 

c. Accommodations and services: 

i. Should be designed to reflect the specific areas in which a substantial limitation is 

documented 

ii. Should be designed to meet the individual educational needs of the student as 

adequately as the needs of students without disabilities are met 

iii. Leave no room for interpretation 

iv. Ensure teachers understand the accommodations 

d. Signatures of team participants, including the parent 

 

* The parent(s) should be given a copy of the Parent’s Rights (Appendix I) document that can be 

found on the ACPS website with other 504 documents. A 504 plan must be reviewed and 

updated at least annually. Eligibility for continuing years may also be reconsidered. 
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VI. DISCIPLINE OF STUDENTS WITH A 504 PLAN 

 

a. As with special education, if a student with a 504 plan has 10 or more days of suspension 

from school (consecutive or cumulative), a manifestation determination review should be 

conducted by the 504 Team. (Please refer to the Discipline Section of this manual on 

page…)  

b. As with all students, a student with a 504 Plan is entitled to procedural due process. 

Therefore, it is important that defined procedures be followed diligently. 

c. If it is determined that the behavior that resulted in the suspension or expulsion is not the 

result of the disability, then normal disciplinary procedures may be followed. 

d. If it is determined that the behavior is the result of the disability, then long term 

suspension is not an option. 

 

VII. 504 DOCUMENTATION 

 

504 plans should be written using the Easy IEP software. Signature pages should be faxed in to 

Easy IEP to make them available on the student’s document list in the software. There are paper 

plans available on the front page of Easy IEP and on the Alleghany County Public Schools 

website by following the links for Instruction, Special Education, and then 504 documents. If a 

paper plan is written and signed, then the case manager/504 chair should put the plan in Easy IEP 

following the meeting and fax the signature page from the paper plan that was completed to Easy 

IEP. *Note – The document ACPS Section 504 Parent Rights (Appendix I ) should be given to 

the parent(s)/guardian(s) when a student is found either eligible or ineligible for a Section 504 

Plan. 
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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. An alternate placement setting should not be considered without first having  

implemented a BIP and documenting progress with BIP goals and interventions. 

3. The Director of Special Education must be consulted concerning any students 

begin considered for alternative placement. The school should involve the 

Director of Special Education in its process of exploring potential alternative 

placement options. NO ALTERNATIVE PLACEMENT IEP SHOULD BE 

SIGNED WITHOUT CONSULTING THE DIRECTOR OF SPECIAL 

EDUCATION PRIOR TO THE FINALIZATION OF THE IEP. 
4. 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. 

5. 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).  

6. The Case Manager will complete any necessary application forms unless 

otherwise informed by the Director of Special Education. The completed packet 

will be forwarded to the Director 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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DEFINITION OF PARENT AND NOTIFICATION REQUIREMENT 

 

In 2009, the Coe of Virginia at § 22.1-213, which defines a number of terms related to special 

education, was amended. This amendment adds a definition of ―parent‖. This definition tracks 

the language contained in the federal regulations governing special education (34 CFR § 300.30) 

and includes the following provision: 

 

 The local school division shall provide written notice to the biological or adoptive 

parents at their last known address that a foster parent is acting as the parent pursuant to 

this section, and the local school division is entitled to rely upon the actions f the foster 

parent pursuant to this section until such time that the biological or adoptive parent 

attempts to act as the parent. 

 

This amendment requires a school division to provide the biological or adoptive parents of a 

child in foster care with written notice informing the biological or adoptive parent that it will 

deal with, and rely upon the decisions of, the foster parent with regard to the child’s special 

education and related services, until the biological/adoptive parent ―attempts to act as the 

parent.‖  The notice must be sent to the ―last known address‖ of the biological/adoptive parent. 

The notice need not be sent to the biological or adoptive parents whose residual parental rights 

have been terminated. 

 

This new written notice requirement is intended to prevent a delay in the provision of a free 

appropriate public education for a child in foster care, and is a provision specific to the 

Commonwealth of Virginia.  The new law does not provide any practical detail for implementing 

the requirement.  Accordingly, the following guidance is offered to school divisions on how to 

comply with this new requirement. 

 

I.  Timing of Notice 

  

The case manager should send this written notice to the biological/adoptive parent
1
 prior 

to the beginning of each school year. 

 

If the foster care placement occurs after school starts, the case manager should send this 

written notice to the biological/adoptive parent immediately upon learning of the foster 

care placement. 

 

If the foster care placement changes during the school year, the case manager should send 

this written notice to the biological/adoptive parent immediately upon learning of the 

change in foster care placement. 

 

There is no legal requirement as to the timing of the notice. Best practice, however, 

would support providing the notice in accordance with the above provisions so as to 

avoid subsequent confusion about who has standing as parent in IDEA-related matters. 

 

                                                 
1
 The term ―biological or adoptive parent‖ when used in this document refers to the biological or adoptive 

parent whose residual parental rights and responsibilities have not been terminated. 
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The case manager should send any IDEA-mandated notice that goes to the foster parent 

to the biological/adoptive parent, as well.  Providing parallel notice may provide 

protection to the school division against parental allegations of a denial of rights 

particular to a specific event and against claims by the biological/adoptive parent that 

she/he has not received the written notice. 

   

II. Content of Notice 
 

The written notice to the biological/adoptive parent should: 

 

 Explain the reason for the notice 

 Explain the consequences of failing to respond 

 Invite a response 

 Provide contact information for responding 

 Invite correction of information 

 Document provision of notice 

 Provide basic, relevant student information 

 

A sample notice is provided in Appendix H of this document. 

 

III. Method and Destination of Delivery 
 

The case manager should deliver the written notice by any reasonable means which may 

include: 

 

 First Class Mail:  The written notice requirement does not specify a particular 

mode of delivery, except that the notice be provided to the ―last known address‖ 

suggests that mailing the documents (first class, postage pre-paid) is anticipated. 

 

 Hand-delivery or Posting:  The case manager should be mindful, however, that if 

the last known address for the biological/adoptive parent does not have a mail 

receptacle, then alternative forms of delivery to the last known address may be 

required.  In such instances, hand-delivery or some form of personal service or 

posting may be indicated.   

 

 E-mail. An e-mail address may, in some instances, qualify as an ―address.‖   

 

Delivery Preference.  As noted above, the language of the statute suggests that mailing the 

documents is anticipated, although alternate forms of communication would meet compliance 

purposes. Emailing may be problematic; for example, the e-mail message can easily be 

overlooked, forwarded to spam folders, accidentally deleted by the recipient, or be identified as 

undeliverable. 

 

Not necessarily a residence.  The law does not specify that ―address‖ is necessarily a residence 

address; therefore, an employer’s address may, in some instances, qualify as a ―known address.‖   
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Duty to locate.  The ―last known address‖ requirement does not impose on the school division a 

duty to investigate the current whereabouts of the biological/adoptive parent if the notice 

directed to the ―last known address‖ is returned to the school or otherwise proves undeliverable.   

 

IV. The Burden of Coming Forward is on the Biological/Adoptive Parent 

 

In special education matters, time is of the essence. As a result, and consistent with 

federal and state mandates, school divisions are not required to wait for a 

biological/adoptive parent to respond to the notice provided prior to relying on the 

actions of a foster parent. The burden of coming forward lies with the biological/adoptive 

parent, and the school division is entitled to rely on the participation of the foster parent 

until such time as the biological or adoptive parent comes forward. 

 

Case managers should wait a period of 10 business days for the biological/adoptive 

parent to respond.  You should include a self-addressed stamped return envelope with the 

notice to prevent financial circumstances from interfering with the return of the notice. 

Case managers and building administrators must be mindful of any regulatory timelines 

associated with the actions expected to take place at the meeting and keep within those 

timelines. 

 

V. Additional Point of Contact 
 

The case manager will also send a copy of the notice to the child’s social worker.  The 

social worker will, in most instances, be the one constant link between the child and the 

biological/adoptive parent(s) during the child’s tenure in foster care.  As a result, the 

social worker may have the best information related to the whereabouts of the 

biological/adoptive parent.   

 

VI. Parental Assertion of Rights 
 

In the event that the biological/adoptive parent notifies the school of his/her intent to 

assert the parent’s IDEA-parental right, § 22.1-213.1 B applies.  This Code provision 

states that when more than one party is qualified to act as the parent, the 

biological/adoptive parent must be presumed to be the parent for IDEA purposes 

 



ACPS 

Special Education Procedures Manual 

ACPS  Revised 7/27/09 

PO Drawer 140  
Low Moor, VA 24422 

58 

  

SURROGATE PARENT 
 

Surrogate Parents means a person appointed in accordance with procedures to ensure that 

children are afforded the protection of procedural safeguards and the provision of a free and 

appropriate education.  The surrogate parent, when representing the child’s educational interest, 

has the same rights as those accorded to parents in all aspects of special education procedures. 

 

I. PROCEDURE FOR APPOINTMENT 

 A Surrogate Parent shall be appointed if: 

1. No parent/guardian can be identified 

a. A caregiver can sign documents (See Special Notes section on page 61.) 

Please consult the Director of Special Education for questions related to the 

definition and identification of a caregiver. 

2. After reasonable efforts, the school cannot discover the whereabouts of a 

parent/guardian 

3. In the case of a student who has reached the age of majority, the school has 

received written notification that the child is not competent to provide informed 

consent and no family member is available to serve as the child’s educational 

representative. 

 

The Director of Special Education shall establish the need for a surrogate parent using the 

above criteria upon the scheduling of: 

 

 A Child Study Team meeting to determine if a special education evaluation is 

warranted 

 The initiation of an initial or re-evaluation for special education services 

 An initial or continued IEP Meeting 

 

If it is determined that a surrogate parent is required, the following will be completed: 

1.  The Director of Special Education will review the list of available   

     surrogate parents.  However, this does not preclude the consideration of    

     the appointment of a relative of the child, the foster parent who has the   

     knowledge and skills to represent the child, a qualified person of the  

     same racial, cultural, or linguistic background of the child, and the  

     appropriateness of the child’s participation in the selection of the  

     surrogate parent, as appropriate.  Once identified, the Director of  

     Special Education will complete the appointment process. 

  

 Notification of the appointment shall be completed and distributed as follows: 

 a.  The child with a disability, aged two to 21, inclusive, as appropriate to the          

                 disability; 

b. The surrogate parent-appointee; 

c. The person charged with the responsibility for the child; and 

d. The custodial state agency charged with responsibility for the child. 

e. A copy is placed in the child’s educational record. 



ACPS 

Special Education Procedures Manual 

ACPS  Revised 7/27/09 

PO Drawer 140  
Low Moor, VA 24422 

59 

 

II. DURATION OF APPOINTMENT 

The surrogate appointment shall serve during, or for the duration of, the school year for 

which the surrogate parent is appointed. 

 

 When it has been determined that the child requires a differentiated 

instructional program as delineated in the IEP, the surrogate parent shall be 

appointed to serve for the duration of the child’s IEP. 

 If the child requires the services of a surrogate parent during the summer 

months, the local educational agency shall extend the appointment as needed, 

consistent with timelines required by law. 

 At the conclusion of each school year, the appointment of surrogate parents 

shall be renewed or not renewed following a request by the building 

administrator. 

 

III. REVIEW OF APPOINTMENT OF SURROGATE PARENT 

An annual review of the appointment of surrogate parent shall be conducted prior to the 

expiration of appointment of the surrogate parent by the building administrator who will 

forward the results to the Alleghany County Office of Special Education.  Notification 

will be sent to the Surrogate and a copy placed in the student’s educational record.  The 

appointment may be terminated if any one or more of the conditions noted below (1-6) 

occurs: 

1.  The child reaches the age of majority and rights are transferred to the   

     child or to an educational representative who has been appointed for   

     the child according to the procedures outline under ―Age of Majority‖   

     procedures; 

2.  The child is found no longer eligible for special education services and   

     the surrogate parent has consented to the termination of those services; 

3.  Legal guardianship for the child is transferred to a person who is able  

     to carry out the role of the parent; 

4.  The parent or parents, whose whereabouts were previously unknown,   

     are now known and available; 

5.  The surrogate parent is no longer eligible to be a surrogate parent as  

     outlined in ―Qualifications of Surrogate Parents‖; 

6.  The surrogate parent wishes to discontinue the appointment as  

     surrogate parent. 

If the appointment of the surrogate parent is terminated or changed, and it is determined 

that another surrogate parent is required, the building administrator or designee must 

initiate the process to appoint a qualified surrogate parent.  Please refer to ―Procedures 

for Appointment‖ for instructions. 

 

The student or parent being removed must request a hearing in writing to challenge the 

qualifications or termination if the latter occurs prior to the end of the term of 

appointment.  The hearing will be scheduled and facilitated with the school administrator 

or designee.  The school administrator will have the discretion to invite school and 

central office staff and will make a final decision with 10 business days of the hearing. 
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IV. QUALIFICATIONS OF SURROGATE PARENT 

 Alleghany County Public Schools will ensure that a person appointed as a  

surrogate parent is qualified as such: 

 

1. Has no interest that conflicts with the interest of the child; 

2. Has knowledge and skills that ensure adequate representation of the child.  The 

prospective surrogate parent must have completed the Alleghany County Public 

School’s Surrogate Parent Training session prior to representing the child. 

a. Thereafter, Alleghany County Public Schools will provide annual training, as 

necessary, for surrogate parents to ensure that they possess knowledge of 

special education and related services for children with disabilities, as well as 

knowledge of the legal requirements necessary to represent the children 

effectively. 

3.  Is not an employee of the Virginia Department of Education, or any other     

     agency which is involved in the education or care of the child; 

4.  Is an adult; and 

5.  Resides in the same general geographic area as the child, whenever possible. 

 

V. SPECIAL NOTES 

 

 Students Who Do Not Need Surrogate Parents 

 

 1.  The natural parent or parents or guardians are allowing relatives or private  

      individuals to act as a parent. 

 

2.  The child is in the custody of the local department of social services or a  

     licensed child placing agency, and termination of parental rights has been  

     grated by a juvenile and domestic relations district court.  The foster parents  

     for that child may serve as the parent of the child for the purposes of any  

     special education proceeding. 

 

3.  The child is in the custody of a local department of social services or a licensed  

     child-placing agency, and a permanent foster care placement order has been  

     entered by a juvenile and domestic relations court.  The permanent foster  

     parent named in the order for that child may serve as the parent of the child for  

     the purposes of any special education proceedings. 

 

**Social Service Representatives may not, under any circumstances, be a surrogate parent. 
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SPEECH/LANGUAGE REFERRALS 

 
The same procedures should be followed for the Speech/Language referrals (see page 4-8) with 

the exception of assessments required.  The SLP and eligibility team may determine the 

appropriate assessments required for Speech/Language evaluations. 
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RELATED SERVICES 

 
Occupational therapy, physical therapy, counseling and nursing services are all related services 

that shall be included in the Related Services section of EASY IEP as deemed appropriate by the 

eligibility/IEP team.  Occupational therapy and physical therapy are only provided to students 

who are eligible for SPED services and have a valid IEP.  Counseling services may also be 

provided to a student through guidance without an IEP or 504 plan.  Nursing services may also 

be provided to a student who has a valid 504 plan. 
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RECORDING OF MEETINGS 

 
1. Alleghany County Public Schools permit the use of audio recording devices at IEP 

meetings.  The parent or parents shall inform Alleghany County Public Schools 

before the meeting in writing, unless the parents cannot write in English, that they 

will be audio recording the meeting.  If the parent or parents do not inform Alleghany 

County Public Schools, the parent or parents shall provide Alleghany County Public 

Schools with a copy of the audio recording.  The parent or parents shall provide their 

own audio equipment and materials for audio recording.  If Alleghany County Public 

Schools audio records the meetings or receives a copy of an audio recording from the 

parent or parents, the audio recording becomes part of the child’s educational record. 

2. Alleghany County Public Schools prohibits the use of video recording devices at IEP 

meetings. 

a. This policy provides for exceptions if video recording is necessary to ensure that 

the parent or parents to understand the IEP or the IEP process or to implement 

other parental rights guaranteed under this chapter: 

ii. If Alleghany County Public Schools video records the meeting, the video 

recording becomes part of the child’s educational record. 

b. Alleghany County Public Schools will ensure that the policy is uniformly applied. 
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APPENDIX A 

 

Special Education Process Monitoring Sheet 
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Alleghany County Public Schools 

Special Education Process Monitoring Sheet 

 

Student__________________________________________ Testing ID 

Number_________________________ 

 

DOB____________________     School___________________________________     

Grade_________________ 

 

Parent/Guardian____________________________________________________     

Phone_________________ 

 

 M   D   Y Specific dates must be identified where indicated 

 

 

___/___/___ 

 

___/___/___ 

 

 

 

 

Referral – Record DATE REFERRAL WAS RECEIVED 

 

               – Request review by Child Study Committee within five business days of date referral 

was received.  Record date that child study review was requested. 

 

  
  
  
  
  

  
  
  

  
 

 

___/___/___ 

 

 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

 

 

___/___/___ 

 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___./___/___ 

 

 

Child Study Committee or IEP Committee Decision (attach Your Family’s Special 

Education Rights: Virginia Procedural Safeguards Notice, Revised November 2007 

(“Procedural Safeguards”).)  Decision whether to evaluate must be made within 10 business 

days of request for child study review. 

___   Consultation with (Name/Title)____________________________________________________ 

 

___   No reason to suspect a disability and no further action is indicated at this time. 

 

___   Parents sent PWN of decision not to evaluate 

 

___   Review on ___/___/___   Review on ___/___/___   ___ Review on ___/___/___ 

 

___   Educational modifications within the general school program to be monitored by  

         

______________________________________________________________________________________ 

 

___   Refer for evaluation to determine eligibility for special education under IDEA or Section 

504. 

 

___   Notice of Assessment sent to Supervisor of Special Education (within 5 days) 

 

___   Reevaluation for student currently in special education  

 

___   Notice of Assessment sent to Supervisor of Special Education (within 5 days) 

 

___   Triennial review: IEP/504 notification sent 
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___/___/___ 

 

___/___/___ 

 

 

___/___/___ 

 

 

 

___/___/___ 

 

___/___/___ 

 

 

___/___/___ 

 

Referral for Formal Evaluation to 504/Special Education Coordinator 

 

___   Parents informed orally of child study committee recommendation(s) and due process 

rights. 

 

___   Parents given the opportunity to participate in determining areas to be assessed: 

 

By: _________________________________________   Position:_______________________________ 

 

Parents sent PWN of proposal to evaluate. 

 

Parents sent Permission for Student Evaluation form and copy of Procedural 

Safeguards. 

 

Permission (signed parental consent) to evaluate received. 

  

___/___/___ 

 

 

___/___/___ 

 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___   Parents sent Notification of Eligibility Meeting.  Eligibility meeting and decision 

must occur within 65 business days of DATE REFERRAL WAS RECEIVED. 

          

___   Parents notified of availability of evaluation reports at least two business days prior to 

eligibility meeting by:___________________________________ 

 

___   Parents provided a copy of evaluation reports at no charge by:_______________________ 

 

___   Eligibility Meeting within 65 business days of date referral was received. 

         Special education services recommended?   ___   Yes   ___   No 

___   If yes, entrance report was sent to CO. If no, for a reevaluation, exit report was sent to 

CO. 

 

___   If no, student was then considered for eligibility under Section 504. 

 

___   Section 504 services recommended?             ___   Yes   ___   No     

          

 ___   Parents informed orally of eligibility decision by __________________________________ 

 

 ___   Parents sent PWN of eligibility decision. 

 

 ___   Parents sent/signed (circle one) eligibility consent 

 

 ___   Parents sent notice of IEP meeting 
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___/___/___ 

 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___   IEP Meeting/Section 504 Plan Meeting.  IEP or 504 plan must be developed within 

30 days of decision that student is initially eligible for services.  It is recommended that 

the IEP or 504 team review or develop an IEP or 504 plan within 30 days of a 

reevaluation that results in a finding of continued eligibility.   

 

___   Parent given a copy of Procedural Safeguards 

 

___   Parents sent PWN 

 

___   Parent signed permission to implement IEP/504 plan 

 

___   Services begin 

3
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___/___/___ 

 

___/___/___ 

 

___/___/___ 

 

___   Annual Review   ___/___/___    New IEP start date  

 

___   Annual Review   ___/___/___    New IEP start date 

 

___   Annual Review   ___/___/___    New IEP start date 

If the special education/504 process is initiated for review, dismissal, triennial, or change of 

placement, begin a new Monitoring Form and complete as appropriate. 

. 
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APPENDIX B 

 

Disability Definitions and Criteria 
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"Autism" means a developmental disability significantly affecting verbal and nonverbal 
communication and social interaction, generally evident before age three, that adversely affects 
a child's educational performance. Other characteristics often associated with autism are 
engagement in repetitive activities and stereotyped movements, resistance to environmental 
change or change in daily routines, and unusual responses to sensory experiences. Autism 
does not apply if a child's educational performance is adversely affected primarily because the 
child has an emotional disturbance. A child who manifests the characteristics of autism after age 
three could be identified as having autism if the criteria in this definition are satisfied. (34 CFR 
300.8(c)(1)) 
 
"Intellectual disability" means the definition formerly known as "mental retardation" and means 
significantly subaverage general intellectual functioning, existing concurrently with deficits in 
adaptive behavior and manifested during the developmental period that adversely affects a 
child's educational performance. (34 CFR 300.8(c)(6)) 
 
"Multiple disabilities" means simultaneous impairments (such as intellectual disability 
with blindness, intellectual disability with orthopedic impairment), the combination of which 
causes such severe educational needs that they cannot be accommodated in special education 
programs solely for one of the impairments. The term does not include deaf-blindness. (34 CFR 
300.8(c)(7)) 
 
"Orthopedic impairment" means a severe orthopedic impairment that adversely affects a 
child's educational performance. The term includes impairments caused by congenital anomaly, 
impairments caused by disease (e.g., poliomyelitis, bone tuberculosis, etc.), and impairments 
from other causes (e.g., cerebral palsy, amputations, and fractures or burns that cause 
contractures). (34 CFR 300.8(c)(8)) 
 
"Other health impairment" means having limited strength, vitality or alertness, including a 
heightened alertness to environmental stimuli, that results in limited alertness with respect to the 
educational environment, that is due to chronic or acute health problems such as asthma, 
attention deficit disorder or attention deficit hyperactivity disorder, diabetes, epilepsy, a heart 
condition, hemophilia, lead poisoning, leukemia, nephritis, rheumatic fever, and sickle cell 
anemia and Tourette syndrome that adversely affects a child's educational performance. (34 
CFR 300.8(c)(9)) 
 
"Deaf-blindness" means simultaneous hearing and visual impairments, the combination of 
which causes such severe communication and other developmental and educational needs that 
they cannot be accommodated in special education programs solely for children with deafness 
or children with blindness. (34 CFR 300.8(c)(2)) 
 
"Deafness" means a hearing impairment that is so severe that the child is impaired in 
processing linguistic information through hearing, with or without amplification, that adversely 
affects the child's educational performance. (34 CFR 300.8(c)(3)) 
 
"Developmental delay" means a disability affecting a child ages two by September 30 through 
six, inclusive: (34 CFR 300.8(b); 34 CFR 300.306(b)) 
1. (i) Who is experiencing developmental delays, as measured by appropriate diagnostic 
instruments and procedures, in one or more of the following areas: physical development, 
cognitive development, communication development, social or emotional development, or 
adaptive development, or (ii) who has an established physical or mental condition that has a 
high probability of resulting in developmental delay; 



ACPS 

Special Education Procedures Manual 

ACPS  Revised 7/27/09 

PO Drawer 140  
Low Moor, VA 24422 

70 

2. The delay(s) is not primarily a result of cultural factors, environmental or economic 
disadvantage, or limited English proficiency; and 
3. The presence of one or more documented characteristics of the delay has an adverse 
affect on educational performance and makes it necessary for the student to have specially 
designed instruction to access and make progress in the general educational activities for this 
age group. 
 
"Emotional disability" means a condition exhibiting one or more of the following characteristics 
over a long period of time and to a marked degree that adversely affects a child's educational 
performance: (34 CFR 300.8(c)(4)) 
1. An inability to learn that cannot be explained by intellectual, sensory, or health factors; 
2. An inability to build or maintain satisfactory interpersonal relationships with peers and 
teachers; 
3. Inappropriate types of behavior or feelings under normal circumstances; 
Department of Education 8VAC20-81 Special Education Regulations 12 

4. A general pervasive mood of unhappiness or depression; or 
5. A tendency to develop physical symptoms or fears associated with personal or school 
problems. 
Emotional disability includes schizophrenia. The term does not apply to children who are 
socially maladjusted, unless it is determined that they have an emotional disability as defined 
in this section. 
 
"Visual impairment including blindness" means an impairment in vision that, even with 
correction, adversely affects a child's educational performance. The term includes both partial 
sight and blindness. (34 CFR 300.8(c)(13)) 
 
"Hearing impairment" means an impairment in hearing in one or both ears, with or without 
amplification, whether permanent or fluctuating, that adversely affects a child's educational 
performance but that is not included under the definition of deafness in this section. (34 CFR 
300.8(c)(5)) 
 
(*Severe disability category no longer exists. As with mental retardation, this now comes under 
the category of Intellectual Disability.) 
 
"Specific learning disability" means a disorder in one or more of the basic psychological 
processes involved in understanding or in using language, spoken or written, that may manifest 
itself in the imperfect ability to listen, think, speak, read, write, spell or to do mathematical 
calculations, including conditions such as perceptual disabilities, brain injury, minimal brain 
dysfunction, dyslexia, and developmental aphasia. 
Specific learning disability does not include learning problems that are primarily the 
result of visual, hearing, or motor disabilities; of intellectual disabilities; of emotional disabilities; 
of environmental, cultural, or economic disadvantage. (§ 22.1-213 of the Code of Virginia; 34 
CFR 300.8(c)(10)) 
Dyslexia is distinguished from other learning disabilities due to its weakness occurring at 
the phonological level. Dyslexia is a specific learning disability that is neurobiological in origin. It 
is characterized by difficulties with accurate and/or fluent word recognition and by poor spelling 
and decoding abilities. These difficulties typically result from a deficit in the phonological 
component of language that is often unexpected in relation to other cognitive abilities and the 
provision of effective classroom instruction. Secondary consequences may include problems in 
reading comprehension and reduced reading experience that can impede growth of vocabulary 
and background knowledge. 
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"Speech or language impairment" means a communication disorder, such as stuttering, 
impaired articulation, expressive or receptive language impairment, or voice impairment that 
adversely affects a child's educational performance. (34 CFR 300.8(c)(11)) 
 
"Traumatic brain injury" means an acquired injury to the brain caused by an external physical 
force, resulting in total or partial functional disability or psychosocial impairment, or both, that 
adversely affects a child's educational performance. Traumatic brain injury applies to open or 
closed head injuries resulting in impairments in one or more areas, such as cognition; language; 
memory; attention; reasoning; abstract thinking; judgment; problem-solving; sensory, 
perceptual, and motor abilities; psychosocial behavior; physical functions; information 
processing; and speech. Traumatic brain injury does not apply to brain injuries that are 
congenital or degenerative, or to brain injuries induced by birth trauma. (34 CFR 300.8(c)(12)) 
 

Eligibility Criteria Information 
 
J. Eligibility as a child with autism. The group may determine that a child has autism if: 
1. There is an adverse effect on the child's educational performance due to documented 
characteristics of autism, as outlined in this section; and 
2. The child has any of the Pervasive Developmental Disorders, also referenced as autism 
spectrum disorder, such as Autistic Disorder, Asperger's Disorder, Rhett's Disorder, 
Childhood Disintegrative Disorder, Pervasive Developmental Disorder – Not Otherwise 
Specified including Atypical Autism as indicated in diagnostic references. 
a. Children with Asperger's Disorder demonstrate the following characteristics: 
(1) Impairments in social interaction, such as marked impairment in the use of multiple 
nonverbal behaviors such as eye-to-eye gaze, facial expression, body postures, and 
gestures to regulate social interaction; failure to develop peer relationships appropriate to 
developmental level; a lack of spontaneous seeking to share enjoyment, interests, or 
achievements with other people (i.e., by a lack of showing, bringing, or pointing out objects 
of interest); or lack of social or emotional reciprocity are noted; and 
(2) Restricted repetitive and stereotyped patterns of behavior, interests, and activities such 
as encompassing preoccupation with one or more stereotyped and restricted patterns of 
interest that is abnormal either in intensity or focus, apparently inflexible adherence to 
specific, nonfunctional routines or rituals, stereotyped and repetitive motor mannerisms, 
persistent preoccupation with parts of objects. 
b. Children with autistic disorder, in addition to the characteristics listed in subdivisions 2 a 
(1) and 2 a (2) of this subsection, also demonstrate impairments in communication, such as 
delay in, or total lack of, the development of spoken language (not accompanied by an 
attempt to compensate through alternative modes of communication such as gesture or 
mime). In individuals with adequate speech, marked impairment in the ability to initiate or 
sustain a conversation with others, stereotyped and repetitive use of language or 
idiosyncratic language, or lack of varied, spontaneous make-believe play or social imitative 
play appropriate to developmental level is noted. 
c. Children with Pervasive Developmental Disorder - Not Otherwise Specified or Atypical 
Autism may display any of the characteristics listed in subdivisions 2 a (1), 2 a (2) and 2 b of 
this subsection without displaying all of the characteristics associated with either Asperger's 
Disorder or Autistic Disorder. 
K. Eligibility as a child with deaf-blindness. The group may determine that a child has deaf-
blindness 
if the definition of "deaf-blindness" as outlined in 8VAC20-81-10 is met. 
Department of Education 
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L. Eligibility as a child with deafness. The group may determine that a child has deafness if: 
1. The definition of "deafness" is met in accordance with 8VAC20-81-10; 
2. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of a deafness, as outlined in subdivision 3 of this subsection; and 
3. The child has a bilateral hearing loss (sensorineural, or mixed conductive and 
sensorineural), a fluctuating or a permanent hearing loss, documented auditory dyssynchrony 
(auditory neuropathy), and/or cortical deafness. 
M. Eligibility as a child with developmental delay. (34 CFR 300.111(b)) 
1. The group may determine that a child has a developmental delay if the local educational 
agency permits the use of developmental delay as a disability category when determining 
whether a preschool child, aged two by September 30 to six, inclusive, is eligible under this 
chapter, and: 
a. The definition of "developmental delay" is met in accordance with 8VAC20-81-10; or 
b. The child has a physical or mental condition that has a high probability of resulting in a 
developmental delay. 
2. Eligibility as a child with a disability for children ages two through six shall not be limited to 
developmental delay if eligibility can be determined under another disability category. 
3. A local educational agency is not required to adopt and use developmental delay as a 
disability category for any children within its jurisdiction. If the local educational agency 
permits the use of developmental delay as a disability category, it shall comply with the 
eligibility criteria outlined in this section. 
N. Eligibility as a child with an emotional disability. The group may determine that a child has 
an 
emotional disability if: 
1. The definition of "emotional disability" is met in accordance with 8VAC20-81-10; and 
2. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of an emotional disability. 
O. Eligibility as a child with a hearing impairment. 
1. The group may determine that a child has a hearing impairment if: 
a. The definition of "hearing impairment" is met in accordance with 8VAC20-81-10; and 
b. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of a hearing impairment, as outlined in subdivision 2 of this 
subsection. 
2. Characteristics of children with a hearing impairment include unilateral hearing loss 
(conductive, sensorineural, or mixed), bilaterial hearing loss (conductive, sensorineural, or 
mixed), a fluctuating or permanent hearing loss, and/or auditory dys-synchrony (auditory 
neuropathy). The hearing loss results in qualitative impairments in communication/educational 
performance. 
Department of Education 
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3. The term "hard of hearing" may be used in this capacity. 
P. Eligibility as a child with an intellectual disability. The group may determine that a child has 
an intellectual disability if: 
1. The definition of "intellectual disability" is met in accordance with 8VAC20-81-10; 
2. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of an intellectual disability, as outlined in subdivision 3 of this 
subsection; and 
3. The child has: 
a. Significantly impaired intellectual functioning, which is two or more standard deviations 
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below the mean, with consideration given to the standard error of measurement for the 
assessment, on an individually administered, standardized measure of intellectual 
functioning; 
b. Concurrently, significantly impaired adaptive behavior as determined by a composite 
score on an individual standardized instrument of adaptive behavior that measures two 
standard deviations or more below the mean; and 
c. Developmental history that indicates significant impairment in intellectual functioning and 
a current demonstration of significant impairment is present. 
Q. Eligibility as a child with multiple disabilities. The group may determine that a child has 
multiple disabilities if the definition of "multiple disabilities" is met in accordance with 8VAC20- 
81-10. 
R. Eligibility as a child with an orthopedic impairment. The group may determine that a child 
has 
an orthopedic impairment if: 
1. The definition of "orthopedic impairment" is met in accordance with 8VAC20-81-10; and 
2. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of an orthopedic impairment. 
S. Eligibility as a child with other health impairment. The group may determine that a child has 
an other health impairment if: 
1. The definition of "other health impairment" is met in accordance with 8VAC20-81-10; and 
2. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of the other health impairment. 
T. Eligibility of a child with a specific learning disability. (34 CFR 300.307 and 34 CFR 
300.309) 
1. The group may determine that a child has a specific learning disability if: 
a. The definition of "specific learning disability" is met in accordance with 8VAC20-81-10; 
and 
b. The criteria for determining the existence of a specific learning disability are met. 
2. The criteria for determining the existence of a specific learning disability are met if: 
Department of Education 
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a. The child does not achieve adequately for the child's age or to meet Virginia-approved 
grade-level standards in one or more of the following areas when provided with learning 
experiences and instruction appropriate for the child's age or Virginia-approved grade-level 
standards: 
(1) Oral expression; 
(2) Listening comprehension; 
(3) Written expression; 
(4) Basic reading skills; 
(5) Reading fluency skills; 
(6) Reading comprehension; 
(7) Mathematical calculations; or 
(8) Mathematical problem solving. 
b. The child does not make sufficient progress to meet age or Virginia-approved grade-level 
standards in one or more of the areas identified in subdivision 2 a of this subsection when 
using a process based on the child's response to scientific, research-based intervention; or 
the child exhibits a pattern of strengths and weaknesses in performance, achievement, or 
both, relative to age, Virginia-approved grade-level standards, or intellectual development, 
that is determined by the group to be relevant to the identification of a specific learning 
disability, using appropriate assessments, consistent with 8VAC20-81-70. 
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c. The group determines that its findings under subdivisions 2 a and b of this subsection are 
not primarily the result of: 
(1) A visual, hearing, or motor impairment; 
(2) Intellectual disability; 
(3) Emotional disability; 
(4) Environmental, cultural, or economic disadvantage; or 
(5) Limited English proficiency. 
3. The Virginia Department of Education does not require the use of a severe discrepancy 
between intellectual ability and achievement for determining whether a child has a specific 
learning disability. (34 CFR 300.307(a)) 
U. Eligibility as a child with speech or language impairment. 
1. The group may determine that a child has a speech or language impairment if: 
a. The definition of "speech or language impairment" is met in accordance with 8VAC20-81- 
10; 
b. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of speech or language impairment; 
c. The child has a significant discrepancy from typical communication skills in one or more of 
the following areas: fluency, impaired articulation, expressive or receptive language 
impairment, or voice impairment; and 
d. Information from instruments that are culturally and linguistically appropriate, including 
standardized and criterion-referenced measures, shall be used in conjunction with 
information from classroom observations to determine the severity of the communication 
impairment. 
2. Children shall not be identified as children having a speech or language impairment if the 
area of concern is primarily the result of sociocultural dialect, delays/differences associated 
with acquisition of English as a second language, or within the purview of established norms 
for articulation and language development. 
3. Speech language pathology services may be special education or a related service. 
Department of Education 
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V. Eligibility as a child with a traumatic brain injury. The group may determine that a child has 
a 
traumatic brain injury if: 
1. The definition of "traumatic brain injury" is met in accordance with 8VAC20-81-10; and 
2. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of traumatic brain injury. 
W. Eligibility as a child with a visual impairment. 
1. The group may determine that a child has a visual impairment if: 
a. The definition of "visual impairment" is met in accordance with 8VAC20-81-10; 
b. There is an adverse effect on the child's educational performance due to one or more 
documented characteristics of visual impairment; and 
c. The child: 
(1) Demonstrates the characteristics of blindness or visual impairment, as outlined in 
subdivisions 2 and 3 of this subsection; or 
(2) Has any of the conditions including, but not limited to oculomotor apraxia, cortical visual 
impairment, and/or a progressive loss of vision, which may in the future, have an adverse 
effect on educational performance, or a functional vision loss where field and acuity deficits 
alone may not meet the aforementioned criteria. 
2. A child with blindness demonstrates the following: 
a. Visual acuity in the better eye with best possible correction of 20/200 or less at distance 
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or near; or 
b. Visual field restriction in the better eye of remaining visual field of 20 degrees or less. 
3. A child with a visual impairment demonstrates the following: 
a. Visual acuity better than 20/200 but worse than 20/70 at distance and/or near; or 
b. Visual field restriction in the better eye of remaining visual field of 70 degrees or less but 
better than 20 degrees. 
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Alleghany County Public Schools 
 

Special Education Entrance Report 

 
This form is used for each student who ENTERS a Special Education Program during the school year  

and must be sent to Central Office within five days of entry/eligibility. 

 

Date ___________________________                                          

Full Name of Student _______________________________________________________________________                                                                                             

SASI Passport No (10 digit)                      _               _____      Date of Birth ________________________ 

Date of Entry (enrollment)_____________________________________                                                             

School                                   ___________                                  Grade _______________________________                                       

Date of Eligibility                                    __  _____    IEP in Effect _________________________________                                      

Parents Name ______________________________________________________________________________ 

Address ____________________________________________________________________________________                                                                                         

Phone __________________________________                                                           

% of Placement and Related Services : 

   Primary      Secondary                  Related  

   Disability  Disability  Services 

Service Code:        __________              ___________               ___________            

Percent of Day:      __________               ___________               ___________ 

 

Percent of Day in Regular Ed ___________________________ 

 

Justification for delayed enrollment: 

 (   )  Transferred with an IEP 

 (   )  Determined eligible for special education and related services 

        and IEP completion 

  

Race Code - Circle One -      (0) Unspecified  (1) Am. Indian/Alaskan     

    (2) Asian/Pacific Island   (3) Black   (4) Hispanic   (5) White   (6) Hawaiian         

  

 

_____________________________________________________________________                                                                            

Case Manager Signature                                                        Date 

 

_____________________________________________________________________ 

Principal Signature                                                                 Date 

 

Must be sent to Central Office within 5 days of entry/eligibility 
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Alleghany County Public Schools 
 

Special Education Exit Report 
 

This form is used for each student who EXITS a Special Education Program during the school year 

and must be sent to Central Office within 5 days of exit. 

 

Date _____________________________________                                           

Full Name of Student _________________________________________________________                                                                                              

SASI Passport No (10 digit) _____________________________ Date of Birth _________________  

Age __________________             

Date of Exit __________________________________                                                            

School _____________________________________Grade_____________________________                                       

 

 

 

Justification for exit: 

 

 1.   (   )  Transferred to Regular Education 

 2.   (   )  Reached Maximum Age 

 3.   (   )  Died 

 4.   (   )  Moved, known to be continuing  

 6.   (   )  Dropped out 

 7.   (   )  Graduated with an Advanced Studies Diploma 

 8.   (   )  Graduated with a Standard Diploma 

 9.   (   )  Graduated with a Modified Standard Diploma 

        10.  (   )  Graduated with a Special Diploma 

        11.  (   )  Received Certificate of Completion 

        12.  (   )  Received GED Certificate.  

 

 

 

 

_________________________________________________________________ 
Case Manager Signature                                                              Date 

 

 

_________________________________________________________________ 

Principal Signature                                                                       Date 

 

Must be sent to Central Office within 5 days of exit. 
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Alleghany County Public Schools 
Notice to Central Office Assessment Services  

 

Student’s Name___________________________________________ DOB_____________ 

Age_____ School____________________ Grade_____ ID#___________________ 

Parent/Guardian/Surrogate__________________________________________________ 

Address_____________________________________________________________________ 

Home phone___________ Cell phone____________ Work phone____________ 

 

Reason for Referral 

__________ Initial Referral Decision Date 

Date of Referral to CS_____________________ 

Referral Source___________________________ 

Date of CS Committee Meeting____________ 

__________ Triennial Review Due Date 

Date of IEP Committee Review_____________ 

Date of Eligibility if no new components 

selected__________________________________ 

Reminder: Referrals from Child Study Meetings should be sent to the Central Office within 5 days. 

 

Components Selected 

_____ Sociological          _____Psychological          _____Educational             _____Medical      

_____ Vision                    _____ Audiological           _____Speech/Language  _____Classroom  

                                                                                                                                   Observation 

_____Classroom evidence     _____Other__________________________________________________ 

                                                                 __________________________________________________ 

Please state rationale behind request for evaluation_______________________________________ 

________________________________________________________________________________________ 

 

 

Attachments 

_____Child Study Committee report     _____Permission to Test 

_____Review of Triennial Status             _____Health Records 

_____Prior Notice Information               _____Other________________________________________ 

                                                                ___________________________________________________ 

 

 

Date of Referral for Eligibility Decision____________________ 

Date sent to Supervisor of Special Education___________________ 

65 day compliance eligibility completion date____________________ 

45 day assessment report due date____________________ 

 

___________________________________  ___________________________________ 

Signature of Case Manager                 Date Sent to Central Office 

 

___________________________________              ___________________________________ 

Building Administrator (No designees) Central Office Date of Receipt 

 

*Copy of this notice with copies of supporting attachments is to be sent to the Supervisor of Special 

Education. 
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Student Name:_____________________________________ 

School:___________________________________________ 

ADDENDUM TO THE ANNUAL INDIVIDUALIZED EDUCATION 

PROGRAM 
(Attach IEP Page 1 and IEP Signatures if this is an IEP Meeting.) 

 
IEP MEETING NOT NECESSARY FOR IEP ADDENDUM: 

____ Not applicable. This addendum was completed in an IEP Meeting. IEP Page 1 and IEP Signatures are attached. 

_____ This IEP Addendum is being proposed without an IEP Meeting. Notice of this decision was sent to parents. 

 

I, the parent or adult student, agree with the school that an IEP Team meeting is not required to amend the current annual 

IEP. My agreement and consent to this decision are indicated by my signature below. 

 

__________________________________________________________________ ________________________________________ 

Parent Signature       Date 

 

 

__________________________________________________________________ ________________________________________ 

Special Education Teacher (Speech Therapist if SLI Only)   Date 

 

Purpose of 

Addendum:___________________________________________________________________________________________________ 

THE IMPACT THE IEP ADDENDUM WILL HAVE ON THE CURRENT EDUCATIONAL PROGRAM 

 

Change in special education or related services from Annual IEP: ____No    ____Yes (If Yes, complete table below) 

Special Education & Related 

Services 

Frequency Begin Date End Date Location 

 

 

    

 

 

    

 

 

    

 

*Additional goals are attached _____ Yes _____ No 

*Behavior Intervention Plan attached _____ Yes _____ No 

*Accommodations are attached_____ Yes _____ No 

 

 

Current (with addendum) total minutes of instruction week/semester/year in Special Education ________________________ 

 

Current (with addendum) total minutes (same unit) in regular education environment_______________________________ 

 

PARENT/ADULT STUDENT CONSENT 

Indicate your response by checking the appropriate response, and sign below. 

 

_____ I give permission for the IEP Addendum to become part of my child’s annual Individualized Education Program. 

 

_____________________________________ 

Date 

 

_____ I do not give permission for this IEP Addendum to become part of my child’s annual Individualized Education 

Program. 

 

_____________________________________ 

Date 

___________________________________________________________________ ______________________________________ 

Parent or Adult Student Signature     Date 

 

This information will be communicated to the student’s regular and special education teachers, related service providers (if 

any) and the building administrator. Easy IEP must be updated, an electronic addendum created, and the signature 

page(s) FAXED to Easy IEP. 

Cc: Parent 



ACPS 

Special Education Procedures Manual 

ACPS  Revised 7/27/09 

PO Drawer 140  
Low Moor, VA 24422 

84 

 

Student Name:_____________________________________ 

School:___________________________________________ 

 

________________________________________________________ Case Manager 

 

________________________________________________________ LEA Representative/Building Administrator/Designee 

 

________________________________________________________ Parent/Guardian 

 

________________________________________________________ Student 

 

________________________________________________________ Other 

 

________________________________________________________ Other 

 

________________________________________________________ Other 
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______________ 
Date 

 

__________________________ 
 Parent/Guardian 

 
     Normally a school system has 65 business days to complete an evaluation.  Because the 

student transferred to Alleghany County Public Schools after the eligibility process had begun, 

and the permission for assessment was signed on _________________,(at  
         Permission Date 

_____________________________ Schools) it would not be possible for us to  
 Previous School System 

complete the evaluation within 65 business days from the time the permission was granted for 

this evaluation. 

 

__________________ would be 65 business days from the time we received the    
 Eligibility Due date calculated from Receipt of Records      

         

records from the previous school system.  Having your agreement to a specific time frame for 

completion of the evaluation would enable us to complete a valuable assessment of the student’s 

needs within a reasonable amount of time. Please sign and return this letter as soon as possible so 

we may proceed with the evaluation and efforts to meet your student’s needs. 

 

   If you have any questions or concerns please call ____________________ at 
        Case Manager 

__________________________  at (_____________) or contact 
  School Name                  School Phone Number  

 
Dr. Elizabeth Heath 

Director of Special Education 

Alleghany County Public Schools 

1-540-863-1809 

 

************************************************************************ 

 

 I  am in agreement with Alleghany County Public School System completing the eligibility 

evaluation for __________________________ by ________________. 
    Student’s Name    New Eligibility Due Date 

 

______________________________________ _________________ 
 Parent/Guardian Signature     Date 
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Alleghany County Public Schools 
 

Notice to the Biological/Adoptive Parent 
 

Pursuant to Virginia law, we are required to provide you with written notice, at your last know 
address, that your child’s foster parent is acting as your child’s “parent” pursuant to law for 
purposes of special education identification, evaluation, placement, and the provision of a 
free appropriate public education to your child.  We are entitled by law to rely upon the 
actions and decisions of the foster parent until such time that you attempt to act as the 
parent.   Within 10 business days of the delivery of this notice, If you wish to act as the 
parent in connection with this, or any other educational matter, involving your child, please 
contact (or have someone acting on your behalf contact): _______________________________ 
by phone at (____) ________________________________ 
or e-mail _______________________________________  
or regular mail ___________________________________________________________________ 
(self-addressed/stamped envelope included) 
Please contact us by ____________________________. 
 
If the last know address we have for you (listed below) is incorrect, or if there is a better 
address where we can reach you in the future, please let us know. 
 
Student Name ____________________________________________________ Grade _________ 
 
Student ID Number _________________________________________Date of Birth _________ 
 
Biological/Adoptive Parent(s) Name _______________________________________________ 
 
Last Know Address ________________________________________________________________ 
__________________________________________________________________________________ 
 
Social Worker Name ______________________________________________________________ 
 
Social Worker Address ____________________________________________________________ 
 
Student’s most recent eligibility date   ______/______/______ 
 
Most recent re-evaluation date    ______/______/______ 
 
Next re-evaluation must occur before this date  ______/______/______ 
 
Current IEP will be reviewed no later than this date ______/______/______ 

PROOF OF NOTICE 
 

Date sent  ______/______/______  By: _________________________________________________(signature) 
  
 ____First Class Mail ____Hand-Delivery/posting ____Other 
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PARENT RIGHTS 
Section 504 of the Rehabilitation Act of 1973 

 
You have the right to: 

1. Have your child take part in, and receive benefits from public education    
       programs without discrimination because of his/her disability; 
 
2. Have the school district advise you of your rights under federal law; 

 
3. Receive notice with respect to identification, evaluation, or placement of      

             your child; 
 

4. Have your child receive a free appropriate public education.  This includes   
 the right to be educated with non-disabled students to the maximum extent    
 appropriate.  It also includes the right to have the school district make   
 reasonable accommodations to allow your child and equal opportunity to    
 participate in the school-related activities; 

       
5. Have your child educated in facilities and receive services comparable to   

 those provided non-disabled students;  
 

6. Have your child receive and individualized evaluation and receive specialized  
       education services if she/he is found eligible under Section 504 of the   
       Rehabilitation Act; 
 
7. Have evaluation, educational, and placement decisions made based upon a  
       variety of information sources, and by persons who know the student, the   
       evaluation data, and placement options; 
 
8. Have transportation provided to and from and alternative placement setting  

 determined by the school district at no greater cost to you than would be   
 incurred if the student were placed in a program operated by the district; 

 
9. Have your child be given an  equal opportunity to participate in  

 nonacademic and extracurricular activities offered by the district; 
 

10.  Examine all relevant records relating to decisions regarding your child’s  
 identification, evaluation, educational program and placement and obtain       
 copies of educational records at a reasonable cost unless the fee would   
 effectively deny you access to the records; 

 
11.  Receive a response from the school district to reasonable requests for  

  explanations and interpretations of your child’s records; 
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12.  Request amendment of your child’s educational records if there is   
  reasonable cause to believe that they are inaccurate, misleading or    
 otherwise in violation of the privacy or other rights of your child.  If the   
 school district refuses this request for amendment, it shall notify you within    
 a reasonable time, and advise you of the right to a hearing; 
 

13.  File a local grievance: by notifying Dr. Elizabeth Heath, PO Drawer 140,    
        Low Moor, VA 24457 , phone 540-863-1809. 

 
14.  Request an impartial due process hearing related to decisions or actions  

 regarding your child’s identification, evaluation, educational program or  
 placement.  You and the student may take part in the hearing and have an  
 attorney represent you at your own expense.    The impartial Hearing  
Officer will be selected by the district. A hearing request must be made to  
Dr. Elizabeth Heath, PO Drawer 140, Low Moor, VA 24457 , phone 540- 
863-1809. This is the person in the district who is responsible for assuring 
the district complies with Section 504 requirements. 
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Homebound Instruction 
Guide 

 
 
 
 
 
 
 
 
 
 
 
 
 

P. O. Drawer 140 
100 Central Circle, Low Moor, Virginia 24457 

540-863-1809 
540-863-1822 (fax) 

 
www.alleghany.k12.va.us 
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TO:  Homebound Teachers 
 
FROM:  Elizabeth V. Heath, Director of Special Education 
 
SUBJECT: Procedures for Homebound Instruction 
 
  

1. Complete the Homebound Instruction Interest form.  Pay is $18 per hour. 
2. Complete Homebound Instruction Registration on first visit. 
3. Complete Homebound Agreement on first visit.  Send to Director of Special Education. 
4. Complete the Homebound Teacher Time Sheet with each visit.  Parent(s)/Guardian(s) 

must initial at the conclusion of each visit.  Time sheets must be signed by the 
homebound instructor, building principal and Director of Special Education prior to 
authorization for payment.  Only one time sheet may be turned in for multiple students 
served at the same time and in the same location. 

5. See ACPS Policy IGBG – Homebound, Correspondence, and Alternative Means of 
Instruction and Regulation IGBG-R – Guidelines for Homebound Instruction for further 
information. 

 
 

A special “thank you” to all our homebound teachers who take on these difficult and rewarding 
experiences.  If I can be of any help of if you would like to request a conference, please call me at 
the school board office.  Homebound instruction is an important part of our school system and 
we appreciate your help in making it successful. 
 

Guidelines for Teachers of Homebound Students 
 
 

1.) Teachers should get work from the regular classroom teachers and follow the syllabi as 
closely as possible as well as the SOLs that are being covered in the classroom. 

 
2.) Pay sheets will be turned into the payroll office and documentation of home visit forms will 

be returned to the Director of Special Education.   
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3.) Teachers must fill in homebound registration forms to begin instruction.  The date of 
starting the instruction begins the day the doctor signs the need for homebound instruction 
form.  A withdrawal form must be filed when homebound instruction is completed. 

 
4.) A parent/guardian/student agreement form must be signed and returned to the Director of 

Special Education.  A copy will be mailed to the home. 
 

5.) A suggestion of 8 hours of planning and travel time is allowed for high school students per 
student per month.  A suggestion of 4 hours for planning is allowed for elementary students 
per student per month.  Any exceptions must be discussed with the Director of Special 
Education.   
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Homebound Instruction 
 
 

I am interested in Homebound Instruction. 
 
Pay for Homebound Instruction is $18.00 per hour. 
 
Name: _____________________________________________________________________ 
 
Address:  __________________________________________________________________ 
 
___________________________________________________________________________ 
 
Phone:  ____________________________________________________________________ 
 
Home School:  _____________________________________________________________ 
 
I am interested in the following grade levels:  _________________________________ 
 
Signature:  ________________________________________________________________ 
 

 
 

Please return to Elizabeth V. Heath 
Director of Special Education 

Alleghany County Public Schools 



ACPS 

Special Education Procedures Manual 

ACPS  Revised 7/27/09 

PO Drawer 140  
Low Moor, VA 24422 

97 

HOMEBOUND TEACHER TIME SHEET 
 

PAY PERIOD:________________________________ TO:____________________________ 

 

INSTRUCTOR’S NAME:_______________________________________________________ 

 

 STUDENT’S NAME;__________________________________________________________ 

 

 
DATE ARRIVAL 

TIME 

DEPARTURE 

TIME 

HOURS 

TAUGHT* 

PLANNING/ 

TRAVEL* 

INSTRUCTIONAL ACTIVITIES PARENT 

INITIALS 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       
TOTAL     TOTAL CLAIM:    

* Secondary total combined maximum 40 hours per month.  Elementary total combined maximum 20 hours per month. 

Student Progress: 

 

 

 

 
I hereby certify the above number of instructional hours were provided by me. 

 

_________________________________________________________________________________ 

Homebound Teacher’s Signature                                                                               Date 

 

 

To the best of my knowledge, the above work has been performed and I recommend payment. 

 

__________________________________________________________________________________ 

Principal’s Signature                                                                                                   Date 

 

Authorization for Payment: 

 

__________________________________________________________________________________          

 Director of Special Education                                                                                   Date 
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File: IGBG-F 

 
Alleghany County Public Schools 

  
CERTIFICATION OF NEED FOR HOMEBOUND INSTRUCTION 

  
                Part A:     Homebound Instruction has been requested for __________________________________________________ 

                                Student’s DOB ____________________ Age_________ Sex ____ Student I.D. #________________________ 

                                Student’s Home School____________________________________________Grade/Placement_____________ 

                                Parent’s/Guardians Name_______________________________________________________________________ 

                                Address _________________________________________________________Phone # _____________________ 

  

                Part B:     To be completed by a Physician, Clinical Psychologist, or Nurse Practitioner.  Professional advice is necessary in determining whether or not 
the above named student is able to attend school.  Please provide specific information regarding the following 

                                 
          Type of Illness/Injury __________________________________________________________________ 

          Date of Eligibility for Homebound Instruction ____________________________________________ 

          Expected Date of Return to School _____________________________________________________ 

          What limitations should be considered by school personnel in providing homebound services? 
_____________________________________________________________________________________________________________ 

__________________________________________________    _________________   ____________________________  
Signature of Physician/Clinical Psychologist/Nurse Practitioner               Date                      Phone Number 
  
  

                Part C:    Acknowledgement by Parent 
                                 

I acknowledge this request and agree with the need for homebound services.  I will provide an environment conducive to learning, a 
responsible adult in the home, keep appointments, keep up with assignments, and advise school personnel of changes in my child’s status.  I 
authorize the school system to contact my child’s physician, clinical psychologist, or nurse practitioner and I authorize them to share 
information with the school division concerning my child’s need for homebound. 
  
__________________________________________________                         ___________________________________ 
 Signature of Parent                                                                                                   Date 
  
  

                Part D:     I hereby approve homebound instruction for this student, and further, certify that the teacher to be employed will hold a certificate in full force 
issued in accordance with the rules and regulations of the State Board of Education or in accordance with Alleghany County Public Schools 
guidelines for hiring substitute teachers. 

  
   
                                ___________________________________________________                         _________________________________ 
                                 Signature of Superintendent or Designated Representative                    Date 
  
                                This report should be returned to the Division Superintendent of Schools for the County, City, or Town where the student is enrolled. 
  
                                NOTE: If the student is receiving special education, homebound instruction must be stipulated in the IEP. 
  

  
For Official Use Only 

 

                           Initial after completion by all school based personnel as appropriate prior to submitting to Director of Student Services. 
 
Guidance ___________    IEP/CS Team __________  Attendance __________ Principal __________ Director of Special Education _______________ 
  
   
ACPS 7/05     * Attach copy of Plan for Student to Return to School 
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Plan for Student to Return to School 
  
  

Please be advised that homebound instruction is necessary for 

_______________________________________, effective ___________________________ 

                     (Student Name)                                                                                            (Date) 
  
The following plan outlines the student’s return from this short-term assignment: 
  
  
  
  
  
  
  
  
  
  
__________________________________________________________        _________________ 
  (Signature of physician, clinical psychologist, or nurse practitioner)                                                                                               (Date) 
  
  
The following plan outlines the student’s return from this short-term assignment: 
  
  
  
  
  
  
  
  
  
  
  
__________________________________________________________        _________________ 
  (Signature of school administrator)                                                                                                                                                       (Date) 
  
  
Note:  A student’s IEP or 504 plan must stipulate homebound instruction as appropriate. 
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Homebound Instruction – Registration  
 
 

THIS IS TO CERTIFY THAT HOMEBOUND INSTRUCTION WAS INITIATED FOR: 
 
NAME:______________________________________ D.O.B.:___________________ 
 
A STUDENT IN THE  __________ GRADE OF ______________________ SCHOOL, 
 
ON ______________________________. 
 
 
INSTRUCTOR SIGNATURE:_______________________________________________ 
 
 
COPIES: 
 

(1) GUIDANCE DEPARTMENT 
(2) SCHOOL OFFICE 
(3) SCHOOL BOARD OFFICE 
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PARENT/GUARDIAN/STUDENT AGREEMENT FOR HOMEBOUND INSTRUCTION 
 

1. Homebound Instruction will only include core courses – math, language arts, science, and social studies. 
2. Students are expected to be regular in attendance and the only excuses for not meeting with the 
homebound teacher are doctor appointments, illness, or required court appearances.  Students shall notify the 
homebound instructor at least 24 hours in advance if they will be unable to meet for instruction. 
3.   A maximum of 20 hours of homebound instruction per month is allowed for students in grades JK-5 and 40 
hours is the maximum per month for middle and secondary students. 
4.   Documentation of home visits will be filed by the homebound instructor using the Homebound Teacher 
Time Sheet.  Parent or guardian initials are required after each visit. 
5.   Students will follow the curriculum of the regular classroom and are expected to turn in assignments.  
Grades will be determined by the homebound instructor. 
6.   An adult approved by the parent/guardian (if he or she cannot be present) must be present at each 
homebound instruction meeting. 
 
If you have any questions, please contact the Director of Special Education at 863-1809. 
 
 
 
__________________________________________ ________________________ 

      Parent/Guardian Signature    Date 
 
 
 

__________________________________________ ______________________      Student Signature 
     Date 
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Recommendation of Termination of Homebound Instruction 
 
 

Please be advised that homebound instruction is no longer necessary for 

_______________________________________, effective___________________________ 
      (Student Name)      (Date) 
 
The following restrictions of activities, including medications, treatment, diet etc., should be considered: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
__________________________________________________________ _________________ 
(Signature of physician, clinical psychologist, or nurse practitioner)  (Date) 
 
___________________________________________________________ 
   (Telephone Number) 
 
 
 
Note:  A student’s IEP or 504 plan must stipulate homebound instruction as appropriate. 
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Homebound Instruction – Withdrawal 
 
 

THIS IS TO CERTIFY THAT HOMEBOUND INSTRUCTION WAS DISCONTINUED FOR: 
 
NAME:______________________________________ D.O.B.:___________________ 
 
A STUDENT IN THE  __________ GRADE OF ______________________ SCHOOL, 
 
ON ______________________________. 
 
 
INSTRUCTOR SIGNATURE:_______________________________________________ 
 
 
COPIES: 
 

(4) GUIDANCE DEPARTMENT 
(5) SCHOOL OFFICE 
(6) SCHOOL BOARD OFFICE 
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APPENDIX K 

 

VAAP: Learner Characteristics Inventory 

(LCI) 
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Virginia Alternate Assessment Program (VAAP)  
Learner Characteristics Inventory (LCI) 
 

Students Name  

Students STI #  

Grade Level  

Primary Disability 

Label 
 

Secondary Disability 

Label  
 

Teacher Name  

Phone/Email  

 

Typical characteristics of students who represent the 1% of the population who should 

participate in the VAAP are outlined in the following questions. IEP teams are responsible for 

discussing these characteristics and making decisions about whether the student demonstrates 

significant cognitive disabilities.  It is important to keep in mind that it is the combination of 

some or all of these characteristics that may justify a decision for the student to participate in 

VAAP.  Having deficits in one area will not be adequate to justify such a decision.  Please 

carefully review the student’s record to determine if there is documentation of these learner 

characteristics.  Documentation may include reports from teachers, physicians, therapists, and 

other specialists within the school division, such as school psychologists.  For those questions 

that are answered with a yes response, please indicate the specifics of the impairment or provide 

additional or clarifying information.   

 
 

Sensory Impairments 
 

Vision Impairments: Hearing Impairments: 

The student has a documented vision impairment as 

indicated by reports from a physician, vision teacher, 

ophthalmologist, or other qualified person to test for 

vision loss. Reports indicate that vision impairment is 

the result of: 

The student has a documented hearing loss as indicated by reports from a 

physician, teacher of the hearing impaired, audiologist, or other qualified 

person to test for hearing loss. Reports indicate that hearing impairment is 
the result of:  
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Check All That 
Apply to the 

Student 

 Check All That 

Apply to the Student 

1. Low vision  1. The student has a mild 

hearing loss 
 

2. Legally Blind  2. The student has a moderate 

hearing loss 
 

3. Reduced field of vision  3. The student has a severe 

hearing loss 
 

4. Cortical Vision Impairment  4. The student has a profound 

hearing loss 
 

5. The student has no vision 

impairments 
 5. The student has no hearing 

impairment 
 

The student has a documented impairment in processing sensory information 

Reports indicate that problems with sensory information may result in: 

 

The student reacts negatively to certain types of sensory information resulting in avoidance 

or disengagement from some activities. 

  

Please explain: 

 

YES/NO 

1.  The student’s difficulty in modulating his/her energy level interferes with participation 

in learning activities.  Student may appear to be very lethargic or very over-stimulated. 

 

 

YES/NO 

 
Motor Impairments: 

  

The student has documented fine motor impairments that negatively impact his/her ability 

to participate in academic activities, access learning materials, and engage in classroom 

and school routines.  

 

Please Explain: 

 

            

YES/NO 

1. The student has documented gross motor impairments that negatively impact posture, 

mobility, participation in daily living routines, physical activities, and classroom 

routines. 

 

YES/NO 
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Please Explain: 

 

 

Medical Needs: 

  

1. The student has documented on-going health/medical issues that interfere with learning and school 
attendance. 

Please Explain: 

 

 

YES/NO 

 

 
Communication Impairments: 

1. The student has documented communication impairments that result in difficulties in learning and interac ting 
with peers and adults  

YES/NO 

The student understands information presented through: The student expresses information and makes choices by: 

Sentences YES/NO Sentences YES/NO 

Simple phrases YES/NO Simple phrases YES/NO 

Single words YES/NO Single Words YES/NO 

Gestures YES/NO Vocalizations  YES/NO 

Signs   YES/NO Gestures YES/NO 

Pictures and line 

drawing YES/NO Signs YES/NO 

Tactile cues YES/NO Pictures YES/NO 

Please Explain: 
 

 

 
 

 

 
 

 

 

 

 

 
 

 

 

Body language YES/NO 

Pushing/pulling on 

adults YES/NO 

Assistive Technology YES/NO 

Please Explain: 
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Cognitive Impairments  

  

IQ Scores  Adaptive Behavior Scores   

1. The student’s IQ score is in 

the mild mental retardation 

range (55-70) 

YES/NO 

1. The student is testing above 

a mean score of 55 (55-100) 

on a norm referenced 

adaptive behavior 

instrument  

YES/NO 

2. The student’s IQ score is in 

the moderate mental 

retardation range (40-55) 

YES/NO 

2. The student is testing at a  

range of 40-55 mean score 

on a norm referenced 

adaptive behavior 

instrument 

YES/NO 

3. The student’s IQ score is in 

the severe mental retardation 

range (25-40) 

YES/NO 

3. The student is testing at a  

range below 25  mean score 

on a norm referenced 

adaptive behavior 

instrument 

YES/NO 

4. The student’s IQ score is in 

the profound mental 

retardation range (25 and 

below) 

YES/NO 
4. There has been no adaptive 

behavior testing 
YES/NO 

5. The student is testing above 

a 70 IQ score 
YES/NO 

Please explain: 

 

 

 

 

 

 

 

 

 

 

6. There has been no IQ testing YES/NO 

7. The student has been unable 

to participate in IQ testing. 
YES/NO 

Please explain: 

 

 

 

 

 

 

 

 
 

Social Skills 
 

The student has documented and significant deficits in social skills, resulting in difficulties in 
interacting with adults and peers 

  

YES/NO 

Social skills deficits are evident in:  
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1. Difficulties developing age- 

appropriate play/leisure skills 
YES/NO 

2. Difficulties in forming 

friendships 
YES/NO 

  

3. Presence of inappropriate 

behaviors that interfere with 1:1, 

small-group, and large- group 

instruction 

YES/NO 

Please explain: 

 

 

 

 

 

 

 

 

 

 

 

Learning Challenges  

1. The student has difficulty learning 

new skills. 
YES/NO 

 

3. The student requires a great deal of 

prompting. 

 

 

YES/NO 

2. The student has difficulty 

generalizing skills. 

 

YES/NO 
4.  The student has difficulty retaining 

information. YES/NO 

4.  Activities must be adapted for the student. 

Explain:  

 

 

 

 

YES/NO 

 

Student uses Assistive Technology – Please Describe: 
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